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Background Information

mTarget date: March 31, 2006
mApplies to all IT Specialist positions
_ mCareer Group — Information Technology
— Pay Bands A, B, Cand D
— Working title: IT Specialist

— MQ change regarding Education and Experience
requirement

Background Information (con’t.)

m Budget neutral conversion
m Follow same Admin. Rules as non-IT, A9.210
‘m Moratorium on classification requests
~ from 3-13-06 thru 3-31-06
~ — May submit operationally critical requests
= Estab. new pos. or update vacant positions

- m Once operational, all IT position requests will be
. submitted on-line

Access to On-Line Systems

m Position Description Generator (PDG)

— Create and redescribe positions

— Initiate In-grade Adjustment requests

‘:' — Initiate Change in Position Concept (rebanding)
' Performance Evaluation System (PES)
— Create performance expectations

— Complete performance evaluations




" Exception to Designated New Hire
Rate (DNHR) System

m |T positions to merge at a later date

m Supervisors will continue using salary
matrix process to determine salary
placement:

— Initial placement

— Employee initiated movements

Compensation Rules
Employer Initiated Movements

m Permanent Rebanding
— Movement of one band

= Adjustment to base salary of 4 steps (approx. 8%
increase)

- — Movement of two or more bands

= Adjustment to base salary of 6 steps (approx. 12%
increase)

Compensation Rules (con’t.)

m Temporary Rebanding

— Movement of one band on a temporary basis
= Stipend equivalent to 3 steps (approx. 6%
increase)
~ — Movement of two or more bands on a temporary
basis

= Stipend equivalent to 5 steps (approx. 10%
increase)




Compensation Rules (con't.)

m Temporary Rebanding (con't.)
— For a specified period, initially not to exceed one year

m Position reverts to previous PD when temp.
rebanding over

— Used when TA to a higher level position cannot be
. made

- Temporary rebanding may be extended
= Shall not exceed a total period of two years

m Requires memo to Sys. Dir. of HR requesting
extension

m Requires authorization from the Sys. Dir. of HR
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In-Grade Adjustments (IGA)

m Ds & Rs remain characteristic of same
band

— Reflects expanded scope and increase in
complexity of work
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Permanent IGA

m Compensation = adjustment to base salary (1 or
2 steps/2% or 4% increase)
m May be initiated any time in the year
- — Eligibility: 6 months in the position
~ — Limited to once every 12 months
- — No longer tied to performance evaluation
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Temporary IGA

m Compensation = stipend equivalent to 1 or 2
steps/2% or 4%

m For a specified period, initially not to exceed one

year

— Position reverts to previous PD when temp. IGA over

I Temporary IGA may be extended

. — Shall not exceed a total period of two years

— Requires memo to Sys. Dir. of HR requesting
extension

— Requires authorization from the Sys. Dir. of HR
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Employee Initiated Movements

m Employee applies for and is selected for an IT
position

_ m Compensation based on the salary

= recommendation process:

IT Salary Matrix
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Target Dates

m 03-31-06 Merger of IT Demonstration Project
with APT Broad Band system

m 04-01-06 IT Specialists/Supervisors begin
~_ entering duties & responsibilities in PDG
® 04-16-06 On-line PDs entered & ready for
. review
04-30-06 Electronic PDs approved

05-31-06 Performance expectations created/
certified in PES
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Il.  Creating a PD On-Line in the
Position Description Generator (PDG)
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P Log-in Screen

Related Links
OHR Home

Login to Secured Site

applicafinn will cantain infrmatinn that. while nat speciically coere
and a serious breach of protocol and professional condugt which may
result in disciplinary action, up to and including disciafge

Links marked with this syrbol T require Adabe Acrobat
"‘xﬁ"mﬁeader which can be downloaded for free by clicking on the
Cunfidential Human Resuu ces Data, Havail Renised Stalules
SO2.F-12 specifically identifies data tems that have been deemed
HRS G2-F. does requirs the same type of handling s confidential g
type of unauthorized access or handling of this data for the sal

here. Login Button
Click here for Instructions
UH Username /

et Acrobat Reader” button.
Your ITS
Username*

canfidantial and which includa civil panalties for ralaace. This wab

curiosity or other reasans, shall be

Password Login

Having problems with logging in? CJ

Personal Password

Please report any problems, questions of corments regarding this site to

uh-broadband-i@hawaii.edy

*Need an ITS Username? UH employees may contact ITS at 956-8883 or go to
http://www.hawaii.edu/infotech/yourusername.html 17

