Prepared by the O fice of Human Resour ces.
Thi s replaces Adm nistrative Procedure No. A9.210 dated June 2004.

Sept enber 2007

CLASSI FI CATI ON AND COVPENSATI ON

A9. 210 Classification and Conpensation Plan for
Adm ni strative, Professional and Technical (APT)
Per sonnel

1. Pur pose

To maintain a classification and conpensation plan for

Adm ni strative, Professional and Technical (APT) personnel in
accordance with Section 304-13, HRS, C assification
Schedul e, and Section 9-2 BORP, Cassification Plans and
Conpensati on Schedul es.

2. Del egation of Authority

The Board of Regents has del egated to the President the
authority to establish and adm nister a classification and
conpensation plan for APT personnel of the University of
Hawai ‘i .

3. Definitions

a. Band - A level of work conplexity and/or scope of
responsibility, e.g., entry/intermedi ate/i ndependent
ver sus j our neywor ker/wor ki ng supervi sor identified by
an al pha designator, e.g., Band A. Associated with
each band are nultiple pay steps. (Attachnment 1)

b. Banding - An action taken by appropriate authority to
assign a position to a defined Band based on work
conpl exity and scope of responsibility. Banding occurs
when a new position is established and may occur when
there are changes in a position s assigned duties and
responsi bilities.

C. Career G oup - A description of functional
commonal ities shared by a group of positions. Career
Goup Definitions are broad and i ntended to be
liberally interpreted to enconpass a range of positions
perform ng functions characteristic of a field of
endeavor or characteristic of a subject area.
(Attachnment 2)

d. Designated Entry Rate (DER)- The DER was created in
conjunction with the negotiation of a new sal ary
schedul e for the 1999-2001 coll ective bargaini ng
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agreenent which reflected, in sone instances, |ower

m ni mum sal ary rates than the salary schedule in the
1997-1999 col | ective bargai ning agreenent. The
specification of a DER shall cease once the m nimm
salary rate of a band exceeds the m ninum salary rate
specified in the 1997-1999 coll ective bargaini ng
agreenent for the applicable pay ranges.

e. Designated New Hre Rate (DNHR) - The rate at which all
new hires shall be appointed. The DNHR shall be
determ ned by the University in the context market data
based on appropriate salary surveys.

f. OHR Certified Human Resource Professional — A personnel
officer with a mnimum of one year of professional work
experience involving classification of APT positions
and the endorsenent of the canpus chief human resources
of ficer, as appropriate; or a personnel officer who
successfully conpletes OHR training in the APT
br oadband system and principles of classification and
recei ves the endorsenent of the canpus chief human
resources officer, as appropriate; or an admnistrative
officer with two years of professional work experience
whi ch included responsibility for classification of APT
positions and the endorsenent of the canpus chief human
resources officer or an admnistrative officer who
successfully conpletes OHR training in the APT
br oadband system and principles of classification and
recei ves the endorsenent of the chief canpus human
resources officer, as appropriate.

g. Position Description (PD) - An official, narrative
(el ectronic or print nmedium of the major duties and
responsi bilities assigned by proper authority to a
position in an organi zation. (Attachnment 3) The
position description shall be: a) current, accurate and
in sufficient detail to serve as the basis for
cl assification decisions, (b) consistent with the
of ficial approved table of organization and functional
statenents and (c) created and formatted according to
the requirenments specified in the on-l1ine PD Generator.

bj ective

To establish procedures to maintain the classification and
conpensation plans for APT positions, to delineate the
condi tions under which classification requests should be
submtted, and to provide procedures to foll ow when
submitting classification and conpensation requests.

Applicability/ Responsibility
The University APT C assification and Conpensation pl an

shall be applicable to all APT positions and APT enpl oyees
regardl ess of funding source. It is the responsibility of
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the organi zational unit to create a current position
description when establishing a new position, or when the
duties and responsibilities of an existing position
significantly change.

A Chancellor (UHM UHH, or UHWD or Vice President with CHR
certified human resource professional staff shall have the
authority to band and designate the Career G oup for all APT
positions in all Bands. Community Coll ege Chancell ors shal
have the authority to band and designate the Career G oup
for APT positions in Bands A and B. The Chancellor or Vice
President is to be supported by OHR certified hunman resource
prof essional staff. Subject to consultation with CHR (for
community col |l eges, consultation shall include the Vice
President for Community Coll eges), a Chancellor or Vice
Presi dent may del egate authority to Band, re-Band,

designate, and re-designate the Career G oup of all APT
positions in Bands A and B provided that the adm nistrator
to whom authority is delegated is supported by OHR-certified
human resource professional staff.

The OHR shall (a) provide system w de support and advi sory
services in the inplenentation of this procedure, (b)
provi de staff support for APT classification and
conpensation functions for all vice presidents’ offices
unl ess a vice president is supported by OHR certified

prof essional staff with responsibility for classification
and conpensation support functions, and (c) conduct and
prepare annual anal yses and recomendati ons regardi ng the
adm ni stration of the APT classification and conpensation
systens for submission to the President, Vice Presidents and
Chancel | ors.

Ref er ences

Section 304-13, Hawai ‘i Revised Statutes, d assification
Schedul e, and Section 9-2 BORP, C assification Plans and
Conpensati on Schedul es.

Format s

a. Request for Admi nistrative Review of Band or Career
G oup Designation (Attachnent 4)

b. Appeal of Bandi ng and/or Career G oup Assignnent Action
(Attachnent 5)

C. Request for Special Conpensation Adjustnent — Retention
(Attachnent 9)

The APT C assification and Conpensation Plan shall be
defined by this Adm nistrative Procedure and the Definition
of Career G oup Concepts and Bands — (Attachments 1 and 2)
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The APT C assification and Conpensation Plan nay be vi ewed
at the Ofice of Human Resources Wbsite:

http://ww. hawai i . edu/ ohr/ docs/ cl ssconp. ht m
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SECTION | - CLASSI FI CATI ON MAI NTENANCE PROCEDURES

Uni versity organi zational units are responsible for

preparing, submtting and mai ntaining current position
descriptions for all APT positions.

A

D.

Position descriptions shall be prepared for all APT
positions, regardl ess of funding source.

A current position description shall be entered in the
on-line Position Description Generator (PDG for al
APT positions, and the electronic position description
shal |l be considered the official record of work
assignnments to the position.

Work assignnents reflected in the position description:

1. Al work assignnents of any given position shal
be in conformance with the approved functional
statenents and tabl es of organization.

2. In the case of classification actions arising from
reorgani zation, the reorgani zati on nust be
approved in accordance with Adm nistrative
Procedure A3.101, University of Hawai
Organi zati onal and Functional Changes, prior to
subm ssion of the request for position
classification action.

3. It is the prerogative and responsibility of the
supervisor to nake the final determ nation of
assigned duties and responsibilities. For
encunbered positions, the position description may
be drafted by the incunbent subject to the review
and approval of the supervisor. The position
description nmay al so be prepared by the supervisor
or ot her program personnel know edgeabl e of the
position and its assigned duties and
responsi bilities. The incunbent should be
i nformed of the changes in duties and
responsi bilities of the position.

4. In the case of a new or vacant position, the
position supervisor, individual responsible for
wor k assi gnnents, or other program personnel
know edgeabl e about the position’ s duties and
responsi bilities shall prepare the position
descri ption.

A position description shall be prepared and subm tted
for classification purposes when:
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A new position is being established.

There is a significant or substantial change in
the duties and responsibilities.

There is a significant change in the functional or
organi zati onal context. Requests affected by a
reorgani zation are to be submtted after the
reorgani zation i s approved.

A supervisor shall review a position description when:

1

A position becones vacant. The supervisor shal
review the position description to insure the
accuracy and currency of the assigned duties and
responsibilities and to insure that recruitnment
efforts conply with applicable federal |aws
relating to non-discrimnation, individuals with
di sabilities and equal enploynment opportunities.

|f the duties and responsibilities have changed, a
redescription shall be prepared and submtted for
classification purposes prior to the initiation of
recruitnment.

Managenent assigns new or nodifies existing work
assignments and/ or duties and responsibilities.

There have been organi zati onal and/or functional
changes.

Preparation of an APT Position Description

The on-1ine Position Description Generator (PDG shal
be used to create position descriptions for all APT
positions (new, updates or redescriptions).

