Job Inventory Worksheet
UCPEA Town Hall Presentation

Michelle Fournier, Workforce Solutions Manager
Department of Human Resources

Department of Human Resources




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.




Job Classification System

Phases

Phase 1

Fall 2017/Winter 2018 Information Gathering and Analysis

Phase 2 Level Confirmation, Job Family, Series, Description
Spring 2018 and Salary Schedule Development
Phase 3 ,
Conversion

Summer 2018




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




Worksheet Timeline
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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




Primary Goal of Your Job

Your Duties and Responsibilities

A. Primary Goal of Your Job

In one or two sentences, briefly describe the primary goal or purpose of your job.

MOTE: Please do not list all of your duties and responsibilities here. The next page will give you space to
+ provide more details.

Exampla: To assist sfudznts applying for admizsion fo the university and provide advice and information on program
reguiramants and procedures.

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




Essential Duties

and Responsibilities

B. Essential Duties and Responsibilities

e 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

|

Please describe the most important essential job duties and responsibilities of your job.

Start with the duty or responsibility that takes the greatest portion of your time each year,
followed by duties that take at least 10% of your time throughout the year.

. Describe your actual current duties, even if they differ from your current job

description.

Example: Assist library patrons by locating mafenals, delivenng infarmabon, answenng ready-reference quesbons

1.

2.

3.

10.

Use this space for additional comments or notes, if you have any.

|




Supervisory and Work

Leadership Responsibilities

C. Supervisory and Work Leadership Responsibilities

Are you a Team Lead or Project Lead?

* 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

If yes, what teams and/or projects do you lead?

Do you supervise students?

Choose an item

If yes, approximately how many students do you supervise per year?

Do you have formal supervisory responsibilities for any other
UConn employees?

You have formal supervisory responsibiities if you are responsible for signing performance reviews.

Choose an item

If Yes, indicate the tities, names and number of positions that you supervise.

Employee Name(s) # of Positions
Job Title - - (filled and vacant)
(N fhie powlion e fied) Full-Time Part-Time

TOTAL

Use this space for additional comments or notes, if you have any.




Interactions with Individuals

Within the University

D. Interactions with Individuals Within the University

Please provide some examples of the kind of interactions you have with individuals that
are part of the University (faculty, administrators, staff, students, etc.) on a regular basis
to accomplish your job.

Titles/Roles of Individuals

1 | Types of Interactions (see befow): |A[DJ B[O cO boQd

Notes/Comments (optional)

Instruct and Explain — Give and/or receive instructions, assistance, clarification,
explanation such as describing rules, procedures, options, etc.

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.

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

Lead and Manage — Lead others toward achieving missions, strategies and visions;
seek out and build relationships with individuals who are significant to the




Interactions with Individuals

Outside of the University

E. Interactions with Individuals Outside the University

Do you regularly interact with individuals outside the University Yes No
to do your job? In ather words, do your job duties require you to work with O O
individuals who are not UCenn faculty, administrators, staff, or students?

If Yeg, please provide examples of the types of individuals and organizations you
interact with on a regular basis to accomplish your job's primary goals.

Organization/Entity

1 | Titles/Roles of Individuals

Type of Interaction (see below): A0 ed c@d o@O

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

Consider the types of interactions you have and what you seek to

accomplish by those interactions




Additional Information

Please tell us anything else you think we should know about your position.
(Optional)

Thank you for taking the time to tell us about your job!

Please save the file as YourUCPJobTitle.YourlLastName.YourFirstName.JIW.docx

For example, if your name is Bob Smith and your job UCP title is University Librarian 3, save
the file as University Librarian 3.Smith.Bob.JIW.docx.

Email your completed worksheet to your supervisor no later than
Wednesday, December 20, 2017.

By submitting this job inventory worksheet, | attest that the information provided by me is true
and accurate.




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




Supervisor Instructions

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

SUPERVISOR COMMENTS (if you have any)

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




Getfing 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




Supervisor’s

Supervisor’s Review Section

ReView s eC'I'io n To be completed by the immediate supervisor of the individual(s) who completed the

worksheet.

Your Mame:

Your Title:

* Please indicate the type of .l ioen

Pleasze indicate the type of education, experience, and cerific ationsflicenses you think should be
required and preferred for this job.

Required gualifications are those a candidate must have to be conszidered for the position.

