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This form is used to communicate the performance expectations for the individual employee. It is to be prepared at the beginning of the appraisal period. A new appraisal period begins
whenever the employee is assigned to a new position, the supervisor for the employee changes, the position is reclassified, or at the beginning of a new annual review period. The plan is
discussed by the supervisor and employee, indicated by both signatures on the form. When completed, this form serves as the Individual Performance Plan and will be used for future
reviews.
JOB SUMMARY:

SERVES AS A MEMBER OF THE COMPENSATI ON AND CLASSI FI CATI ON GROUP | N THE
UNI VERSI TY PERSONNEL OFFI CE. PERFORMS JOB ANALYSI S AND JOB EVALUATI ONS
AND RECOMVENDS RELATI VE PAY GRADES/ LEVELS. EDI TS AND RECOMVENDS CHANGES
I N JOB DESCRI PTI ONS AND PERFORMANCE APPRAI SAL PLANS. EDI TS, CORRECTS AN
APPROVES SOURCE DOCUMENTS FOR UPDATE TO THE COMPENSATI ON SYSTEM DATA BAS
PROVI DES GUI DANCE, | NTERPRETATI ON, AND TRAI NI NG TO OTHERS | N COMPENSATI C
MATTERS. OPERATES COMPUTER EQUI PMENT FOR DATA | NPUT, STORAGE, AND

RETRI EVAL AND TO GENERATE SPECI AL REPORTS. CONDUCTS QUALI TY ASSURANCE
CHECKS TO | NSURE DATA BASE | NTEGRI TY. MAI NTAI NS MANUAL FI LES OF
SUPPORTI NG DOCUMENTATI ON, REPORTS, AND CORRESPONDENCE. COORDI NATES/ MANAG
SPECI AL PROJECTS. PREPARES SPECI AL REPORTS.

KEY RESPONSI Bl LI TI ES PERFORMED BY ALL:

Responsi bility Nunber: 1 % Weight:
PERFORMS JOB ANALYSES TO DETERM NE AND QUANTI FY DUTI ES, RESPONSI BI LI TI ES
AND RELATI ONSHI PS OF SPECI FI C JOBS. EVALUATES JOBS USI NG COVPUTER MODEL
PO NT- FACTOR SYSTEMS, PEER JOB COWMPARI SONS, EXTERNAL LABOR MARKET SURVEY
DATA, AND SUCH. RECOWMMVENDS GRADE LEVELS/ PAY RATES ASSI GNVENTS. CONDUCT
ON- SITE JOB AUDI TS BY COVPARI NG WORK PERFORMED W TH WORK

DESCRI BED/ CREDI TED AND RECOMMENDS CHANGES. FOLLOWS STANDARD AU POLI CI ES
AND PROCEDURES AND GENERALLY ACCEPTED PRACTI CES/ PRI NCI PLES FOR JOB
CLASSI FI CATI ON/ EVALUATI ON.

Per f ormance St andards:

a. Conducts thorough job anal yses, taking into account all applicable
factors.

b. Conpl et es paperwork and audits within an acceptable timefrane.

c.Conducts all interactions in a professional and courteous manner.
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KEY RESPONSI Bl LI TI ES PERFORMED BY ALL:

Responsi bility Nunber: 2 % Weight:
ORI Gl NATES, EDI TS, CORRECTS/ REJECTS AND/ OR APPROVES FOR | NPUT, SOURCE
DOCUMENTS FOR DATA CHANGES, DELETI ONS, OR ADDI TI ONS TO THE

FI LES/ RECORDS/ CATALOGS/ TABLES I N THE DEDI CATED COMPUTERI ZED COMPENSATI ON
SYSTEM AND TO ASSURE THE DATA BASE | S ACCURATE AND CURRENT. CONTROLS TH
| NPUT PROCESS.

Per f or mance St andards:
a.Mai ntains up-to-date information in database.
b. Ensures accuracy of information in database.

c.Allows no information to be input into the system w thout proper
aut hori zati on.

Responsi bility Nunber: 3 % Weight:
CONDUCTS QUALI TY ASSURANCE CHECKS TO ASSURE THE | NTEGRI TY OF THE DATA BA
BY RETRI EVI NG FROM THE DATA BASE SAMPLE DATA OR REPORTS AND COVPARI NG TO
SOURCE DOCUNMENTS AND OTHER REPORTS/ DATA ELEMENTS. RECORDS RESULTS, MAKE
REPORTS OF QA CHECKS, AND RECOMMENDS CHANGES | N PROCEDURES/ PROGRAMS AS
NECESSARY TO MEET Gl VEN QA GOALS.