1

| nstructions on the use of the on-line PDG are
avail able on the OHR web site

http://ww. hawai i . edu/ ohr/ projects/projects. htn
and in the PDG and shall be foll owed whenever
creating an APT position description.

a. Each program shall desi gnate an enpl oyee
e.g., personnel representative or other
desi gnee, who shall be responsible for
i nputting position control information data,
e.g. position nunber, Band and Career G oup
designation into the el ectronic human
resource dat abase and for maintaining the
el ectroni ¢ database reflecting the nost
current subordi nate-supervisory reporting
rel ati onshi ps and deci si on-nmaki ng revi ew
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authorities. It shall be the responsibility
of the programto maintain and tinmely update,
as appropriate, subordi nate-supervisor

rel ati onshi ps for both permanent and/ or
tenporary reporting relationships.

b. Conpl et ed position descriptions are to be
forwarded electronically for review and/or
action based on the current subordinate-
supervi sor relationship database infornmation.
(Attachnent 3)

C. In the process of review ng new or
redescri bed positions, the designated
per sonnel representative shall review and
certify that the submtted position
description conforns to the official
organi zation chart and functional statenent.
Wher e inconsi stenci es between the position
description and official plan of organization
are identified, the personnel representative
shal |l notify appropriate individuals and
ensure that corrective action is successfully
conpleted prior to taking action on the
position description.

Est abl i shnent of new positions regardl ess of the funding
source shall be approved in accordance with Adm nistrative
Procedures A9. 195.

Redescriptions of positions shall be submtted to the
appropriate Chancellor, Vice President or designated
Uni versity Adm nistrator.

Band and Career G oup Designation

A

Chancellors (UHM UHH, or UHWD and Vice Presidents
with OHR certified human resource professional staff
shall have the authority to band and designate the
Career Goup for all APT positions within their

organi zation. Community Coll ege Chancellors shall have
the authority to band and designate the Career G oup
for positions in Bands A and B

1. The Chancellor (UHM UHH, or UHWD or Vice
President, subject to consultation with OHR, may
del egate to a Dean, Director, or other equival ent
University Administrator with OHR certified human
resource professional staff, with no further
del egation of authority, to band and designate the
Career Group of APT positions in Bands A and B
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Requests to assign a position to Bands C or D
shall be electronically submtted to the
Chancel l or (UHM UHH, or UHWD), Vice President or
desi gnat ed University Adm nistrator who shal
determ ne the appropriate Career G oup and Band
assi gnment upon consultation with a conmttee of
subj ect matter experts (SME) designated for the
speci fic career group.

The comm ttee of subject matter experts shal
consi st of seven (7) — eight (8)representatives
fromthe following University entities:

a. Two (2) representatives from UH Manoa

b. Two (2) representatives fromthe community
col | ege system

C. One (1) representative fromUH Hi | o*

d. One (1) representative fromUH West 0O‘ahu*

e. One (1) representative fromthe system
offices

f. One (1) representative from OHR

* Represented in select career groups.

Menbers of the commttee of subject matter experts
shall be famliar with the University organi zation
and functions, and possess the broad ranging

know edge and insights of APT positions.

There shall be separate commttees established for
each identified career group that will provide
expert advice and gui dance on APT positions. The
Chancel lor for UHM VP for Conmunity Coll eges,
Chancel l or for UHH, Chancellor for UHWD and the
VP for Adm nistration shall appoint senior
university enployees to the commttee of subject
matter experts. Menbers shall serve on staggered
terms of three years, and may be reappoi nted by

t he respective executive.

Prior to taking action on the proposed
classification of positions assigned to Bands C
and D, the Chancellor or Vice President shal
consult with the commttee of subject matter
experts. The consultation shall include providing
a summary of the proposed position description and
an analysis of the position in conparison to the
band definition and concept (Attachment 1).

In classifying positions assigned to Bands C and
D, the Chancellor or Vice President shall consider
t he recommendati on of the commttee of subject
matter experts and take appropriate action. OHR
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shall submt a report of classification actions
i nvol ving positions in bands C and Dto the
President and to the exclusive collective
bar gai ni ng representative on a quarterly basis.

Statutory bargaining units and criteria for
exclusion fromcoll ective bargaining are specified
in Chapter 89 of the Hawai ‘i Revi sed Stat utes.

OHR shall have the authority to determ ne the
appropriate bargaining unit for positions pursuant
to statute.

B. Definition/ Concept of Bands.

1

In the APT Cl assification Plan there shall be four
(4) Bands: Band A, Band B, Band C and Band D
defining the work conpl exity and scope of
responsibility. (Attachment 1)

a. Band A includes all positions that perform
prof essional work at the entry/internedi ate/
i ndependent level. Band A shall include al

step rates from POl through PO7.

b. Band B includes all positions that perform
conpl ex work of considerable difficulty and
diversity of tasks at the

j our neywor ker / wor ki ng supervi sor |evel, i.e.,
fully conpetent, | ead/senior/working
supervi sor skilled professional, involving

the application of policies and procedures in
the delivery and/or as a working supervisor
of subordi nate professional (s) supervising
the delivery of the full range of services in
a subject matter area or field of expertise
upon which a program s operations are
dependent. Band B shall include all step
rates from P06 through P12.

C. Band C includes all positions recognized on a
system wi de basis as one of the senior expert
techni cal advisors, |eaders and subject
matter experts responsible for performng
advanced and hi ghly conpl ex professional work
beyond t he journey/senior/lead worker or
wor ki ng supervisor level in a specialized
subj ect area or a programw th considerabl e
depth and breadth of conplexities associated
with a specialized subject area and/or
supervi si ng subordi nat e j our neywor ker
pr of essi onal s and/ or senior technical
per sonnel who provide the full range of
techni cal support services in an area or



A9. 210
Page 10

field of expertise. Band C shall include al
step rates from P11 through P17.

d. Band D includes all positions with
responsibility to function as a program
manager/ adm ni strator responsible for setting
the direction for either a highly conpl ex
speci al i zed subject area or a programwth
consi derabl e depth and breadth of
conpl exities associated with a highly conpl ex
speci al i zed subject area and whi ch provides
the overall | eadership, planning, direction,
or gani zati on, program eval uati on, devel opnent
of programmatic short- and | ong-range goal s,
obj ectives and plans, and devel ops system
wi de policies wth inherent responsibility to
serve as a highly influential advisor to
Uni versity senior executives and/or
definitive policy expert on the program its
adm nistrative requirenents, i.e., statutory,
policy and procedural requirenents, and
associ ated subject matter area or field of
expertise and supervi ses subordi nate |evel
prof essi onal supervisors. Band D shal
include all step rates from P13 through P17.

2. Each of these Bands shall define a | evel of work.

3. Al'l APT positions shall have a Band and Career
Group desi gnati on.

4. Each Band shall be correlated to established pay
ranges and step rates on the negotiated sal ary
schedul es.

C. Classification Actions:

1. Career Group Designation. The appropriate
authority shall designate the Career G oup of a
position and such designation shall be predicated
on the nature of work performed by a position and
the Career G oup definition. (Attachnent 2)

The appropriate authority may designate and

redesi gnate the Career G oup of a position based
on changes to assigned position duties and
responsibilities. Such change in Career G oup nmay
or may not result in a change in Band to which the
position is assigned.

2. Bandi ng. The appropriate authority shal

designate the Band of a position and such bandi ng
shal |l be predicated on the nature of work
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performed by a position and its neeting the
concept of the Band.

a.

Ef fecti ve Dates

Banding is an action taken by appropriate
authority to assign a position to a defined

Band.

Bandi ng occurs when a new position is

establ i shed and may occur when there are
changes to a position’s assigned duties and
responsi bilities.

(1)

(2)

(3)

(4)

“Upwar d Rebandi ng” occurs when a
position is rebanded froma | ower band
to a higher band, e.g., fromBand Ato
Band B.

“Downwar d Rebandi ng” occurs when a
position is rebanded from a hi gher Band
to a lower Band, e.g., Band B to Band A

“No Change in Band” occurs when the
reported change(s) in duties and
responsibilities of a position are stil
characteristic of the Band. The updated
position description will be naintained
as the current official position
description of record.

“Tenporary Rebandi ng” occurs when a
position is assigned to a different band
and the assignnent of duties and
responsibilities reflect a change in
position concept and is of a tenporary
nature. Note: Such rebanding shall be
made only when tenporary assignnents
cannot be made.

A The effective date of Banding actions shall be as
fol |l ows:
1. “New Positions” -- the date the action is

officially taken by the approving authority.

