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The University of Michigan – Flint

Staff Combined Posting Package
Position Description Form
  


             (For all regular staff and bargained-for positions)
The purpose of this form is to formally document the content of a job, including job functions, duties, scope, and the minimum and preferred qualifications in order to post a position. The statements included in this description are intended to reflect the general nature and level of work assigned to this position and should not be interpreted as all-inclusive. 
Describe the Position to be Posted:

(  Current Vacant Position
    
(  New Position*      (  Vacant Position with Changes* 
*If this is a new position or a change from a current position, you must review with Human Resources prior to creating a job requisition in eMploy.  Please contact Helen Phinisee at (810) 237-6593 or phinisee@umflint.edu.
Part One - (Skip to Part Two for New Position)
	Employee Being Replaced
	UMID

	Job Title
	Job Code
	Work Hrs

	Working Title
	Salary
	Job Role

	Department Name
	Dept ID


Part Two

	Immediate Supervisor Name
	Job Title

	Department Name
	Dept ID
	Phone


Part Three - (Skip if posting current vacant position)
	Proposed Job Title
	Proposed Job Code
	Proposed Full Time Rate

	Proposed Working Title

	Proposed Career Family/Job Family
	Proposed Career Band
	Job Role:  □  Professional

                 □  Managerial
                 □  Executive


Part Four

	SUPERVISION:  Indicate the job title and number of FTE supervised.  Please check (√) the type of supervision provided as defined below:

Administrative Supervision:  Has the authority to hire, transfer, suspend, promote, discharge, reward, or recommend such action.

Functional Supervision:  Has the authority to work as group leader, assist in the training of new staff members, communicate instructions, maintain employee records, and assign work to others.



	Job Title of Position(s) Supervised
	# of FTE
	Administrative Supervision
	Functional 

Supervision

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Part Five 
	List other University employees doing substantially the same work, if known.

	Name
	Job Title
	Department

	
	
	

	
	
	

	
	
	

	
	
	


Part Six
	Job Function/Duties:  Please list in order of importance the functions of this position and estimate the percent of time spent performing each function over a given period of time.  Must total 100%, nothing smaller than 5% or greater than 40%. 

	  Percent of Total Time
	Job Function/Duties:


	TOTAL

100%
	


Part Seven
	POSITION QUALIFICATIONS:  Include education, experience, licenses, registrations and certifications.

	


Part Eight

	Provide any additional comments or information not covered above.

	


Part Nine 
	Funding plan for position/business case for request by department.
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	For Employment Use Only

	
	
	Department
	Unit
	Campus

	
	

	
	Goals for job group
	Female
	     
	     
	     

	
	

	
	#       
	Minority
	     
	     
	     

	
	     

	
	Posting Number

	
	     

	
	Date


The University of Michigan

Selection Criteria for

Non-Instructional Positions

Professional/Administrative

Office, Allied Health and Technical


	See instruction on back for

selection criteria guidelines
	This form is part of the posting packet; please have it routed to all appropriate offices before sending to HRAA.
	

	Title and grade of position to be filled

	     

	School, College, Division

	     

	Department name
	Department Number

	
	     

	Select only one

	Selection Criteria
Please list the selection criteria that will be used to assess applicants for this position.
List either in order of importance (most important to least important) or 
Enter the percent weight to be given to each criterion.
	Source for Measuring
Please indicate the instrument that will be used for measuring each criterion:
interview, reference, resume, application, samples of publications/writing, etc.

	Rank   FORMCHECKBOX 

	Weight  FORMCHECKBOX 

	
	

	     
	     
	     
	     

	1
	%
	
	

	     
	     
	     
	     

	2
	%
	
	

	     
	     
	     
	     

	3
	%
	
	

	     
	     
	     
	     

	4
	%
	
	

	     
	     
	     
	     

	5
	%
	
	

	     
	     
	     
	     

	6
	%
	
	


 
	     

	

	
	
	     

	Name of person responsible for hiring decision
	Date signed
	Phone number


Form 39909
Selection Criteria Guidelines
	According to Federal Selection Guidelines,

with which the University complies

criteria must be:

1. related to the job

2. necessary to perform the work, and

3. able to be demonstrated and measured
	On the form titled, Notification of Open Position, you listed the duties to be performed and stated the minimum or necessary qualifications and additional desired qualifications for this position. Now you need to establish the selection criteria – the measuring sticks by which you will assess all minimally qualified applicants in order to determine the best qualified. Selection criteria relate either to the qualifications you listed on the Notification of Open Position, or to the relative ability of applicants to perform the duties of the position.

The criteria should be worded clearly, each expressing some dimension of the applicants’ qualifications that will be assessed.

These examples illustrate the relationship of the selection criteria to the duties and qualifications listed on the Notification of Open Position:





	
	Administrative Assistant Intermediate

	Notification of Open Position
	Necessary qualification: High school diploma or equivalent and the ability to exercise independent judgment and employ basic reasoning skills.
Desired qualification: 2-4 years of administrative assistant experience.


	Selection Criterion
	Quality and quantity of expertise and its relevance to the performance of the duties of this position
Source for Measuring: Application, resume, interview



	
	Financial Aid Officer Senior

	Notification of Open Position
	Necessary qualification: Bachelor degree and at least 3 to 4 years of experience working with financial aid programs.
Desired qualification: At least 2-4 years of experience working in financial aid in a large university.  Familiarity with financial aid policies.


	Selection Criterion
	Amount and relevance of financial aid experience.  Extent of ability to give counsel to students concerning financial aid.
Source for Measuring: Resume, application, references, interview



	
	Secretary Associate 

	Notification of Open Position
	Necessary qualification: High school diploma or equivalent.
Desired qualification: Some office experience.


	Selection Criterion
	Quality and quantity of experience and its relevance to the performance of the duties of this position.  
Source for measuring: Application, resume, interview



	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


AFFIRMATIVE ACTION PLAN

Department:
______________________________

Position:
______________________________


The (name of department) is attempting to fill the position of (name of position). In order to attract a diverse group of candidates for this position, it is intended that the requisition will be advertised in the (name of newspaper, publications, etc) and within the University of Michigan system which includes all University of Michigan campuses.  In addition, this position will be posted on the MI-HERC job posting website to help provide a more diverse candidate pool.

UM Flint’s University Human Resources will maintain communications with local area agencies serving communities with significant representations of people of color and other protected groups. These agencies include but are not limited to the NAACP, Flint Urban League, Spanish Speaking Information Center, Michigan Rehabilitation Services, and other educational institutions.

ADVERTISEMENT

Below is a standard example of the ad that will be placed in the designated publication as outlined in your Affirmative Action Plan.  If a different ad is desired, please type it in below in lieu of the sample.

 SAMPLE:

SECRETARY INTERMEDIATE

Department of History, University of Michigan-Flint.  For additional information, please consult our website at www.umjobs.org (Job ID #          ) UM-Flint is a non-discriminatory/Equal Opportunity/Affirmative Action Employer.

Shortcode to be used when placing ads:
 _______________________










