Position Background Information

 Important Note for BUMC: Until position numbers are assigned to all individuals, please enter "BUMC mail code, dash, the last 4 digits of the employee's ID number" in the Position # fields below. E.g., MED00-1234.
Note for both campuses:  If the position reports to faculty member, please enter “FACULTYSPV” in the space(s) provided on pages 1 and/or 3 of the PDQ Tool.  After making one or both of those entries, please go to section “Additional Information” on page 7 of the Tool and put in relevant Faculty member(s) FULL NAME AND UNIT#/DPT#.  For BUMC, please also include the mail code(s) for the identified faculty member(s).

Enter the position number of the individual to whom the position reports next to the box labeled "Reports to Position #1." If the position reports to two individuals, enter the second position number next to the box labeled "Reports to Position #2 (if applicable)." Select appropriate live-in code (yes or no).
Department To Complete
HR To Complete
Position Number:       
Job Code:      



Position Title:      
Salary Grade:       

Unit#/Name:      
FLSA Status:      
Dept #/Name:      
Union Status:       

Reports to Position#:      
BU Job Group      
Reports to Position Title:      
Fed Job Code:      
Reports to Position#(2):      
HR Approved By:      
Reports to Position Title (2):      
HR Approved Date:      
BUMC Mailcode (If applicable):      
Live in Code:  FORMDROPDOWN 

Written By:      
Date Written/Revised:       

	Position Summary : In 3-4 sentences, briefly but specifically, summarize the primary purpose of the position.

	     


	Essential Functions: List up to six essential functions of the position in the space provided below, indicating the most important first, and the approximate percentage of time spent on each function over the course of a year. DO NOT list any duties or responsibilities that require 5% or less of the position’s time.

	1
	     
	0%

	2
	     
	0%

	3
	     
	0%

	4
	     
	0%

	5
	     
	0%

	6
	     
	0%

	Total
	


If this position regularly receives work assignments directly from others, in addition to the manager, enter the position numbers of those individuals below. Otherwise, check the box that states "No other manager(s) assigns substantial work to this position".
 FORMCHECKBOX 
  No other manager(s) assign substantial work to this position.

Other Managers Assigning Work:

     
     
     
     
     
     
If this position has direct reports, enter the position numbers of the direct reports below. Otherwise, check the box that states "Position does not have any direct reports."
 FORMCHECKBOX 
  Position does not have any direct reports.

     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
Number of Student workers the position oversees:    
	Directing/Supervising Work Of Others.
Check the following tasks if applicable:

	 FORMCHECKBOX 
 Position does not have supervisory responsibilities

	

	 FORMCHECKBOX 
 Determines work methods (How to perform a task)

	 FORMCHECKBOX 
 Plans work operations (What tasks to perform)

	 FORMCHECKBOX 
 Interviews/selects employees

	 FORMCHECKBOX 
 Interviews and makes effective recommendations

	 FORMCHECKBOX 
 Disciplines employees

	 FORMCHECKBOX 
 Evaluates employee performance

	 FORMCHECKBOX 
 Resolves employee grievances

	 FORMCHECKBOX 
 Provides employee training

	 FORMCHECKBOX 
 Provides indirect supervision/functional guidance


	Budget Responsibility: Check the item(s) below which best describe the incumbent’s involvement in the budgetary process.

	 FORMCHECKBOX 
 Position does not have budget responsibilities

	

	 FORMCHECKBOX 
 Planning and Preparation

	 FORMCHECKBOX 
  Forecasting

	 FORMCHECKBOX 
 Maintaining and Monitoring

	 FORMCHECKBOX 
 Does the Incumbent have Signature Authority?

	           If yes, please provide the dollar amount: $0.00

	Budget Responsibility for which incumbent has primary responsibility 

(include grants, if applicable): $0.00


	Decision Making: Indicate the type of impact of the decisions typically made by this position.
Only make one selection.

	 FORMCHECKBOX 
 Decisions generally affect own job or specific functional area.

	 FORMCHECKBOX 
 Decisions may affect a work unit or area within a department. May contribute to business and operational decisions that affect the department.

	 FORMCHECKBOX 
 Decisions have major implications on the management and operations of an area within a department. Job may contribute to important strategy, operational and business decisions that affect the department.

	 FORMCHECKBOX 
 Decisions have significant, broad implications for the management and operations of a division. Job contributes to decisions on the overall strategy and direction of The University.

	Provide additional information if desired:      


	Independence of Action: Indicate the position’s general degree of independence of action.
Only make one selection.

	 FORMCHECKBOX 
 Work is closely monitored by supervisor/manager; detailed instructions and procedures are generally provided.

	 FORMCHECKBOX 
 Work progress is monitored by supervisor/manager; incumbent follows precedents and procedures, and may set priorities and organizes work within general guidelines established by supervisor/manager.

	 FORMCHECKBOX 
 Results are defined and existing practices are used as guidelines to determine specific work methods and carries out work activities independently; supervisor/manager is available to resolve problems.

	 FORMCHECKBOX 
 Results are defined; incumbent sets own goals and determines how to accomplish results with few or no guidelines to follow, although precedents may exist; supervisor/manager provides broad guidance and overall direction.