PDG - Options

Position Description Generator - Options

Create a Position Description
For employees or supenvisors to document duties and respansitilties of a position

|Approved Classif @ Redescribe an Existing Position
|Actions For supemisors to document changes in a position's duties and responsibilities

View/Review/Approve Status of Pending Classification
Actions

For supenisors and all other approval levels ta track and/or approve classification
recuests

View Approved Actions

For all levels to view approved classification requests:

References

areer Groups

and Definitions
Legend
[Home
e
-

oo
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General Position Information Screen

PD Components

PDG Home

LS Options. General Position Information

createlalRm) Plogse vorily e informalion ussocilod wilh Wi posiliorn nuriber
REEELCEG] (Mofo Informtion bolow i5 hoing drawn from o PeoploSoft Posifion

Identifying Information

Caresr Group: Information Technology
Bund. B

Campis: SV

College/Office: FDG

Geographic Location: MAN
Burgairing Unil Code. 08

Pasition Account Code

mas
Supplemental Mas|
Desirable

Qualifi
Certification
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Navigational Menu

m “PDG Options” (left hand margin) provides_
options to create or redescribe a position, view
status of pending classification requests, or view
approved classification actions

m “PD Components” (left hand margin) identifies
. sections of the PD, e.g., duties &
responsibilities, job descriptors, etc.

—Users may navigate to any section by clicking on

appropriate PD component

—PD may be previewed at any time by clicking on

“Preview of PD” button

—Movement from one section to another is automatic
when you click on “Continue” button
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General Position Information Screen

m |dentifying information of position (center of
screen) that is pulled from PeopleSoft

m If you discover inaccurate information,

notify your personnel representative

immediately

Click on “Continue” to go to the next section to

create “Duties and Responsibilities”, or

m The left-hand menu may be used to navigate

between PD Components

21




Duties and Responsibilities Screen
“Text Box” for D&Rs:
[Tyl o = Responsibilitios - type D&R

Create a PD Scroll down to review D's and R's and select option 1, 2 or continue

[Redesc a Position OR

ERTRRIEIIE] "7 ststement of Duties and Responsibiies: Option 1

Classif Req: (note: maximum 255 characters per bullet) ~cut & paste D&R

" 0 duty or rospon: ont in the box bolow,
[Approved T i ok :

Actions 3 When aif o OR
¥
el i) «click on “sample”
B Limit: 255 Characters [ D&R & mody
Respons! Instructions for Update
1 i the chockao of th ovsting iy or rospansibitey p——

the duty or re with the amonded statement.

Continue
,ngmamy i

Is O nstrucﬂons Option 2
1. View and sofect rom a lst of sample dutes ond rgsponsibilitios
Fostion 2 omily the ossomtial uncions of tie posiion.
d

Click on “Save” button
as individual D&R
statements completed

Click on “list of sample duties
and responsibilities” to access
category list of IT areas
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Duties & Responsibilities Screen

m Enter D&R statements in “text box” by:
— Option 1:

m Typing a statement

m Electronically Cutting & Pasting a statement
— Option 2:

m Clicking on “list of sample Ds & Rs” and
selecting/modifying the statement to fit specific
position

As each D&R statement is completed

— Click on “Save”

— Type (option 1) or select (option 2) next statement
m After typing or selecting all D&R statements
— Click on “Continue” to move to next section of PD
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When Creating D&R Statements

m Strive to answer the questions — What? and

How?

— What specific responsibilities are assigned to the
position?

— How does the position complete assigned Ds & Rs?
i.e., specific steps involved

i Provide details, details, details...

* — For example, “Provides user support...”

m User support in what information technology

area(s)?
m To whom?
m Advisory or final effective decision-making?
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When Creating D&R Statements
(con't)

m Create multiple, brief statements vs.
single, all-inclusive statements (There is a
255 character limit per statement)

m How many D&R statements are sufficient?

