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Job Classification System
The University has agreed with UCPEA to revise and update the current 

classification system

Why is this important?
To employ a system that is responsive to the changing needs of the University and 
the complex work environment we function in.

What will this system do?
This system is a new way to manage our professional positions from a classification 
standpoint through updated job families, job series, and job descriptions.

Why now?
Moving forward with this initiative is a result of the new contractual provisions 
under Art. 31, which speaks to the system being in place for the summer of 2018.  
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Job Classification System 
Phases

3

Phase 1
Fall 2017/Winter 2018

Information Gathering and Analysis

Phase 2
Spring 2018

Level Confirmation, Job Family, Series, Description 
and Salary Schedule Development

Phase 3
Summer 2018

Conversion



Job Inventory Worksheet

Today’s Goal:  Guide employees through the completion of 
the Job Inventory Worksheet

• The information provided on the JIW will play a key role in 
the design of the classification system

• The purpose of the JIW is to collect information regarding    
5 aspects of your job including: 

– General Role

– Education and Experience

– Independence and Decision-Making

– Complexity and Problem Solving

– Scope of Measurable Effect
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Worksheet Timeline

Complete a 
Job Inventory 

Worksheet and 
send to supervisor 
by Wednesday, 
December 20th

1 2

Supervisors review 
employees’ JIW and 
send to first level out 
of bargaining units by 
Friday, January 19th

Completed 

worksheets due 

to Human 

Resources by 

Friday, 

February 9th
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12/20/17 01/19/18 02/09/18
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Employee Instructions

• Please read all 5 sections carefully and enter your responses

• Save the file as YourUCPJobTitle.YourLastName.YourFirstName.JIW.doc
• If you are completing the form as a group, save the file as 

• YourUCPJobTitle.Multiple.JIW.doc
• Make sure to include all employees’ first and last names in 

the Your Name section on the first page of the form

• Save in Microsoft Word (.doc) format 

• Email your completed worksheets to your supervisor no later than 
Wednesday, December 20, 2017
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• In 1-2 sentences, provide a high level overview of the primary purpose of the position

• Keep in mind the next page will give you space to elaborate in more detail about the 
duties and responsibilities

Primary Goal of Your Job
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Essential Duties 
and Responsibilities

• List between 5 and 10 primary job 
duties and responsibilities

• Focus on key responsibilities critical to 
the position and avoid including minor 
or occasional tasks

• Describe the position as it is being 
performed today and not how it was in 
the past, or will be in the future

• Begin each sentence with a present-
tense action verb
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Supervisory and Work 
Leadership Responsibilities 

• Select Yes or No based on if you…
• Are a Team Lead or a Project Lead
• Supervise students
• Have formal supervisory 

responsibilities for other UConn 
employees

• Include the Job Title of employees you 
supervise, their name (or multiple 
names under the same title), number 
of positions and indicate if they are full-
time or part-time
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Interactions with Individuals 
Within the University
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A. Instruct and Explain – Give and/or receive instructions, assistance, clarification, 
explanation such as describing rules, procedures, options, etc.

B. Collaborate, Problem Solve, Advise – Work together to exchange ideas, resolve 
complicated issues or situations, such as academic counseling or advising, providing 
direction and guidance, handling personnel matters, etc.

C. Negotiate, Influence, Persuade, Facilitate, Coach – Gain support for ideas or 
projects; seek to influence outcomes on matters of significance; mediate between 
contending individuals; sell, promote, or negotiate

D. Lead and Manage – Lead others toward achieving missions, strategies and visions; 
seek out and build relationships with individuals who are significant to the 
continuation of the program, school, or college; communicate decisions, directions, 
and priorities 



Consider the types of interactions you have and what you seek to 
accomplish by those interactions

Interactions with Individuals 
Outside of the University
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A. Instruct and Explain – Give and/or receive instructions, explanations such as 
describing rules, procedures, options, etc.

B. Collaborate, Problem Solve, Advise – Work together to exchange ideas, resolve 
complicated issues or situations, such as academic counseling or advising, providing 
direction and guidance, etc.

C. Negotiate, Influence, Persuade, Facilitate, Coach – Gain support for ideas or 
projects; seek to influence outcomes on matters of significance; mediate between 
contending individuals; sell, promote, or negotiate

D. Build and Manage Relationships – Serve as spokesperson for a program, school, or 
college; seek out and build relationships with individuals who are significant to the 
continuation of the program, school, or college; interact with the press or media 



Additional Information
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Worksheet Dos and Don'ts
Employee

DO
• Write clearly and concisely, using a factual and objective style
• Focus on key responsibilities critical to the position
• Include explanations telling how, why, where or how often to 

add meaning 
• Begin each sentence with a present-tense action verb

DO NOT
• Copy and paste from existing job specifications which may be 

overgeneralized and outdated
• Write the JIW as a manual on how to do your job
• Include unnecessary details to the duties performed 
• Refer to former or future duties and responsibilities 
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Supervisor Instructions

Please review employee responses and when applicable, include comments 
in the Supervisor Comments segment at the end of each section

We encourage you to share your comments with the employee

Please do not edit or change the employee’s answers or make comments 
regarding the employee’s performance or personal capabilities 
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Getting Started 

• Separate the employee from the job

– Imagine you are re-hiring for the position and 
need to describe the position for a new search

• What are the qualifications required to successfully 
perform the job?

• What knowledge, skills and abilities are expected of 
the new incumbent?

• What levels of supervision and decision-making 
should he or she expect from the position?
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Supervisor’s 
Review Section

• Please indicate the type of 

– Education

– Experience

– Certifications/Licenses

Required or preferred for 
this job

• Do not simply list the 
qualifications of the current 
employee
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Competencies

• Please indicate the type of 
Knowledge, Skills and Abilities 
required for the job

Knowledge: The textbook 
understanding, information gained 
from education

Skills: Capabilities or proficiencies 
learned through experience

Abilities: Innate capabilities that you 
bring to a particular task or job
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Level of Supervision
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• Select the item corresponding to 
the level of supervision that the 
employee in this position typically 
receives

• Prior to selecting, review all 
options starting with item A

• While reviewing, keep in mind A is 
a base option and each level builds 
from there

• Consider: What aspects of the 
employee’s work can be modified 
independently and what aspects 
would need to be reviewed by you 
prior to modification?



Problem Solving and 
Decision Making

• Select the item that most closely 
describes the types of problem 
solving and decision making 
involved in this position

• Prior to selecting, review all 
options starting with item A

• While reviewing, keep in mind A is 
a base option and each level builds 
from there 

• Consider: What are the typical 

situations dealt with by this 
position? Are there examples of 
situations that were unusual? If so, 
how often do these situations 
come about?
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Additional Information
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Worksheet Dos and Don’ts
Supervisor

DO
• Separate the employee in the position from the position itself

• Keep perspective in your unit, focus on the position and its function

• Share your notes and comments with employees 

DO NOT
• Make edits or changes to employee’s responses

• Discuss the employee’s performance 

• Include the current employee’s qualifications as requirements       
for the job

• Include minor or occasional tasks
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Resources 

Website:
Look out for hr.uconn.edu/ucpea-classification/ going live next week!

Contact:
HR Workforce Solutions team via workforce@uconn.edu
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http://hr.uconn.edu/ucpea-classification/
mailto:workforce@uconn.edu


Thank you for your support in developing 

the Job Classification System

QUESTIONS?

23