Education: Select the MINIMAL level of required and preferred education necessary to effectively handle the position's essential functions.
Required Education:
 FORMDROPDOWN 

Preferred Education:
 FORMDROPDOWN 

 FORMCHECKBOX 
 Check here if experience may substitute for some of the above education and describe how below:
     
Additional information (such as specific degree, licensure, certifications, valid Driver’s License, etc): Management Information Systems; Computer Sciences:

     
Work Experience: Indicate the MINIMAL level of work related experience required to effectively perform the position’s responsibilities. This is not necessarily the same as the incumbent’s experience.
 FORMDROPDOWN 

	Skills: Describe the type and level of skills required to handle the position’s responsibilities. Click on the skill to view the definition.

	Analytical
	 FORMDROPDOWN 


	Project/Process Management
	 FORMDROPDOWN 


	Computer/Technical
	 FORMDROPDOWN 


	Office/Administrative
	 FORMDROPDOWN 


	Equipment Operation
	 FORMDROPDOWN 


	Written and Oral Communication
	 FORMDROPDOWN 



	Physical/Environmental Demands: Indicate the typical physical and/or environmental demands required to effectively handle the position's responsibilities and their frequency.

	Does the position have any physical demands?
	 FORMDROPDOWN 


	Does the position have any environmental demands?
	 FORMDROPDOWN 



Physical Demands

	Vision and hearing abilities
	 FORMDROPDOWN 


	Heavy lifting, carrying, etc
	 FORMDROPDOWN 


	Extensive standing, walking, etc.
	 FORMDROPDOWN 



Environmental Demands

	Exposure to all weather conditions
	 FORMDROPDOWN 


	Radiation
	 FORMDROPDOWN 


	Carcinogens
	 FORMDROPDOWN 


	Lasers
	 FORMDROPDOWN 


	Animal Contact
	 FORMDROPDOWN 


	Patient Care/Contact
	 FORMDROPDOWN 


	Infective Agent
	 FORMDROPDOWN 


	Toxic Chemicals
	 FORMDROPDOWN 


	Recombinant DNA
	 FORMDROPDOWN 


	Reproductive Toxins
	 FORMDROPDOWN 


	Human/Animal Tissue/Fluid
	 FORMDROPDOWN 



	Job Groupings: Select the appropriate job group for this position. Only make one selection. A job group reflects a macro categorization of positions to help the HRORP team and Sibson group positions. If you are unsure of what job group you should choose, please describe in the box labeled "Other".

	 FORMCHECKBOX 
 Academic Counseling
	 FORMCHECKBOX 
 International/Study Abroad

	 FORMCHECKBOX 
 Accounting 
	 FORMCHECKBOX 
 Laboratory Support

	 FORMCHECKBOX 
 Administrative Support
	 FORMCHECKBOX 
 Legal

	 FORMCHECKBOX 
 Admissions
	 FORMCHECKBOX 
 Library

	 FORMCHECKBOX 
 Archiving/Art
	 FORMCHECKBOX 
 Mail Services

	 FORMCHECKBOX 
 Athletics
	 FORMCHECKBOX 
 Maintenance

	 FORMCHECKBOX 
 Audit/Compliance
	 FORMCHECKBOX 
 Marketing and Communications

	 FORMCHECKBOX 
 Budget
	 FORMCHECKBOX 
 Media

	 FORMCHECKBOX 
 Campus Ministry
	 FORMCHECKBOX 
 Museum Administration

	 FORMCHECKBOX 
 Campus Safety/Police
	 FORMCHECKBOX 
 Parking and Transportation

	 FORMCHECKBOX 
 Career Placement/Services
	 FORMCHECKBOX 
 Payroll

	 FORMCHECKBOX 
 Clinical Services/Allied Health/Student Health Services/Nursing
	 FORMCHECKBOX 
 Performance Art

	 FORMCHECKBOX 
 Construction
	 FORMCHECKBOX 
 Physical Plant

	 FORMCHECKBOX 
 Continuing Education
	 FORMCHECKBOX 
 Procurement

	 FORMCHECKBOX 
 Development and Alumni Relations
	 FORMCHECKBOX 
 Publishing

	 FORMCHECKBOX 
 Dining Services
	 FORMCHECKBOX 
 Radio

	 FORMCHECKBOX 
 Environment Health & Safety
	 FORMCHECKBOX 
 Real Estate Management/Admin

	 FORMCHECKBOX 
 Executive/Deans
	 FORMCHECKBOX 
 Registrar

	 FORMCHECKBOX 
 Facilities
	 FORMCHECKBOX 
 Research

	 FORMCHECKBOX 
 Finance
	 FORMCHECKBOX 
 Residential Life/Student Housing/Faculty

	 FORMCHECKBOX 
 Government/Community Affairs
	 FORMCHECKBOX 
 Risk Management

	 FORMCHECKBOX 
 Grants Administration
	 FORMCHECKBOX 
 Sales/Box Office

	 FORMCHECKBOX 
 High School Education
	 FORMCHECKBOX 
 Social Services

	 FORMCHECKBOX 
 Hospitality
	 FORMCHECKBOX 
 Student Affairs

	 FORMCHECKBOX 
 Human Resources
	 FORMCHECKBOX 
 Student Financial Services

	 FORMCHECKBOX 
 Information Technology
	 FORMCHECKBOX 
 Technology Transfer

	 FORMCHECKBOX 
 Institutional Research
	 FORMCHECKBOX 
 Other, enter in the box provided below


	Additional Information: Please describe as clearly and concisely as possible any additional information that would be important to fully understand the role, responsibilities, nature and scope of the job.

	     