— Description should be clear so that persons
unfamiliar with the work can understand the nature
of the job.
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"Option 1: Example of Typed D&R Statement

Typed (copied, cut & paste)
statement will appear in text box

PDG Oplions Duties and Responsibilities
[Create a PD Scroll down to review D's and R's and select option 1, 2 or continue.
STITEATIEGE] InPut statement of Duties and Responsibilities: Option 1

Classif Regs (note: maximum 265 characters per bullet)

IYTTESTY ST |- "Cut and Paste” o typo ono duty or rospons! temont in the box below.
actions =

2D Components |19 a GeVIoR database schemas for sxsing and/or new systerms E

g
[Exercised Save
Instructions: Option 2

1" Views and selos 1o a s of samglo dutes and respansiilias
position 3 ety e essaniet fanchons of e hosion

[Supervisio

Exercised

Instructions for Update
1. Click the checkbox of the
Che R

ng duty and click “Edit

Continue

Qualifications on “Save” button
[Preview of PD
Logout

Desirable After statement
z
Certif

YT o= o osonsi
[Create a PD Scroll down to review D's and R's and select option 1, 2 or continue.

SERTEAZRET] nPut statement of Duties and Responsibilities: Option 1
Classif Reas (note: ters per bullet)

[Approved Cia: 1.7Car r type one ity statement in the box helow.
actions frint i

PD Components
Position
information
Duties & ]
R
= : Instructions for Update

1. he corrosponding existing duty ok Edit
Functions Chockod Statement’,
L Cllic"Update™ o roplace the duty o rosponsibility with the amended statoment.

Save | Continue

=

Instructions: Option 2
1 nd soloct from a list of samplo duties and responsibilitos

2. 1daniity the essential functions of this position.

[Certification

Other Duies As Assigned

Once “Saved,” D&R statement will appear at
bottom of screen in the same order entered
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Option 2: Sample IT D&R Category
List Screen

‘ After clicking on “list of sample Ds & Rs” ‘

PDG Uptians. Category
Database Managsment and Administration
[Status of

Eeraig Advisury Funct
Classif Reas Database Dosk

[Approved Classif Multimedia Development *
e e Select a
Monltoring and Support ca{egory
R of sample
Networking Ds & Rs

Professional Development
Systems Analysis, Development, & Maintenance,
Concaptual and Detailed Design
Information Systems Planning
User Technical Support and Consultation

Selection Completed

v oT D
:
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Sample List of Ds & Rs Statements

T o 3 S IStaterertsANE oG
T ¥
Redese 2 Position EEASRENARREA i, Modify Bullet Button
Ciassif Regs © Conducls sile surveys and collecls cuslomer requiremenls relaled Lo
Claneil Rens e | A G KA o ) oS e (s
® ClreraniR prans GRS o7 i Rk () b el (REgaing
the wiorlkc of other IT professional staff, student technicians, contractors
PO Curpononts @ supplizrs
Position © Coardinate the notification of planned ar unplanned outages warking
Information with both University and external organizations, such as
Dutles 2 « Corrective action may includc replacement or reconfiguration of
i [Respon: ities brar chwar e, solbware, firrmware on phiysical rielwork conneclions. Correclive
s e A AT ST S i Sl
nnel, including contract resources
[Judgm reate, modify or update networl<, process or customer

s estallished security procedures to mitigate or isalate the
etwork intrusions, attacks or other incidents from University

© nstall @nd Lermiinale various lypes of slarndard, low-vollage
commumcatons cabling, inchiding bt nof imited fo,

© Installs and conhigires vaice, data, and video commimcaton cable
teh. gatoway or funetional server, us|

a
riste harchware and sofbaare

Preview of PD © Provides advice to IT pcers regarding clementary network design,
moniloring, mainlenance and implernerlalior, corsistenl wilh e gerer el

ArRCIRIAS Tallewed AN | IRLarsi camnnis nataarke

29

Sample Statements of Ds & Rs

m After selecting a category from “duties and
responsibilities category list...”
— A group of “sample Ds & Rs statements” specific to
the position’s designated Band & IT area will appear

— Select relevant D&R statement from the group of
statements by “Checking” the appropriate statement
(FYI, you may only select one statement at a time)

— After relevant statement selected, “Click” on

“Select/Modify Bullet”

mSelected D&R will appear in text box

m“Save” or modify statement then “Save”

mNote: Each sample D&R statement should be
personalized,” i.e., edited to reflect applicable
details to accurately describe the subject position