Per f ormance St andar ds:

a.Ensures information contained in the database is accurate, detecting a
del eti ng any erroneous information.

b. Conpl etes QA checks/reports according to established tine tables.
c.l npl ements changes in procedures/progranms upon appropriate approval,

gi ving thorough consideration to all possible ramfications of said
changes.

Responsi bility Nunber: 4 % Wei ght :
OPERATES DESK- TOP COVPUTER EQUI PMENT FOR DATA | NPUT, STORAGE,
MANI PULATI ON, AND RETRI EVAL | N A DEDI CATED COVPENSATI ON/ CLASSI FI CATI ON
SYSTEM REFERS TO WRI TTEN GUI DELI NES AND PROGRAM MENUS.

Per f ormance St andards:

a. Mai ntai ns knowl edge of the capabilities of current conputer software
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KEY RESPONSI Bl LI TI ES PERFORVED BY ALL:
progranms and is proficient in using applications.

b.Ensures information is easily retrievable and provi ded upon request
within a reasonable tinmefrane.

Responsibility Nunber: 5 % Wei ght :

MAI NTAI NS MANUAL REFERENCE FI LES FOR WRI TTEN FORMS, CORRESPONDENCE, AND
OTHER WORKI NG PAPERS RELATED TO JOB ANALYSIS, JOB
CLASSI FI CATI ON/ EVALUATI ON, AND POSI TI ON MANAGEMENT.
Per f or mance St andards:
a.Maintains files in an orderly, well-organized filing system
b.Ensures information in files is conplete, accurate, and up-to-date.

c.Ensures information in files is easily retrievable and provided to
ot hers upon request within reasonable tinefrane.

Responsi bility Nunber: 6 % Wei ght :

PREPARES SPECI AL REPORTS FROM THE DEDI CATED COMPUTER SYSTEM DATA BASE BY
SELECTI NG PARAMETERS AND OPERATI NG THE EQUI PMENT WHI LE REFERRI NG TO SYST
DOCUMENTATI ON AND PROGRAM MENUS. ANALYZES AND PRESENTS REPORTS AS
REQUI RED.

Per f or mance Standards:
a.Prepares quality reports upon request and within established tinefrane
b. Ensures requested paraneter of report(s) is(are) maintained.

c.Presents reports as requested/required in a professional and courteous
manner .

Responsi bility Nunber: 7 % Weight:
COORDI NATES EMPLOYEE PERFORMANCE APPRAI SAL PROGRAM  RECOMVENDS SCHEDULE
AND PROCEDURES. COORDI NATES PREPARATI ON AND | NPUT OF | NDI VI DUAL APPRAI S
PLANS AND GENERATI ON OF REPORT DOCUMENTS; AND MONI TORS REPORTI NG,
EDI TS/ APPROVES | NPUTS OF REPORTS TO DATA BASE. MAI NTAI NS MANUAL REFEREN
FI LES OF PAPER REPORTS, PLANS, AND CORRESPONDENCE FOR THE PROGRAM

Per f ormance St andar ds:
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KEY RESPONSI BI LI TI ES PERFORMED BY ALL:
a.Perfornms enpl oyee apprai sal docunents procedures expeditiously.

b. Ensures no erroneous information is entered into system |Information
entered only upon proper authority.

c.Provides requested reports in a tinely manner.

d. Mai ntains reference files accurately and conpletely.

Responsi bility Nunber: 8 % Wei ght :

PARTI Cl PATES I N A LABOR MARKET SURVEY PROGRAM BY CONTACTI NG SOURCES,
NEGOTI ATI NG W TH PROVI DERS, PREPARI NG QUESTI ONNAI RES, TAI LORI NG | NCOM NG
DATA TO LOCAL USE, AND MAKI NG COORDI NATI NG | NPUT TO THE DATA BASE
COORDI NATES W TH RECEI VERS, RETRI EVES DATA FROM DATA BASE AND PREPARES
REPORTS FOR DI STRI BUTI ONS. MAI NTAI NS MANUAL REFERENCE FI LES OF REPORTS.
RECEI VES GENERAL GUI DANCE AND POLI Cl ES.

Per f ormance St andar ds:

a.Solicits nmeani ngful market information from peer groups (both industri
and collegial).

b. Requests from outside sources are conpleted by deadlines.
c.Transfers information accurately into database.
d. Generates reports as requested in a tinmly manner.

e.Conducts all interactions in a professional and courteous manner.