2. “Upwar d” Rebanding -- the first day of the pay
period i mediately follow ng the date of receipt
of the redescription by the approving authority.
An earlier effective date nmay be authorized by the
approvi ng authority when deened appropri ate.

Such retroactive effective date shall not be
earlier than one year prior to the beginning of
the pay period imediately follow ng the date of
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recei pt of the redescription. Wenever a request
is made for a retroactive effective date, the
originator of the request nust submt appropriate
justification in sufficient detail to support the
request including the reason for the delay in
subm tting the redescription

3. “No Change” Action -- the first day of the pay
period i medi ately follow ng receipt of the
position description by the approving authority.

4. “Downwar d” Rebanding -- the first day of the pay
period i mediately follow ng the date on which
action is officially taken by the approving
authority.

5. “Prospective Changes” -- the first day of the pay
period i mediately followng the effective date of
t he changes.

The effective date of a banding action of an existing
position resulting fromchanges due to reorgani zation
shall be no earlier than the first day of the pay
period followi ng the approval of the reorganization.

The effective dates prescri bed above may be adjusted by
t he approving authority for good cause.

VI. The Adm nistrative Review of Band and/or Career G oup
Desi gnati on Acti ons:

A

Adm ni strative Revi ew Request

Shoul d t he bandi ng, career group designation, and/or
effective date of action taken by the appropriate
approving authority be viewed by the incunbent or
supervi sor as not appropriate to the scope and
conplexity of the assigned duties and responsibilities
of the position, the incunbent (and his/her exclusive
representative, as appropriate) or supervisor, if
position is vacant, nmay file a request for

adm ni strative review of the action.

Pr ocedur es

1. The enpl oyee shall submit a request in witing to
the appropriate approving authority within twenty
(20) working days fromthe notification of the
initial action. The witten subm ssion nust
i nclude the appropriate identifying information --
position title, position nunber, organization,
I ncunbent’ s nane, supervisor’s nane -- the
request ed band and/ or career group designation
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action and a full and conplete justification of
t he requested change. An acknow edgnent of
recei pt of the request for an adm nistrative
review shall be provided.

An administrative review of the banding, career
group designation, and/or effective date action
shal | be conducted by the appropriate approving
authority. As part of the adm nistrative review
process, a neeting shall be schedul ed and chaired
by the representative of the approving authority
charged with the adm nistrative revi ew
responsibilities. The purpose of the neeting wll
be to discuss the adm nistrative review request
and consi der options and additional and/or
clarifying information relating to the position.
Participants in the neeting will include the
position incunbent, the incunbent’s excl usive
representative, if requested by the incunbent, the
position’ s supervisor and/ or program
representative, and subject matter experts, i.e.,
individuals identified by the University with
extensi ve know edge of the nature of work
performed at each band | evel for a particular
Career Goup. Oher individuals, e.g., OHR
representative(s) who are deened by the parties as
having rel evant information may be requested to
attend the neeting.

Al'l adm nistrative review requests shall be filed
on the specified Form- Adm nistrative Review
Request. (Attachnent 4)

of a Band and/or Career G oup Designation

A Appeal s

1

The bandi ng, career group designation, and/or
effective date of action taken by the appropriate
approving authority as a result of the

adm ni strative review may be appealed to the APT
Cl assification Appeals Board (hereinafter referred
to as “Board”) by the incunbent or supervisor of

t he vacant position. The enpl oyee may be
represented by his/her exclusive collective
bar gai ni ng agent.

In any of the follow ng situations, the Board may
order vacating the Adm nistrative Revi ew deci sion

a. Where the Adm nistrative Review deci sion was
procured by undue or inappropriate means;
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b. Were there was evident partiality or
i nappropriate behavior by the Adm nistrative
Revi ew deci si on maker;

C. Where the Adm nistrative Review decision
maker was guilty of inappropriate behavior or
m sconduct, in refusing to postpone an
adm ni strative review neeting when sufficient
cause was shown, refusing to consider
information pertinent to the issue, or of any
m sconduct, by which it is shown that the
rights of any party have been prejudiced;

d. Where the Adm nistrative Review deci sion
maker exceeded del egated powers and
authority, or so inperfectly executed them
that a final and definite award was not mnade.

Where an Admini strative Review decision is

vacat ed, the Appeals Board shall apprise the
deci si on maker of the Appeals Board decision and
the basis for the decision and shall direct the
appropriate authority to reconsider the

Adm ni strative Revi ew request.

B. Pr ocedur es

1

A formal appeal to the Board may be submitted if
t he position incunbent or supervisor, if the
position is vacant, is not satisfied with the
results of the administrative review. The

adm ni strative review process nust be exhausted
before an appeal to the Board is accepted. The
appeal nust be received by the OHR within twenty
(20) cal endar days after notification of the
results of the administrative review of the
position.

The appeal nust be filed using the Appeal of
Bandi ng and/ or Career G oup Assignnment form
(Attachnment 5) and nust contain a detailed

di scussion of: a) the reasons for believing that
the action of the approving authority is not
appropriate, b) the requested change, and c) the
justification for the requested action. It shal
be the responsibility of the approving authority
to appear before the Board and present its case in
support of the action being appeal ed. As deened
necessary, the approving authority may seek the
advice of OHR with regard to the appeal.

Appeal s will be schedul ed for hearing by the
Board. The Board will prescribe the procedures
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for the hearing. The Board' s decision shall be
bi ndi ng on the parties.

Actions shall be retroactive to the date of the
initial action being appealed if the position was
filled at the tine that the initial action was
filed.
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COMPENSATI ON MAI NTENANCE PROCEDURE

Conmpensation Pl an and Sal ary Schedul es

A

The APT conpensation plan consists of designated bands.
The conpensation plan is adopted by the Board of
Regents and adjusted, as appropriate. Pay rates within
each established pay range, are negotiated with the
excl usive collective bargaining representative. Pay
ranges together with pay rates constitute the salary
schedul e. Incunbents of all positions assigned to a

gi ven band are paid in accordance with the pay ranges
and pay rates assigned to the band.

1. Bands and pay ranges shall be correlated to pay
rates reflected in the negotiated salary schedul e.

2. Each Band shall be conprised of all salary range
step rates assigned to the pay ranges as foll ows:

Band A - Al step rates in Pay Ranges 01-07
Band B - Al step rates in Pay Ranges 06-12
Band C - Al step rates in Pay Ranges 11-17
Band D - Al step rates in Pay Ranges 13-17

1. Designated New Hire Rate (DNHR)

A

New hi res shal

be conpensated at the Designated New

H re Rate (DHNR) as established by policy except as

provided in Section B bel ow.

The DNHR rmay be adj usted

periodically as appropriate to renmain conpetitive.

Ef fective January 1,

2002 the DNHR shal

be as foll ows:

Band Type of Position Designated New Hire Rate
( DNHR)
A Entry / Internediate / Band A, Step 1 for 9- &
| ndependent Wor ker 11-nmont h Enpl oyees
(Formerly POl Step 1)
B Jour neywor ker / Lead Worker Band B, Step 1 for 9- &
| Wor ki ng Supervi sor 11- nonth Enpl oyees
(Fornmerly PO6 Step 1)
C Supervi sor / Subject Matter Band C, Step 1 for 9-nonth
Expert and 11-nonth Enpl oyees
(Fornerly P11 Step 4 for
11-nmonth and P11 Step 5
for 9-nonth Enpl oyees)
D Program Manager / Band D, Step 2 for 9- &
Admi ni strator or Forenost 11- nonth Enpl oyees
Subj ect Matter Expert (Fornmerly P13 Step 8)
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1. Changes in the DNHR wi Il be announced within the
Uni versity and comuni cated to the exclusive
representative prior to the effective date of any
change.

2. Enpl oyees whose current rate of conpensation falls
bel ow t he adjusted DNHR may be nomi nated for a
Speci al Conpensation Adjustnent (SCA)-Retention.
SCA- Ret enti on procedures shall be foll owed when
maki ng reconmendati ons due to changes in the DNHR

When maki ng appointnments to a position, a program nay,
subj ect to the approval of the Chancellor, Vice

Presi dent or appropriate designated University
Executive, designate a rate of conpensation above the
Designated New Hre Rate (DNHR) not to exceed the

maxi mum of the Band. See Attachnent 6 for guidelines.

Each enpl oying unit is responsible for insuring that
equity is maintained. The enploying units shal

adm nister the University’'s conpensation program

wi thout regard to an individual’s race, sex, age,
religion, color, national origin, ancestry, disability,
marital status, sexual orientation, status as a
protected veteran, etc.