30

10



Sample Statements of Ds & Rs

m Ds & Rs Sample Statements created for 6 IT
areas plus Professional Development:

1. Database Management and Administration

2. Multimedia Development

3. Multi-user System Administration

4. Networking

5. Professional Development

6. System Analysis and Development, and Maintenance

7. User Technical Support and Consultation

Sample D&R statements reflective of the

specific Band and type of IT area for which

they were created

For each of the 7 categories, specific

. statements of Ds & Rs created and grouped

- for each Band level, e.g. Band A, Band B, etc.
1 31

ustomizing Sample Statements of
Duties & Responsibilities

m Sample Statement: Develops and maintains
technical standards documentation, user
guidelines, etc., for __namel/type of system

~ m Customized Statement: Develops and
~  maintains technical standards documentation,

- user guidelines, etc., for Banner.
~ m Sample Statement: Provides training and
technical support for digital media applications.

! = Customized Statement: Independently
~ provides training and technical support for
_ digital media applications for staff and faculty.
i 32

More About Sample Statements
of Ds & Rs

m A complete listing of all sample D&R
statements for the 7 categories may be
viewed at:

APT Broad Band System website:
http://www.hawaii.edu/ohr/projects/projects.html

- Supervisors should select D&R statements
that are appropriate for the position band

Note: Cutting & pasting D&R statements from one Band to another
may result in mis-classification of position

33
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Editing a D & R Statement

‘ Note: Editing will be limited to the last copy of PD submitted.

Input statement of Duties and Responsibilities: Option 1
(note: maximum 255 chara ot)
1 [Gut and Paste™ or typ one duty or rospor
2] When the statement 1s camplet e
3 Whon ol scttmmans ate craarud, SHok the “Comtinuo® bation:

[Condusts site surveys and collects customer raquiraments reiated g siandard netrork =]

3) Duty reappears
in text box

£0 Compansnts ) |design, implementation and problem resolution effarts.

information 4) Edit D&R statement
ssential = In:lructlons for Update

ckio of the oxisting duty or and click "Edit
#2215 1 roplace the duy oF respaneib iy with the mendod sisiomont

Update | Save | Continue

ot sl dutse and roporabiion 5) Click on
e e

1t Responsibit Update” to
Detote Ghasked Statemonts it Ghosliod Stavepent |
statement

~Design and develop database schemas for existing and/or new
systems

= Condic s suveys i eotecustemarsauromets et | 2) Click on “Edit
f S | chedked Siatement

.| 1) Select statement H 6) Repeat steps 1-5 as necessary ‘
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Editing Previewed PD

m To edit information:

1) Click on appropriate PD Component heading,
e.g. Duties and Responsibilities, Minimum
Quialification Requirements, etc., in PD
Component Section

2) Click on statement to be edited, one at a time

3) After statement to be edited is selected, click
on “Edit Checked” button

4) Edit statement as appropriate

5) Click on “Update” to save edited statement

6) Click on “Preview of PD” to return to PD
preview
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Deleting Saved D&R Statement

P56 oprons
Croate a PD Scroll down to review D's and R's and select option 1, 2 or continue.
[Redesc a Position
[ERETARUEIACY Inout statement of Duties and Responsibilts: Option 1
Classif Reas (note: maximum 255 characters per bullet) 1) D&R
1."Cut and Paste" or typo on duty or responsibility statomont in tho bos holow.
[roproved Classir [BatewM e e e e statements
3. When all statoments aro creatod, click the "Continue” bution.
statomonts to 4 utior appear at
PD Comﬂonanrs bottom of

3) After selecting D&R to be deleted click on

ositiol
“Delete Checked statement” screen page

S asPDis
Responsiitis Instructions for Update being created
Esse 1. Click the checkbox of the existing duty P ty and

Chocked Statement.