L]
— Ed u catlo n Preferred qualifications are those that are good to have, but not necessary.

Minimum Required Qualifications

— Expe rience Required Education Level: | Choose an itemn.

Indicate required major, field, or discipline, if applicable

— Certifications/Licenses

Required Years of Experience: | Choose an itam.

Indicate fype of experience, if applicable

Required or preferred for
. . Can additional experience substitute for the required education?
th|$ JOb Yes O Mo [

Required Certifications or Licenses:

Preferred Qualifications (optional)

. DO n Ot S i m p Iy I iSt th e Preferred Education Level: | Choose an item.
q u a I ifi Cat i O n S Of t h e C u rre nt Indicate preferred major, field, or discipiine, if applicable

Preferred Years of Experience: | Choose an item.

Indicate fype of experience, if applicable

Preferred Certifications or Licenses:




Competencies

B. Competencies
What knowledge, skills. and abilities are needed to be successful in the job?

Knowledge

Examples:
Knowledge of the principles and prachices of library soience and infarmation senices
Knowledge of federal, state, and locsl tax regulstions

e Please indicate the type of ety irviegeof et o e e
Knowledge, Skills and Abilities
required for the job

Skills

KnOWIGdge: The textbOOk ﬁ:;::;;e:pnﬂ,sar.'n'an_alyses.‘nq.'eal'a.ﬁﬂgaﬂm’se.’::-rma!f
understanding, information gained At e e P e
from education

Skills: Capabilities or proficiencies T

I ea rn Ed t h ro ugh expe ri e n ce Abilty to supenase, eounse! and evalvate staff

Abiliy to keep complex records, fo assemble snd organize data, and pregare repovts from such recands
Abilty to wovk independently with minimal supendsion and wader stressiul conditions

Abilities: Innate capabilities that you

Notes or Comments (Optional)




C. Level of Supervision

Level of Supervision o down manu n e o TR Coam) o e ise e

Supervision Received

Employess receive some instrucions with respect o detals of most work assignments
Employess detesming the process of how work is io be dore based on precedent practices, and existing policy at
the wnit'ofics lovel

Progress/outcomes ame reviewed for consistency with instuctions and established procedures
+  Employess are sufficienfly expedenced o kandle mostwork situafions within established practice ard proedures

t h e I eve I Of s u pe rvi Sio n t h at t h e »  Employess are guided by general procedures and professional nomms, with periodic checks on accuracy, quakity

and timeliness of autcames

. o oa® ° B |«  Employess are expected to independently develop how theirwork is o be done based on recedent, practices and
employee in this position typically i ey o i s eprmen s prosien?
. +  Employess possess the [afitude to adst the procasses or methods o effectively and eficiertly manage their work
receives ssigments
+  Employess have considersble freedom from technizal and administeative oversight while the wosk is in progress
+  Supemvision only penerally occurs when there are repeat problems or missed deadlines

+  Employess are expected to define standard work tasks within ézpastmental policies, practices, and procedures fo
[ ackizve outcomes

(] Prio r to se I ecti ng’ reVieW a I I +  Employess are expectad to handle a varisty of situafions that are cyclical in character, cocasionally complex in

nafure requiring the application of gereral departimental guidelines fo develop resclutions outsids the standard
ti tarti ith item A
Op Ions s ar Ing Wl I em +  Employess are free fo plan and cary out sll phases of work assigrments
+  Employess are giver the latitudz fo make decizions on projects that kel she is accountable for deliverng on
ol* Employes's work assignments are defined as less reoccuming or cyclicsl fasks, and prmarily consists of
developmant or refinemant of programmatic o admiristrative objectives

. H H H . H #  Decisions should irvolve selacting ar approach from among sliematives, fiming when cerai fasks should be
° Wh I Ie reVI ew' ng’ kee p I n m I n d A IS patformed, defermining how to best usera-.'a.ilahle resousces, ard other similar choices

+  Employess are free fo plan and camy out 3ll phases of work assignments, which include the oversight of staff

a base option and eaCh Ievel bUiIds +  Employess havs fhe lafiude to make daily operational decisions

+  Given an understanding of best practices and the way similar units run elzsawhers, is able fo convincingly

from there E recommend capital and process improvements to the ares

+  Employes's work decizions ars dever by departmental policy and procaduses
+  Sseks swpervisory approvals when significant chanrges fo process steps are considersd and additional resources fore
task comipletion s required