The Chancellors and Vice Presidents shall be
responsi bl e for ensuring conpliance with applicable EEO
| aws, rules, regulations, and procedures.

1. For appointees to positions in Bands A or B, eight
percent (8% may be attributed to assignnent and
performance of nore advanced | evel of conplexities
and scope of responsibilities assigned to the
position that are beyond the entry | evel of the
band as docunented in the respective position
description. For exanple, Band A includes
positions at the entry, internediate or
i ndependent worker levels; and, therefore, a
request to hire above the DNHR nay be appropriate
when filling a Band A position that officially
functions at the independent worker |evel.

2. The requesting program shall conplete the on-Iline
Request to Hire Above the DNHR at the foll ow ng
website: https://ww.pers. hawaii.edu/hrin/dnhr/
The program shall devel op supporting rationale and
justification for the exception request.

3. The program shall electronically conplete and
submt a Request to Hire Above the DNHR, and
obtai n approval fromthe Chancellor, Vice
Presi dent or designated University Adm nistrator
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prior to nmaking an official offer. The program
shal | keep the foll ow ng docunmentation on file for
at | east three years.

a. A copy of the position vacancy
advertisenment (s).

b. The conpl eted UH Form 17 (EEQ AA) BOR
Recrui tnent/ Sel ecti on Form

C. The sel ectee’s conpl eted APT application.

d. Docunent ati on confirmng the progranis
consultation with the University’ s EEQ AA
O fice on the proposed above DNHR
conpensati on rate.

e. O her rel evant docunentation to support the
request .
f. Docunent ati on, e.g., copies of emui

notification and response, facsimle or other
correspondence that reflects the nanme of the
affected individual, the position nunber, the
Career Group and Band desi gnation of the
position, the DNHR, the organi zati onal

| ocation and the proposed rate and step of
conpensation to be offered, confirm ng
positive consultations with the excl usive

col | ective bargaining representation on the
request .

g. The effective date of hire shall be no
earlier than the approval date of the Request
to Hire Above the DNHR

A request for an Exception to DNHR is not required
when a selectee is hired at the DNHR

A supervisor need not justify an Exception to DNHR
for the follow ng situations:

a. Lateral transfer within sanme program
(Empl oyi ng Agency Code -EAC) - selectee is
offered a position in the same program ( EAC
with the sane position description and sane
sal ary.

b. Pronotion — selectee is offered a position
that is one (1) band higher than his/her
current band and a sal ary increase of eight
percent (8% or |ess.
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C. Pronotion — selectee is offered a position
that is two (2) or nore bands higher than
hi s/ her current band and a sal ary increase of
si xteen percent (16% or |ess.

The above actions are required to be docunented in
t he Exception to DNHR system and approved by the
Chancel |l or, Vice President or designated

Uni versity Executi ve.

C. In the event that there are no qualified candi dates
avai l able for a position, the position may be
redescri bed and reassigned to a | ower band and
readvertised in accordance with applicable University
pr ocedur es.

Conpensati on Adjustnment Upon Initiated Voluntary Myvenent to
a Dfferent Position, Involuntary Change in Band Designhation
as a Disciplinary Measure and Rebandi ng Actions

A Enpl oyee Initiated Voluntary Movenent to a Different
Position in the Sane, Hi gher or Lower Band

1

Vol untary Movenent to a Position in the Sanme or
H gher Band

In the event that an enpl oyee noves from one
position to another position in the sane or
different Career G oup with the sane band
assignnment, e.g., enployee noves from position
80000 in Career Goup Institutional Support, Band
A, to position 85000 in Career G oup Enterprise
Operations, Band A (a personnel action also
described as “transfer”) or the enpl oyee noves
froma position in a lower Band to a position in a
hi gher Band, e.g., position 82000 in Career G oup
I nstitutional Support, Band A, to Position 86000
in Career Goup Instructional and Student Support,
Band B, (a personnel action also described as
“pronotion”), a program accepting the enpl oyee may
request a salary rate above the DNHR i n accordance
with the provisions of Section Il subparagraph |1
B

Vol untary Movenent to a Position in a Lower Band

In the event that an enpl oyee noves froma
position in a higher Band to a position in a | ower
Band, e.g., position 84500, in Career G oup

I nstitutional Support, Band C, to position 85000,
in Career Goup Enterprise Operations, Band B, (a
per sonnel action al so described as “voluntary
denotion”), a program accepting the enpl oyee may
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offer a salary between the DNHR and two (2) steps
(approxi mately 4% below the enpl oyee’ s current
step. In no situation shall the enployee be

pl aced bel ow t he Designated New Hire Rate of the
| ower pay band.

3. Vol untary Movenents Wthin 12 Mont hs

Conmpensati on of an enpl oyee accepting two

di fferent appointnments within a 12 nonth peri od,
shal | have hi s/ her exception to the DHNR request
based on the salary of the original position.
E.g., in February 2004, enployee in position no.
85000, Institutional Support, Band B, accepts an
appoi ntment to position no. 86000, Institutional
Support, Band B. In June 2004, 4 nonths |ater,

t he enpl oyee accepts the appointnent to position
no. 88000, Institutional Support, Band A. Since
the new appointnent is within 12 nonths fromthe
first appointnment, the programrequesting an
exception to the DNHR w || disregard the

appoi ntment of position no. 86000 and provide
justification for the salary of the voluntary
nmovenent to a position in the | ower band based on
t he original appointnent (position no. 85000).
The conpensation adjustnment shall be in accordance
with the provisions of Section Il subparagraph
111, A 2., above.

| nvol untary Change of a Position’s Band Designation as
a Disciplinary Measure

In the event that the enployer initiates action as a

di sci plinary nmeasure wherein the enployee is noved from
a position in a higher Band to another position in a

| oner band or the enployee remains in the sane position
but the position is reassigned to a | ower band, e.g.,
fromBand B to Band A (a personnel action also
described as an involuntary “Disciplinary Denotion”),

t he Chancellor or Vice President shall determne

whet her the enpl oyee retains the sane basic rate of pay
or shall have his/her pay reduced by four percent (49%.
| f the denoted enpl oyee’s pay exceeds the maxi num step
of the | ower Band, his/her pay shall be reduced to the
maxi mum step of the | ower pay range.

“Rebandi ng” is an enployer initiated action resulting
in the novenent of a position fromone band to anot her
band on the basis of nature, and increased/ decreased
scope and conplexity of assigned duties and

responsi bilities.

1. “Upwar d Rebandi ng” is the novenent of a position
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froma |l ower Band to a higher Band, e.g. from Band
A to Band B.

a. For a novenent of one band, the enpl oyee

shall be placed on step in the higher band
which is equivalent to a 4-step increase
(approximately 8%, but not to exceed the
maxi mum st ep of the higher band.

For a novenent of two or nore bands, the
enpl oyee shall be placed on step in the

hi gher band which is equivalent to an 8-step
i ncrease (approximately 169, but not to
exceed the maxi mum step of the higher band.

In no situation shall the enployee be pl aced
bel ow t he m ni mum step of the higher band.

I n extraordi nary cases, supervisors may
request an exception to the standard
rebandi ng adj ust nent when it has been

determ ned that the standard conpensati on

adj ust rent does not adequately conpensate the
enpl oyee’ s credentials in performng the new
assi gnnment s.

Requests for the exception nust be submitted
wi thin 60 cal endar days of the rebanding
approval ; requests submtted after 60

cal endar days shall not be consi dered.
(Attachnent 7)

The Chancel l or/ Vi ce President nay approve
exception requests, which shall not exceed
the | ast step of the pay band to which the
position is assigned.

Ef fective Date: The exceptional adjustnent
shal |l be effective the sane date as the
rebandi ng acti on.

Fundi ng: Funding for the exceptional
adj ustmrent shall be the responsibility of the
program

In justifying the exceptional adjustnent, the
approving authority shall consider such
factors as conparable positions in the

Uni versity and program value of the job,
degree of specialization, needs of the

Uni versity, overall benefit to the work unit
and/or University, etc. (Attachnent 8)
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J - Pr ocedures

(1) The supervisor shall conplete the
Request for Exceptional Adjustnent for
APT Per manent Rebanding form (Attachment
7) and submit to the respective
Dean/Director. Only positively
supported requests shall be submtted to
t he appropriate Chancellor, Vice
Presi dent or designated University
Admi ni strator for review and action.