Judgment 2. Click "Update™ to replace the duty of responsibility with the amended statement.
Exerclaed Save | Continue.
Originality p —

nstructions: Option 2

Controls Over X oct from a list of sampl duties and responsibilties
2 ity the sssomiatanclons of s poidon.

supe
Previaw - Duies and Responsiviltes

2 ot represants Essaniial Functians dafbrmined by the supenisor or dssigrated personnsl rapresentative
2) “Check’ D&R Delete Checked Statements T Edit Checked Statement
Statement to be

deleted

7 Design and develop databasa schemas for existing and/or new yelams 4]

OtherDutes A Assined
[Previ of PD
_

36
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D & R Statements Completed

PDG Opions
Create a PD
[Redesc a Position
EETTGEr] nPut statement of Duties and Responsibllities: Option 1
Reas (note: maximum 255 characters per bullet)

1. "Cut and Paste’ tatement in the box helow.
2. When the statement is completed, click the "Sav
3. When all statoments are croated, click the "Continue™ bution.

Scroll down to review D's and R's and select option 1, 2 or continue.

actions

PD Components

Instructions for Update
1. Click the checkbox of the ing existing duty or responsibility d click “Edit

Checkod Statemont
udgment ‘Update™ to replace the duty or responsibility with the amended statemes

Exercised Save | Continue
Originaiity = L
Instructions: Opti
and respon:

Instrt J ion 2
Controls Over 1. View and select from a list of sample duti
Position 2. ldoniy the sssential funciions of this posidon.
Supervision T ——
rovow - Dutias and Responsivii
Erorcised ote ™ raprusents Essenial Functions detormined by the supanisor o designated persornal raprasentatv
I

omerial MG Delete Checked Statements ‘ Edit Checked Statement.
i
i

Desirable
Qualifications I~ Design and develop database schamas for existing and/or new systams

Other Duties As Assigned

Select “Continue” after all D&R
Logout |
Logout statements have been entered

37

Designate Ds & Rs as Essential Functions:
Supervisor’s Responsibility

m Employees do not have access to this section

38

Judgment Descriptor Screen

Select at least one statement that best describes the nature of
judgment exercised. After selecting, click on “Save & Continue.”

DG Options: Dudgment Exerciced

Plemse check at least one judgment statement:
IRl — darnierls and decisions impecl oper alions, funclions, proareis.
Al lhe progn aliesr oot

Status of Pending Nk, or g noan ks arg
sif Reas E oL

[Approve.

Actions
I Cfforts hava impact on diraction, accomplishmeant of goals, and

schedules of projects

I~ Work is expected to be technically thorough, creative, correct, and

O Components

Position
relabile, snd resullin e iy S0 o
o =

39
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Judgment Exercised

PDG Optians [Judgment Exercised

BTN 1. View and soloct from a list of goneric judgmont statements.

[Cre:

Status of Pending W R—y-——"

[Approved Classit Delete Checked Statements |
|Actions

ate a PD Instructions:
sif Req

I Judurnents snd deisions el opsraliuns, nctivns, progrms, mansgsnen, o
Dutles &

Responsibilities

Originality

[Supplemental M

[Desirable

[Qualifications

PO Components puliCies uf e prugrat ut its ungarzational Segrienls
=
[Essential

Functions

[Judgment ‘ At least one Judgment statement selected

Exercised

[Controls Over u

Click on “Continue
Supervision

Exercised

[Preview of PD
Logout
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Originality Descriptor Screen

Select at least one statement that best describes the nature of originality exercised.
After selecting, click on “Save & Continue.”

Sed

PG Ontions

ality Exer:

Create a P Please check at least one originallty statement
T Develops, delies, or sppies e o i oved lechinaues, melhods.
[Status of Pending [ESEtSMgERESETE

I Recommends constructive ideas to increase the efficiency
elleclveriess, and producliily wilhin e specisly e

I Dovolops, dofinos, and spplicns now snd improve feehniges
£ Componsnzs _ SALeSIes, and original metnods to the solution of Important problems in

[Position =
-, Origimaten plans, feohnid e, and/or o

(n) o
Eutiss] knowledge to ideas. analyses. projects. o tests an
Responsibilitios

[Essential

to apply caicting
evaluglo

Frevrem et te
i
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Controls Over Position Descriptor Screen

Select at least one statement that best describes controls over
position. After selecting, click on “Save & Continue.”

[N o o=

[Create a PD Please check at least one controls over position statement:

[ERPRERNIIING — .- 1rcmbent may recommend or sstabiish polloy and pro

g}ﬂmj-‘-f ;f LGl <rolicable to an assignment.

