Job Evaluation Form Guidelines

The Job Evaluation form is to be used by managers and employees if their department is adding a new position, re-evaluating an occupied position, or re-evaluating a vacant position.  Please review the following guidelines before completing the upper portion of the form: 





Keep the following pointers in mind to maximize the usefulness of this tool:
· Use the least complex language possible.  Do not use initials or acronyms (unless they have previously been defined) or language that is specific to your department's field.

· Describe only the position’s purpose, responsibilities, and necessary qualifications.  Do not describe the particular attributes, skills or qualifications of any prior, current or prospective incumbent.

· Be specific and clear when explaining the work of a position.  Prepare duty and responsibility statements, which include action verbs.  For example: Prepare quarterly financial reports; Clean test tubes for; Negotiate supply prices with vendor; Analyze departmental software needs and recommend appropriate upgrades.

· Add enough detail under each duty and responsibility statement to ensure a clear understanding of the tasks.
· Be aware that words like “handle” and “manage” are often so broad that nothing is communicated.  For example, you might replace “handles all phone calls” with “screens and refers calls, answering routine questions about the department,” or “takes messages when others are out of the office.”  In this case, “handle” obscures differences in the level of responsibility.

· When prioritizing work, consider: If this task does not get done, how would it affect the unit?  Thinking about this helps you identify the highest priority aspects of the job and should help you find the right action verbs to describe it.  List these statements in descending order from greatest to least percentage of the person’s time.

Home Base Organization:  Six-digit Org Code.


Position Number:  Position Number assigned to 


Job—obtain this information from Financial Officers.





Action Requested:


Double click to check one of the following boxes:


New Position:  For use if department is adding a new position.


Re-evaluate Occupied Position: For use if the title and responsibilities of a position that is currently filled are changing.


Re-evaluate Vacant Position:  For use if the title and the responsibilities of a job that is empty are changing.





Job Title: Current title assigned to job for Human Resource purposes.  Please refer to the Total Compensation website for a listing of titles: 


� HYPERLINK "http://www.smu.edu/hr/total_comp/Compensation/Exempt%20and%20Non-Exempt.asp" ��Classified Positions-Exempt and Non-exempt Staff�, �HYPERLINK "http://www.smu.edu/hr/total_comp/Compensation/Alpha%20Unclassified%20Positions.asp"��Unclassified Positions-Staff and Faculty (Pay Grade 50)�, � HYPERLINK "http://www.smu.edu/hr/total_comp/Compensation/Assign%20of%20Pay%20Grades.asp" ��Job Family Pay Grade Assignments�


Submitted By: List the contact person to which all questions regarding this position should be directed (include Name, Title, and Phone extension).  


Department: Name of Department in which position resides.


Employee Name: Name of employee in the position, if currently occupied. 








Duties and Responsibilities:


Separate major duties and estimate the annualized percent of time for each.  The percentages must add up to 100%. If the job duties exceed the number of lines allotted, you may insert extra rows by clicking on the “Insert” tab at the top of your screen and then clicking on “Rows”.








Summary:


This section is intended to explain the basic purpose of the position and to create a context, which will help to clarify the specific duty and responsibility statements.  Explain the position’s role in the successful operation of the department.  Consider the unit’s mission and place the position in the context of that mission.  How does this person support or contribute to achieving it?





� HYPERLINK "jobeval.doc" ��Click here for the Job Evaluation Form �
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