+  Employess are gersrally responsible for kesping depadmental procasses moving in a productive direction, with the

. " . ; . ]

° . aufcnomy fo alter the process for 2ficiency and fo achieve a revised cutcome from leadership
Cons'der' What aspeCts Of the F »  Zeeks assistance only when highly difficult browbles arse or when confronted with problems of consigerable material

of paliical consequence

employee’s Work ca n be mOd ified +  Employess work urder the general direction, subject bo supervisory guidancs and review
+  Supemvisors peovide direction for matbers of policy development and cooedinstion, intermediate ard lang range
® planring, budgetary and human resources based matters
Independently and What aspeCts +  Workis focusad on and regulated by spesific divisiorsl goals and milestonss
. +  Generally can act basad on own judgmeant 35 long as acfions adkere bo division policy and operating procedures,
and remain focusad on the division and departmentsl objectives
Zzeks assistance only when urique sitwations arize, coupled with financial impact fo the division ard poliical
CORSEqUenCe

Choose
an item

Notes or Comments {Optional)




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
osition? Are there examples of

D. Problem Solving and Decision Making

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

Prablem Solving and Decision Making

+  Problems tznd to be of limited scope and complesdty
A |+ Resolutions are typically generated by utlizing existing procedures o practice
+  Generally, problems can be quickly and relafively easily resolved

+  Finds solufions to modestly technical or operational problems
B |+ Solutions generally can be resalved using conventional or standard procedures
+  Most of the obstacles, issues or concems can be handled with established practice and policy

+ |szues are varied

+  Problems tend to be technical or programmatiz in nature and sre solvable through deep technical know-how and

G imaginafive workarounds

+  Most of the obstacles, issues or concems encountersd require considering altemative practice or palicy
interpratation

+  Problems are not amenable to sirict technical resolution, requiring innovative thinking for resolution
D |+ Problem resolution and project complation invalve substantial planning and scheduiing within the deparimentin
orderto obtain and afign resources when and where nesded

+  Problems are readiy identfied but cannat be understond and fixed in simple cause-gffect terms

+  Variables affzcting the problem are generally known Choose
E |+ Froblems require integrative salufions such 23 how technalogies, procasses, resources, and peogle zl fit an fem.
togedher

+  Ingumbents undarstand the smallest details of a circumscribed ares

+  Problems are hard to identify and are sufficiently difficult that they cannat be salved using exisfing departmentsl
pracfices and procedures

+  Problems require response/sdaptation o changing condiions or circumstances, necessiating enterprise and

F new approachas - Problem resolufion should frequantly require collaboration and coordination with units intemal
to the divizian, with occasional colaboration and coordination outside the division

+  Choices for problem resolution typically remain within the authority of the division, requiring imited extemal
validation

+  Problems are unique and unexpacted, since subordinate staff would be handling day to day problems

+  Challenges for problems arise due to the lack of precedent or policy at 3 University [evel, requiing incumbents to
develap new policy for approval and conceptualizing an implementation plan for new procedures or processes as
a result of new palicy

G - Due fo the |ack of precedent, problem resolution is difficult to identify

- Bdepiness in discipline and well-formed concept of excellence allows incumbent to "tear apart’ processes,

fuestion assurnptions, 242, in order 1o identify problems and getto the heart of an issue

- Prablern resolution should frequently require collaboration and coordination with units both intemal and exdemal

o the divisian

Notes or Comments (Optional)




Additional Information

Please tell us anything else you think we should know about this position.
(Optional)

Thank you!

We encourage you to share your comments and notes with the employee(s) who completed
this worksheet.

Please send the completed worksheet to the person who is the 1=t level out of the
bargaining units in your department/office/school no later than Friday, January 19, 2018.

If you are the 1¢t level outside the bargaining units, please send the completed worksheet to
Human Resources at workforce@uconn edu.

By submitting this Job Inventory Worksheet | validate the information reviewed and
provided by me is accurate fo the best of my knowledge.




Worksheet Dos and Don’ts

Superyisor

DO

» Separate the employee in the position from the position itself
 Keep perspective in your unit, focus on the position and its function

e 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




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

Contact:

HR Workforce Solutions team via workforce@uconn.edu

o

~



http://hr.uconn.edu/ucpea-classification/
mailto:workforce@uconn.edu

Thank you for your support in developing

QUESTIONS?