(2) Approved/di sapproved requests by the
Chancel |l or, Vice President or designated
Uni versity Admi nistrator shall be
forwarded to the Dean/Director.

(3) Once the request has been approved or
di sapproved by the Chancellor or Vice
President, the approving authority shal
forward a copy to the Ofice of Human
Resources and the exclusive collective
bar gai ni ng representative for
i nformati on and record-keepi ng purposes.

“Downwar d Rebandi ng” is the involuntary novenent,
of a position froma higher Band to a | ower Band,
e.g., fromBand B to Band A due to changes in
assigned duties and responsibilities arising from
a reorgani zati on or other changes in work
assignment. The incunbent of the position shal
retain his/her basic rate of pay and be placed in
the lower Band at the appropriate step not
exceedi ng the maxi num step of the | ower band and
not | ower than the |lowest step in the | ower band.

a. | f the enployee’s basic rate of pay falls
above the maxi mum step in the | ower band, the
enpl oyee shall be conpensated at the maxi mum
step of the | ower band and conpensated with a
tenporary differential stipend. The total of
the enpl oyee’s basic rate of pay in the | ower
band plus the tenporary differential stipend
shal | equal the enployee’'s rate of pay in the
hi gher band. The tenporary stipend shall be
reduced as the enployee’ s basic rate of pay
IS increased.

“Tenporary Rebanding” is the tenporary
redescription of a position to reflect the concept
of a hi gher band.

a. A position may be tenporarily rebanded when
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it is assigned on a tenporary basis duties
and responsibilities reflective of a change
in position concept of a higher band.

b. When appropriate, an enploying unit shal
tenporarily assign an enpl oyee to an existing
position at a higher band.

C. A position shall be tenporarily rebanded only
when a tenporary assignnment to a higher |evel
position cannot be made.

d. A tenporary rebanding stipend is awarded when
a position is tenporarily assigned work
reflective of a higher band.

(1) For a temporary rebandi ng of one band,
the tenporary stipend shall be
equi valent to a 4-step increase
(approxi mately 8% .

(2) For a tenporary rebanding of two or nore
bands, the tenporary stipend shall be
equi valent to an 8-step Increase
(approxi mately 169 .

e. Such tenporary rebanding stipend shall be
term nated when the position ceases to be
assigned duties and responsibilities
characteristic of the higher band.

f. The tenporary rebandi ng may be requested for
a specified period, not to exceed one year,
at the end of which the tenporary duties and
responsi bilities shall be del eted.

g. A tenporary rebanding may be extended, but
shal |l not exceed a total period of two years.
Justification for extension beyond the first
year shall be provided by the enploying unit
to the appropriate Chancellor (UHM UHH, or
UHWD), Vice President, or conmunity coll ege
Chancel l or for Bands A and B for review and
approval .

Mul tiple Sal ary Adjustnents

A

Mul ti pl e base salary adjustnments (i.e., resulting from
rebandi ng actions, in-grade adjustnments, pronotional
novenents, transfers, etc.), other than for collective
bar gai ni ng adjustnents, that occur in the sane twel ve-
nmont h period shall be subject to review and prior
approval by OHR



A9. 210
Page 24

Mul ti pl e Personnel Actions

In the event that nore than one personnel action is
effective on the sanme date, pay adjustnents shall be
made in the foll ow ng order:

Col | ecti ve bargai ni ng adj ust nent;

Pronot i on;

Rebandi ng;

Speci al Conpensation Adjustnent - In-grade
Speci al Conpensation Adjustnent — Retention
Change in DNHR and

O her personnel actions

NogkwNE

V. Mai nt enance of Pay Pl an

A

Desi gnated Entry Rate (DER)

The DER was created in conjunction with the negotiation
of a new sal ary schedule for the 1999-2001 collective
bar gai ni ng agreenent which reflected | ower m nimm
salary rates in some pay ranges than the m ni num sal ary
rate in the original salary schedule specified by the
1997-1999 col | ective bargai ning agreenent. The
specification of a DER shall cease once the m nimum
salary rate of a band (to which are correl ated

negoti ated pay ranges) exceeds the mninmum salary rate
specified in the 1997-1999 coll ective bargaini ng
agreenent for the applicable pay ranges.

Desi gnated New Hire Rate (DNHR)

1. The DNHR shall be determi ned by the University in
the context of salary survey information from
rel evant sources. The results of the survey and
adjustnments to DNHR shall be nade available to the
Uni versity Conmunity and comruni cated to the
excl usive collective bargaining representative in
el ectronic formprior to the effective date of any
DNHR adj ust nent s.

The survey results shall be obtained and anal yzed
in sufficient tine to nmake any approved
adjustnments to the DNHR to be effective July 1 of
odd- nunbered years. Additionally, adjustnments to
the DNHR for individual Bands associated with a
Career Goup may be nade fromtinme-to-tine as
deened necessary by the System Director of the

O fice of Human Resources.
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In the event that an adjustnment in the DNHR
results in enployees falling below the new DNHR, a
program as it deens appropriate, may noni nate
enpl oyees who fall bel ow t he new DHNR and who neet
criteria, by applying the SCA - Change in the DNHR
gui del i nes and procedures.
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SECTION I'l'l - SPECI AL COVPENSATI ON ADJUSTMENTS ( SCA)

Qui delines applicable to all SCAs.

A

B

C.

SCA -
A

SCAs nmay be awarded for purposes of retention, change in
the DNHR, equity, in-grade, and performance purposes.

Al'l SCAs shall be at the discretion of the University and
shal | not be subject to appeal other than for instances
of discrimnation or procedural violations.

Al'l SCAs shall be subject to the availability of funds
and shall be the responsibility of the respective
program

Ret enti on
Cui del i nes

1. Speci al conpensation adjustnents for retention are
subj ect to the approval of the Chancellor or Vice
President and are intended to serve as incentive for
hi ghly skilled APT enpl oyees to continue enpl oynent
with the University in Iieu of accepting bona fide
job offers at higher salaries fromother enployers.

2. The APT enpl oyee’ s supervisor shall conplete the
SCA-Retention form (Attachment 9) and submt to the
appropriate Chancellor, Vice President or designated
University Administrator, via the respective Dean
Director or equivalent. The appropriate Chancell or,
Vi ce President or designated University
Adm ni strator shall review the request and as
appropriate approve or deny the request that does
not exceed the last step of the band to which a
position is assigned.

3. The SCA- Retention recomendati on nust include the
fol | ow ng:
a. A bona fide offer letter from another enpl oyer

and any ot her pertinent docunentation of a
valid job offer,

b. An anal ysis of the inpact of the SCA-Retention
adj ust mrent on program budget and operati ons,

C. A description of contributions made by the
enpl oyee and benefit to the University in
retai ning the enpl oyee, including
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identification of the enployee’ s bona fide
occupational qualifications, and the speci al
expertise, skill or know edge that is critical
to retention at the University,

d. The identification of anticipated difficulties
in securing a qualified replacenent, if the
SCA-Retention is not granted,

e. An anal ysis of the inpact on and consequence to
the University should the enpl oyee term nate
enpl oyment with the University,

f. An anal ysis of the inpact of SCA-Retention on
enpl oyees in conparabl e positions requiring the
sanme bona fide occupational qualification,
speci al expertise, skill or know edge,

g. Certification of the availability of funds and
conpliance with applicable equal enploynent
| aws, rule, regulations and policies and,

h. Any other relevant information or argunents in
support of the request.

Ef fecti ve Dates of Awards - SCA-Retention shall be
effective the date of the Chancellor’s or Vice
Presi dent’ s approval.

Fundi ng of Awards - Fundi ng for SCA-Retention awards
shall be the responsibility of the requesting unit.

Met hod of Award Paynment - The SCA-Retention shall be
made in the formof step novenent(s) not to exceed
t he maxi num step of the position’s band.

Deci si on-maki ng and Consultation: The appropriate
Chancel l or or Vice President shall review submtted
requests and either approve or deny those requests
submtted for SCA-Retention. Copies of the approved
and di sapproved requests shall be forwarded by the
programto the exclusive collective bargaining
representative within ten (10) cal endar days of the
Chancellor’s or Vice President’s decision.

Pr ocedur es

1

The APT enpl oyee’ s supervisor shall conplete the
SCA-Retention form (Attachnment 9) and submt to the
respective Dean, Director or equivalent. Only
positively supported request shall be submtted to
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t he appropriate Chancellor, Vice President or

desi gnated University Adm nistrator for review and
as appropriate approve or deny. Requests for SCA-
Ret enti on denied by the Chancellor, Vice President
or designated University Adm nistrator shall be
returned to the submtting Dean, Director, or
equi val ent.