(RELETASEM " | mivent wiorks Indiepsndsril without closs suparsion and

e ParTorma TAst SSslAMANS Wil INSiAtAnS 55 56 e Sararel FAsLts
ot expected

ures

© it givon on el on Gomplox problorme and procodine

PO Camponsents
osition
bt SLRERSEr 15 kept Intarmed of general plans and
progrons, ot werk

ities
Responsibliities

[Suagment

)




Supervision Descriptor Screen

Select at least one statement that best describes supervision
exercised. After selecting, click on “Save & Continue.”

PG Opfions
Please check at least one supervision statement:

Rt XL I [ Coordinates, directs, reviews, and/or monitors the work of others in
R ~-ompiishmart of a spacific. fas

Classif Reas . o oo, o Sirects tho wark of ks havil Dersonn
[oproves crosar N s nates, o dinests At I o PErsEne!
actions 2l

1Ll
I Coordinates, monitors, and/or supervises the work of clerical personnel

PRV . i, i b P SIS Gt QU G e

[ osition
e = iz e wars e
rren O (AL RS Ch e o S
R Moy TR D e MR (i e ey e G
S
Cnerions

8

rsn area ot

= traming I

=E R
[Supplemental MG

[Supervision
Exercis

Desirable
Qualincations
[Certification

[Preview of PD
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Minimum Qualification Requirements (MQs)
Screen

PDG Opliviss nimum Qualifications:

Create a PD Education and Professional Work Experience
Redesc a Position

Status of Pending + Possession of a pertinent baccalaureate educational degres in
Classif Regs (0.4, Management Information Systoms, CompLter Seionco
Approved Classif Electrical Enginesring, =t:.) [computer science and [6 =
jactions] of progressively responsible professional information

experience with responsibilities for (e.g., Multi-User S

D Components Administration. Mulimedia Dovolopmont. Metworking. |4
[Position [Notworldng L of which 2 (8 of the
iformationt experience must have been comparable in scope and®__lexi

to the next lower payband in the University of Hawai'i broadband
system; or oquivalont oducation/training or oxpericnco.

Click hara for assictanca in datarmining the numbar of yaare of ralavant profsssional

Sudgment experience required of position
Exercised MOTE: Supenisors may indicate in the Supplemental Minimum Qualifications section the

Originality requirsment for some or major course work in a specialized area.

[Controls Over

Position Knowledge, Skills and Abilities
[Supervision

Exercised « Considerable working kiowledge of

networking a5 demonstratod by tho
broad knowledge and nderstanding of the fill range of pertinent
Desirable ster mation technohogy

Qualifications prirci

- TS « Censiderable working knowledge and understanding of the broad
review of technology ., systems, hardware and software associated with

i ing int
les arid meliodology.

a

[nerwarking

44

Experience Required

University of Hawai'i: Position Description Generator  Close
Window

The follawing are guidelines on the number of years of progressively responsible
professional information technology expenience required:

Band B:
34 years Journey worker level
4-5 years Senior worker level
58 years Working supervisor level

45
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imum Qualification Requirements (MQs)

m Specific MQs for IT Bands A — D will appear

— MQs are tied to a particular band and can be modified
pertinent to:

m Education

—Relevant Bachelor’s degree required for Bands
B,Cand D

m Experience

— Specify number of years of experience required
m Knowledge, Skills and Abilities
—inrelevant IT area

46

Employees continue on to preview
PD, then submit to Supervisor

Supervisors will review and create

Supplemental MQs & DQs as
appropriate

47

Preview of Drafted PD

University of Hawai'i: Position Description Generator Close Window

Position: 7777778, Information Technology{from
Peoplesoft)

Approved Date & Time:
| Effective Date:

Position Information:
Band: B Career Group: Information Technology
Carmpus: SW College/Office: PDG-IT Division
Geographic Location: MAN Department: PDG-T Branch

Section: PDG-T Section

Unit: PDG-IT Section
Bargaining Unit Code: 0% Ernploying Agency Code: 22999222
Account Code

Duties & Responsibilities

48
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Preview of Drafted PD (con’t.)

Duties & Responsibilities
{NOTE: ** denotes Essential Functions)

& Design and develop database schemas for existing and/or new systems

® Conducts site surveys and collects customer requirements related to standard network design,
implementation and problem resolution effats.