Responsi bility Nunber: 9 % Wei ght :

G VES GUI DANCE/ ADVI SE AND FORMAL TRAI NI NG PLUS | NTERPRETS POLI CY FOR
SUPERVI SORS/ EMPLOYEES FOR AU COVPENSATI ON POLI CI ES, PROCEDURES, AND PLAN
ON AN | NDI VI DUAL OR GROUP BASI S.

Per f or mance St andards:
a.Specialists are well-versed in policies pertaining to conpensati on.
b. Requests for information are answered in a tinely manner.

c.Conducts all interactions in a professional and courteous manner.
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KEY RESPONSI Bl LI TI ES PERFORMED BY ALL:

Responsi bility Nunber: 10 % Wei ght :

MANAGES/ COORDI NATES SPECI AL PROJECTS BY DRAFTI NG TASK PLANS/ SCHEDULES,
DRAFTI NG PROCEDURES/ GUI DELI NES AND PREPARI NG CORRESPONDENCE, MONI TORI NG
PROGRESS AND REPORTI NG

Per f ormance St andar ds:

a.Establishes procedures which will result in achieving goals of specia
proj ect s.

b. Conpl et es special projects according to scheduled tinmefrane.

c.Reports are accurate and tinely.

Responsi bility Nunber: 11 % Wei ght :

KEEPS RECORDS AND MAKES SCHEDULED REPORTS OF DAI LY BUSI NESS TO REFLECT
PRODUCTI ON, BACKLOGS, AND TRENDS. PREPARES PERI ODI C REPORTS AND
RECONCI LES OPEN TASKS W TH CUSTOVER OFFI CES.

Per f or mance Standards:
a.Records and reports are tinely and accurate.

b. Prepares wel |l -organized files that are easily retrievable.

Responsi bility Nunber: 12 % Wei ght :

CONDUCTS ANALYSES/ STUDI ES WHEN ASSI GNED AND MAKES RECOMVENDATI ONS FOR
| MPROVEMENTS | N POLI CI ES, PROCEDURES, AND SYSTEMS RELATED TO COMPENSATI C
CLASSI FI CATI ON AND APPRAI SAL MATTERS.
Per f ormance St andards:
a. Conpl et es speci al assignnents by assigned deadli nes.

b. Presents recomendati ons that are sound and based upon a thorough
I nvestigation of all related factors.
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KEY RESPONSI Bl LI TI ES PERFORMED BY ALL:

Responsi bility Nunber: 13 % Wei ght :

SUPERVI SES PART TI ME STUDENT EMPLOYEES BY ASSI GNI NG AND REVI EW NG WORK,
Gl VI NG | NSTRUCTI ON, AND COUNSELI NG I N MATTERS REGARDI NG AU POLI CI ES, RUL
AND OPTI ONS OPEN TO THE STUDENT WORKER.
Per f ormance St andards:
a. Treats student enpl oyees professionally.
b. Ensures intern students receive a thorough education on the workings o
a Personnel department, focusing on Conpensation and Cl assification
i ssues.

c.Assigns work to be perforned; reviews for accuracy.

KEY RESPONSI Bl LI TI ES PERFORMED BY SOME:

Responsi bility Nunber: 14 % Wei ght :

CONTRI BUTES TO THE UNI T' S PROGRAMS, GOALS AND OBJECTI VES RELATED TO
ECONOMY, QUALI TY, CUSTOMER SATI SFACTI ON, AND/ OR | MAGE THROUGH TEAMAORK
COOPERATI ON, SUGGESTI ONS AND PERSONAL PRODUCTI VI TY AND CONDUCT.

Per f ormance St andar ds:

a.Positive feedback from custoners/constituents about enployee's
performance is frequent while negative feedback is rare.

b. Frequent|ly denonstrates sound, independent judgenent to deal with
unusual cases not specifically covered in standing guidelines.

c.Frequently makes i ndependent, constructive suggestions for inproving
policies, procedures and systens for the workpl ace.

tion of available training courses directly related to
ties reflect a reasonable effort to inprove job
s, and abilities.

d. Record of conple
j ob responsi bil
know edge, skill

e.Readily accepts responsibilities for special projects and/or team
efforts and carries through to conpletion whenever there is an
opportunity to do so.

f.Denmeanor, speech, and personal relations with team nenbers, custoners
and constituents contribute to harnony and reflect a good imge for th
unit.
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KEY RESPONSI BI LI TI ES PERFORMED BY SOME:
g..

h..

Perfornms other responsibilities as assigned by supervisor.