The Chancel lor or Vice President shall review and
approve or deny requests for retention adjustnents
and return a copy of the decision. Copies of the
approved and di sapproved requests shall be forwarded
by the programto the exclusive collective
bar gai ni ng representative within ten (10) cal endar
days of receipt of the Chancellor’s or Vice

Presi dent’ s deci sion.

The appointing authority shall initiate appropriate
action to authorize paynent of the approved
retention adjustnent.

Al'l denied requests shall be returned to the
submitting programw th an expl anati on.

I1l. SCA — Change in the DNHR

A Cui del i nes

1

Speci al conpensation adjustnents for change in the
DNHR are intended to provide a process for prograns
to request an adjustnent to the base salary of an
APT enpl oyee when there has been a change in the
DNHR for a particular career group or functional
group. The intent is to conpensate an enpl oyee when
t he enpl oyee’ s base salary has been determined to be
under the new DNHR

The amount of the SCA — Change in the DNHR
adj ust rent shall be based on the programs
assessnment of the extent of funding available after
consi dering the nmagnitude of the change in the DHNR

Speci al conpensation adjustnents for change in the
DNHR are subject to the approval of the respective
Chancel l or or Vice President. The APT enpl oyee’s

supervi sor shall conplete the SCA — Change in the

DNHR form (Attachnment 10) and submt to the
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appropriate Chancellor/Vice President, via the
respective Dean/Director.

The SCA — Change in the DNHR rnust include the
fol | ow ng:

a. A partial work performance eval uati on covering
the period fromthe beginning of the standard
eval uation period to the nonth preceding the
date of the request. The eval uation nust
reflect an overall rating of “Meets” or
“Exceptional 7,

b. An anal ysis of the inpact of SCA — Change in
t he DNHR on enpl oyees in conparabl e positions
requiring the sane bona fide occupati onal
qgqual i fications,

C. Certification of the availability of funds and
conpliance with applicable equal enploynent
| aws, rules, regulations and policies,

d. Any other relevant information or justification
in support of the request.

Ef fective Date of Award — SCA — Change in the DNHR
shall be effective the date of the Chancellor’s or
Vi ce President’s approval .

Fundi ng of Award — Funding for SCA — Change in the
DNHR awar ds shall be the responsibility of the
appointing authority.

Met hod of Award Paynment — The SCA — Change in the
DNHR shall be made in the form of step novenent(s)
not to exceed the maxi num step of the position’s
band.

Deci si on-maki ng: The Chancellor or Vice President
shal | approve or deny the requests. Copies of the
approved and di sapproved requests shall be forwarded
by the programto the exclusive collective

bar gai ni ng representative within ten (10) cal endar
days of the deci sion.

Pr ocedur es

1

The APT enpl oyee’ s supervisor shall conplete the SCA
— Change in the DNHR form (Attachnent 10) and submt
to the respective Dean/Director. Only positively
supported request shall be submtted to the
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respective Chancellor/Vice President for review and
approval / di sapproval . Requests for SCA — Change in
t he DNHR not recommended by the Chancellor/Vice
President shall be returned to the submtting

Dean/ Di rect or.

Copi es of the approved/di sapproved requests shall be
forwarded by the programto the exclusive collective
bar gai ni ng representative within ten (10) cal endar
days of receipt of the decision.

The appointing authority shall initiate action to
aut hori ze paynent of the approved Change in the DNHR
adj ust nent .

Equity

Cui del i nes

1

Speci al conpensation adjustnents for equity are
intended to provide a process for prograns to
request an adjustnment to the base salary of an APT
enpl oyee when it is determined that the enpl oyee’s
rate of pay is significantly |ess than that of other
simlarly situated APT enpl oyees. The program shal
consider the follow ng factors when conparing
positions: assignnent to the sanme or simlar career
group, in the sane or | ower band, and in the sane
specialization with simlar duties and

responsi bilities; and encunbered by enpl oyees that
possess simlar experience and qualifications.

A program may request a salary equity reviewto the
respective UHM UHH, UHWDO system or conmunity
col | ege Human Resources O fice, which shall consult
t he Chancellor/Vice President and respective EEO

O fice. The OHR shall provide relevant salary data.
The respective EEO O fice shall provide gui dance and
advi ce on the conduct and data anal ysis associ at ed
with the review (Attachnment 11)

Speci al conpensation adjustnents for equity are

subj ect to the approval of the respective Chancell or
or Vice President. All approved equity adjustnents
shall be reported to the President.

Ef fective date is the Chancellor or Vice President’s
approval .

Fundi ng for SCA-Equity awards shall be the
responsi bility of the enploying unit.
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6. The SCA-Equity shall be made in the formof a step
nmovenent (s) not to exceed the maxi mum step of the
position s band.

B. Procedur es

1. As determ ned by the respective Chancellor/Vice
President, a salary equity review may be initiated
to exam ne enpl oyees’ sal ari es.

2. The SCA-Equity reconmendation shall include the
fol | ow ng:
a. An anal ysis of the existence of salary

differentials between the enpl oyee and ot her
APT enpl oyees i n conparabl e and rel evant
positions (same or simlar career group and
sanme or |ower band, and simlar duties and
responsibilities) with simlar attributes. A
guantitative and qualitative matrix anal ysis
shal | be prepared:

(1) Quantitative Analysis: Include the
fol | ow ng:

a) Subj ect enpl oyee’s current sal ary,
band, and career group

b) Proposed step in the assigned band

c) Sal ari es of enployees in conparable
and rel evant positions (sanme or |ower
band, simlar duties and
responsi bilities)

d) Enpl oyees’ years of APT service at
the university

e) Educati onal |evel of enployees

f) Rel evant work experience (nunber of
years, type and quality) of enployees

g) O her qualification requirenents of
enpl oyees
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h) Any approved designated new hire
rates of enpl oyees

i) Any approved rebandi ng and/or in-
grade adj ustnent of enpl oyees

i) The enpl oyees’ job performance

(2) Qualitative Analysis: Include an analysis
to determine if there is a basis for the
request, e.g., difference(s) between jobs,
hiring rates, conpensation adjustnents,
etc., which explains the difference(s) in
sal ari es.

b. Proposed net hod of funding the request and a
general statenment concerning the inpact of
funding the request on the program budget and
oper at i ons.

C. Certification of the availability of funds and
conpliance with applicable equal enploynent
| aws, rule, regulations and policies.

d. The enpl oyee’s work performance shall reflect a
m ni mum overal | performance rating of neets
expectations during the current or inmediately
precedi ng rating peri od.

e. Equity sal ary anal yses shall include al
conpar abl e and rel evant positions within the
university system

f. An anal ysis of the inpact on and consequences
to the University should the enpl oyee’s sal ary
remai n the sane.

g. Any other relevant information or justification
in support of the request.

Deci sion maki ng: The Chancellor or Vice President
shal | approve or deny the requests. Copies of the
approved and di sapproved requests shall be forwarded
by the programto OHR and the exclusive collective
bar gai ni ng representative within ten (10) cal endar
days of the deci sion.
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Speci al conpensation adjustnents for in-grade growth

may be aut horized by the Chancellor, Vice President
or designated University Adm nistrator to recognize
t he permanent or tenporary assignment of duties and
responsibilities that remain characteristic of the
sanme band but reflecting an expanded scope and
increase in conplexity of work, or to recognize
personal growth of an enployee in relations to

i ncreased skills, know edge, abilities, etc.

a.

Significant growmh within the band

(1) There is a significant change to the
predom nant duties of the position.

(2) New significant function added to work,
i.e., in an admnistration office, the
position previously performed only human
resources work but now al so perforns
fiscal work.

(3) Significant change in conplexity of work
that is quantifiable, denonstrated on an
on- goi ng basis, and docunented in the
position description of record, e.g., a
Band A entry level trainee is assigned and
successfully perfornms on an on-goi ng basis
duties and responsibilities typically
performed by an i ndependent worker, while
remai ni ng assigned to Band A

(4) In the case of a change in functional area
wi thin the sane Band, the enpl oyee may
experience a steep learning curve in the
new field of assignnment, and therefore,
the enpl oyee is not eligible for an In-
grade Adjustnent (1GA) during the |earning
curve period. However, once the enpl oyee
has gai ned and denonstrated conpetency in
the new field and has attained the |evel
of conpetency consistent with the Band,

t he enpl oyee may be eligible for an | GA

(5) Significant changes have occurred as
docunented in the position description and
tied to the identified redescription
factors: Responsibility and
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Accountability; Critical Thinking and
Probl em Sol vi ng; Deci si on Maki ng;

Know edge, Skills and Expertise; and/or
Conmuni cat i on.

| ncreased Conpet enci es

(1) Personal growh of an enpl oyee as
denonstrated on an on-going basis in
relations to increased skills, know edge,
abilities, etc.