& Other Duties As Assigned

Judgment Exercised

@ Judgments and decisions impact operations, functions, programs, management, or policies of the
program of its orgarizational segments

Originality

® Devslops, defines, or applies new of improved technicues, methods, practices, or strategies

Controls Over Pos

49

Preview of Drafted PD (con’t.)

Controls Over Position
¢ The incumbent may recommend or establish policy and procedures applicable to an assignment
Supervision Exercised
e Coordinates, directs, reviews, and/or monitors the watk of others in accomplishment of a specific task
Basic Minimum Qualifications:

Education and Professional Work Experience

. P of a pertinent degree in computer science and 5 years of
progressively responsible professional information technology experience with responsibilties for
Networking, of which 2 years of the experience must have been comparable in scops and complexity
o the next lower payband in the University of Hawall broadband system; or equivalent
education/iraining or experience

ies

Knowledge, Skills and Abil

50

Preview of Drafted PD (con't.)

Knowledge, Skills and Abili

Considerable working knowledge of networking as demonstrated by the broad knowledge and
understanding of the full range of pertinent standard and evoling information technology concepts,
principles and methodology

Considerable working knowledge and understanding of the broad technology, systems, hardware and
software associated with networking

Dermonstrated ability to recognize a wide range of intricate problems, use reasoning and logic to
determine accurate causes, and apply principles and practices to determine, evaluation, integrate,
and implement practical and thorough solutions in an effective and timely manner

Deronstrated ability to interpret and present infarmation and ideas clearly and accurately in wiiting,
verbally and by preparation of repotts and other materials

Dernonstrated ability to establish and maintain effective working relationships with internal and
extemal organizations, groups, team leaders and members, and individuals

For supenisory work, abilty 1o lead . manage work priorities and
projects, and manage employee relatians.

Equivalencies

51
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Preview of Drafted PD (con't.)

Equivalencies

& Any equivalent combination of education andfor professional work experience which provides the
required education, knowledges, skills and abilities as indicated

Supplemental Minimum Qualifications

* Relevant professional IT experience that included complex systermwide networking experience.

Desirable Qualifications

# Relevant professional [T experience in an institution of higher education.

52

" Previewing & Checking Created PD

m Check the accuracy of the following:
®— Statements of Duties & Responsibilities

~"’ Statements of Job Descriptors: Judgment Exercised
Originality, Controls Over Position & Supervision
Exercised

— MQ Requirements
m Education Requirements
m Experience Requirements

53
Certification
[20CIO:
Please certy the statement below by "checking” the box and
clicking "submit."
Click to place “v*
in box, then click
on “Submit”
or
Note: The University considers the
Certiication electronic completio)n/ of this
= PD Component ke
certification statement and the
|Qualifications i iSSiH
elec_lronlc subml_ssmn of the PD
equlv_ale_nt to a signed hardcopy
submission.
54
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Electronic Processing of

On-line PDs
Click on “Submit”, PD Supervisor receives
transmitted to f—>p e-mail that PD
on;line employee’s supervisor awaiting review
Supervisor reviews
PD, directs or makes
iscal Officer reviews Personnel Rep reviews changes, identifies
and verifies PDs, recommends Or (4= essential functions, &
ilability of funding amends as appropriate submits for review &
action
Dean/Director Chancellor reviews OHR reviews PD &
| reviews PD and PD & electronically | Bands C & D electronically
e recommends approves or returns approves or returns
| appropriate wio action wio action
action
55
Employee’s Responsibilities
m Input position description by April 16, 2006
— Copy of PD provided to you
m Supervisor may request subordinates
assistance in drafting performance
expectations
Supervisor will review and has the final say
regarding:
— PD drafted
— Performance expectations drafted
56
Completion of IT Informational
Session
B Thank you for coming to the Informational Session
B Please contact your Personnel Representative or the Office of
Human Resources at 956-8643 or at
<uh-broadband-l@hawaii.edu> if you have any questions or
concerns
PDG website:
https://www.pers.hawaii.edu/hrin/pdg/
B APT Broad Band System website (Training):
http://www.hawaii.edu/ohr/projects/projects.html
MAHALO
57
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