(2) Consideration may be given to the
obt ai nment of an advanced degree rel evant
to the area of professional specialization
where the enpl oyee denonstrated
application of the newy gained
prof essional skills, know edge and
expertise in the performance of the duties
and responsibilities.

Al'l current and future costs of any in-grade
adj ust rent shall be accommobdat ed from exi sting
program budget all ocations and not require or
serve as the sole basis for future suppl enenta
program budget requests. Certification of

avai lability of funding is required.

The duties and responsibilities nmay be assigned
on a permanent or tenporary basis.

Exi sting or increased workl oad may be addressed
by such alternative considerations as staffing
or overtime, but workload is not a basis for an
i n-grade adj ustnent.

Fundi ng of Awards: Funding for SCA | n-grade awards

shal |

be the responsibility of the program

Per manent SCA | n-grade Adj ust nent

a.

A permanent SCA | n-grade Adjustnent shall be
made in the formof a step novenent(s).

A permanent SCA | n-grade Adjustnent shall be
limted to 1-step (approximately 2% or 2-steps
(approxi mately 4% dependi ng upon the degree of
denonstrated growth, but shall not exceed the
maxi mum step in the appropriate Band.

Enpl oyees nmust have six (6) nonths service in
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the current position and have a m ni nrum over al
performance rating of neets expectations during
the current or imedi ately preceding rating
period to be eligible for a permanent SCA I n-
grade Adj ustnent.

Enpl oyees may be awarded a permanent SCA I n-
grade Adjustnent once every 12 nonths fromthe
| ast permanent SCA | n-grade Adjustnment or

per manent rebandi ng.

The effective date shall be the first day of
the pay period imediately follow ng receipt of
t he position description by the approving
authority. An earlier effective date nay be
aut hori zed by the Chancellor or Vice President
when deened appropriate. Such retroactive
effective date shall not be earlier than one
year prior to the begi nning of the pay period
i mredi ately follow ng the date of receipt of
the redescription. Wenever a request is nmade
for a retroactive effective date, the

Dean/ Director nust subnit appropriate
justification in sufficient detail to support
t he request including the reason for the del ay
in submtting the redescription.

The program shall initiate appropriate action
to authorize paynment of the approved SCA I n-
grade Adj ust nent.

4. Tenporary SCA | n-grade Adjustnent

a.

A tenporary SCA |In-grade Adjustnent shall be
made in the formof a tenmporary stipend
equivalent to a 1-step or 2-step increase,
(approximately 2% or 4% . The anmount of the
stipend is contingent on the extent of expanded
scope and conplexity of work of position.

Tenporary SCA | n-grade Adjustnents within the
band may be requested for a specified period,
not to exceed one year, at the end of which the
position shall revert to its previous position
descri ption.

A tenporary SCA | n-grade Adjustnment may be

ext ended, but shall not exceed a total period
of two years. Justification for extension
beyond the first year shall be provided by the
enploying unit to the Chancellor or Vice
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President for review and approval .

d. The begi nning and ending effective dates of a
tenporary SCA | n-grade Adjustnent shall conform
to the dates the tenporary duties were actually
assi gned and assunmed and subsequently renobved,
provi ded that the beginning effective date
shall be no earlier than ninety (90) cal endar
days prior to receipt of the redescription.

e. The program shall initiate appropriate action
to authorize paynment of the approved SCA I n-
grade Adj ust nent.

5. The Chancel lor, Vice President or designated
Uni versity Admi nistrator shall approve or deny those
requests submtted for SCA-In-grade Adjustnent. A
copy of the approved and di sapproved requests shal
be forwarded by the Approving Authority to the
excl usive collective bargaining representative every
quarter.

6. SCA I n-grade adjustnments nmay be requested any tine
during the year.

B. Pr ocedur es

1. SCA-1 n-grade Adjustnent for Significant Gowth in
t he Band

a. An enpl oyee’ s i nmedi ate supervisor nay initiate
a request for a SCA-1n-grade Adjustnent for
significant growh in the band via the on-1line
Position Description CGenerator.

b. A revised position descriptionis required
describing the significant changes of the
position in relation to the expanded scope and
conpl exity of work.

C. The request shall be electronically forwarded
for review and/or action based on the current
subor di nat e- supervi sor rel ati onshi p dat abase
i nformati on.

(1) The respective Chancellor, Vice President
or designated University Adm nistrator
shal |l electronically approve or disapprove
requests with notation of the
rati onal e/ comments for endorsenent.
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(2) Al disapproved requests with
comments/rationale for disapproval shal
be electronically returned to the
appropriate submtting program

A copy of the approved and di sapproved requests
shall be forwarded to the exclusive collective
bar gai ni ng representative every quarter by the
Approvi ng Authority.

The appointing authority shall initiate
appropriate action to effect paynent of the
approved i n-grade adjustnent.

n- grade Adjustnent for |Increased Conpetencies

Supervisors shall conplete the SCA — | n-grade
Adj ustnent - Increased Conpetencies form
(Attachnent 12) and submt to the respective
Dean, Director or equival ent.

Only positively supported request shall be
submtted to the appropriate Chancellor, Vice
Presi dent or designated University
Admi ni strator for review.

The Chancellor or Vice President shall approve
or deny the request and return a copy of the
deci si on.

A copy of the approved/ di sapproved requests
shall be forwarded to the exclusive collective
bar gai ni ng representative every quarter by the
Approvi ng Authority.

The appointing authority shall initiate
appropriate action to effect paynent of the
approved i n-grade adjustnent.

Al'l denied requests shall be returned to the
submitting programw th an expl anati on.
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Attachment 1

Band A - Entry/Internedi ate/ | ndependent Level Worker

POSI TI ON CONCEPT

. Perforns professional work at the
entry/internedi at e/ i ndependent | evel

JUDGVENT

. H gher authority resolves any conflicts or gaps in guidelines
and provides interpretati ons when necessary

. Conpetent to independently conduct studies/anal yses or
treatment of data where the paraneters and outcones are
clearly defined

ORI G NALI TY

. Appl i es_fundanental professional principles, techniques and
st andar ds

. Conmplies with well established procedures, nethods or

general |y accepted practice

CONTROLS OVER PCSI Tl ON

. Close to noderate supervision on work assignnents which are
conpl ex
. Routine work assignnments are periodically reviewed for

t echni cal soundness

. Wor k product subject to substantive technical review for
conformty to instructions and established rul es, procedures
and gui del i nes.

SUPERVI SI ON G VEN

. May give work task assignnents or instructions to clerical
personnel, technical personnel and/or student help
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M N MUM QUALI FI CATI ON REQUI REMENTS
Educati on & Experi ence:

Possessi on of a pertinent baccal aureate educati onal degree and
rel evant professional experience, possession of the follow ng
conpetencies in technical know edge, critical thinking skills,
comuni cation skills and interpersonal skills:

Know edge, Skills & Abilities:

. Functional know edge of principles, practices and techni ques
in the assigned specialty area(s) denonstrated by know edge,
understanding and ability to apply principles, concepts,
met hodol ogy and term nol ogy.

. Functional know edge and understandi ng of principles,
theories, federal and state |aws, rules, regulations, systens
and associated with work specialty.

. Denonstrated ability to recogni ze problens, identify possible
causes and resolve the full range problens that may commonly
occur in the area of expertise.

. Denonstrated ability to understand oral and witten
docunentation, wite reports and procedures, and conmuni cate
effectively in a variety of situations.

. Denonstrated ability to establish and maintain effective
wor ki ng rel ationships with internal and external
or gani zati ons, groups, team nenbers and individuals.

. Denonstrated ability to operate a personal conputer and word
processi ng software.

. O her bona fide occupational qualification requirenent, i.e.
education/training, work experience, know edge, skill and/or

ability, as may be associated with the duties and
responsibilities assigned to a position

Desirable Qualification Requirenments:

A special job related know edge, skill or ability identified by a
program for a particular position that a qualified applicant is not
requi red, but may possess and that have been deened to be

desi rabl e.
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Band B - Jour neywor ker/ Seni or Wor ker/ Wr ki ng
Super vi sor

PCSI TI ON CONCEPT

Performs conplex work of considerable difficulty and diversity
of tasks at the journeyworker level, i.e._fully conpetent
skilled professional, or at the advanced worker |evel, i.e.,
seasoned | ead worker or serving as a working supervisor over a
staff of professional and/or senior technical personnel who
provide the full range of services in a subject matter area or
field of expertise.

JUDGVENT

Consi der abl e knowl edge of applicable |aws, rules, policies,
regul ati ons and procedures in a subject matter area or field
of expertise

Exerci ses professional independent judgnent in determ ning the
desi gn, approach and net hods necessary to carry out conpl ex
assignments of considerable difficulty

Exerci ses i ndependent judgnent, discretion and creative
adaptation in designing an approach and determning a plan to
apply broad concepts, subject matter know edge, professional
skills and products, tools and techniques common to the

prof essi on and area of expertise for the purposes of
successfully fulfilling the full scope of responsibilities in
a subject matter area or field of expertise for which services
are to be delivered while ensuring satisfaction of
programmati ¢ and operating goals and objectives, tine frames
and adm ni strative/operating requirenents

ORI G NALI TY

Recogni zed wi th comrensurat e del egated authority as having the
expertise to make final authoritative decisions or effective
recommendati ons, provide definitive advice and interpretations
of policies and procedures and ability to resol ve nost
conflicts in the subject matter area or field of expertise

Desi gns and devel ops new systens, technical features,
conponents, capabilities, guidelines, standards and practices
that directly inpact the unit and sets the technical direction
for the unit in the subject matter area or field of expertise
Deci sions nmade determ ne a unit’s success and/or conpliance in
a subject matter area or field of expertise, inpacts all users
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or service recipients of the unit or units serviced by the
position and the nmethod, neans and manner of services
delivered in subject area or field of expertise for the unit
or units serviced

CONTROLS OVER PCSI Tl ON

. Conpetent and has authority to act independently in the
conduct professional analyses, interpretations and application
of policies and procedures for which there may exist limted
or no technical standards or interpretations and where
standards or interpretations exist such may not directly apply
to a programs specific context and/ or needs

. No technical review of work product

SUPERVI SI ON G VEN

. May supervi se and/or provide work assignnments and directions
to professionals including professionals, e.qg. independent,
j ourneyworkers and/or subject matter expert |evel and/or
technical, clerical or student personnel

M NI MUM QUALI FI CATI ON REQUI REMENTS
Educati on & Experi ence:

Possessi on of a pertinent baccal aureate educational degree and
rel evant professional experience, possession of the follow ng
conpetencies in technical know edge, critical thinking skills,
conmmuni cation skills and interpersonal skills:

Know edge, Skills & Abilities:

. Consi der abl e wor ki ng know edge of principles, practices and
techni ques in the assigned specialty areas(s) as denonstrated
by the broad know edge and understandi ng of the full range of
perti nent standard and evol vi ng concepts, principles and
net hodol ogi es.

. Consi der abl e wor ki ng knowl edge and under st andi ng of applicable
federal and state |laws, rules, regulations and theories and
systens associated with work specialty.

. Denonstrated ability to recognize a wi de range of intricate
probl ems, use reasoning and |logic to determ ne accurate
causes, and apply principles and practices to determ ne,
eval uate, integrate, and inplenent practical and thorough
solutions in an effective and tinely manner.
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Denonstrated ability to interpret and present information and
ideas clearly and accurately in witing, verbally and by
preparation of reports and other nmaterials.

Denonstrated ability to establish and maintain effective
wor ki ng rel ationships with internal and external

or gani zati ons, groups, team | eaders and nmenbers, and

i ndi vi dual s.

Denonstrated ability to operate a personal conputer and word
processi ng software.

For supervisory work, denonstrated ability to | ead
subor di nat es, nmanage work priorities and projects, and manage
enpl oyee rel ati ons.

O her bona fide occupational qualification requirenent, i.e.
education/training, work experience, know edge, skill and/or
ability, as may be associated with the duties and
responsibilities assigned to a position

Desirable Qualification Requirenments:

A special job related know edge, skill or ability identified by a
program for a particular position that a qualified applicant is not

requi red, but may possess and that have been deened to be
desirabl e.
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Band C - Supervisor/ Subject Matter Expert

POSI TI ON CONCEPT

Positions may function as either as a full supervisor
responsi bl e for directing a program and super Vi Sing
subordi nat e | ourneyworker(s)/senior worker(s)/working
supervisor(s) professionals and/or senior technical personnel
who provide the full range of technical support services in a
conplex area or field of expertise or as a recognized highly
advanced subject matter expert/advisor/leader on a

systenm canpus-wi de basis, as affirned by a comm ttee conprised
of system wi de representatives, in a specialized subject
matter area with responsibility for perform ng highly conpl ex
pr of essi onal work beyond the senior/working supervisor |evels
wherei n expert technical advice and decisions are final.

Subj ect matter expert “specialists” regularly exercise

consi derabl e depth of knowl edge of one or nore highly
speci ali zed subject matter areas on a systeni canpus-w de basi s
whi l e broad based expert “general practitioner” experts
exerci se consi derable breadth of know edge in a broad range of
activities associated with the subject field, wherein the
breadth of know edge of the “general practitioner” is deened
commensurate with or conparable to the depth of know edge of
the subject natter “specialist”.

JUDGVENT

Responsibilities and associ ated expectations incl ude:
denonstrat ed application of extensive know edge and expertise
to devel op prograns, and operational policies and provide
definitive instructional advice in unprecedented situations
requiring the application of innovative/prototypical and

enmer gi ng/ experi nmental approaches, technol ogi es or techniques
based on seasoned professional experience

Regul arly advises, interprets and/or nakes decisions and/or
effective recommendations to senior level admnistrators and
managers and mai ntai ns on-goi ng di al ogues with adm nistrators
hol di ng di vergent opinions and/or interests for the purpose of
reachi ng agreenents and/ or resolves issues through
negoti ati ons, persuasi on and advocacy
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. I n deci sion-nmaki ng and/or fornul ati ng recommendati ons and/ or
providing services in an area of expertise, positions are
responsi bl e for incorporating into decision-nmaking and
advi sory services the inpact of solutions and deci sions on
policy and prograns outside the subject matter area or field
of expertise and with other existing policies, and
adm ni strative/operational and programmatic consi derations
i ncludi ng i npact on and coordination with various program
goal s, objective and operations, with other support services
areas, with |arger system and/or other externally controlled
support service and with other conpeting or conflicting

factors
ORI A NALI TY
. Sets the direction for the design, devel opnent and adopti on

of procedures and practices to support the goals and
obj ectives of the system sub-system canpus or program
deened to be conparable in a subject matter area

. Actions or decisions of positions are programdeterm nant in
subject matter area and inpact on the organi zati onal
entity’s operations, managenent and contribution to the next
hi gher organi zational |evel’s attai nnent of managenent
goal s.

. Sets the direction for the devel opnent and application of
ener gi ng, experinental, prototypical and state-of-the-art
t echnol ogi es and procedures and systens not common to or
utilized in the industry or subject matter area

. In context of broadly stated goals set by program nanagenent
positions are assigned responsibility for service as the
subj ect matter expert and del egated authority or
responsibility to fornmulate the effective recommendati ons to
resolve all conflicts between applicable policies and
procedures and operational/ programmatic requirements with
such deci si on-naki ng bei ng program determ nant in the area
of expertise, inmpacting on system w de operations or serving
as a precedent setting interpretation system or sub-system
wi de

. Positions are expected and enpowered with comrensurate
del egated authority or responsibility for the formul ati on of
effective recommendations to resolve major areas of
uncertainty or interpretation arising fromcontinuously
changi ng conditions by establishing precedent setting
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interpretations, originating new criteria, devel oping
changes to applicable policies and procedures or devel opi ng
new adm ni strative nodels of operations in a subject matter
area or field of expertise

. Defines, develops and inplenents new and i nnovative
adm ni strative policies, procedures, practices and/or
nmet hods that may deviate fromtraditional or accepted
practices to address changi ng needs of an operating program
and alternative policies, procedures and/or operating
practices to address atypical requirenents that are
unresol vabl e within existing adm ni strative context,
practice or marketed technol ogy

CONTROLS OVER PCSI TI ON

. | ndependently determ nes the nethods, neans, work priorities
and al l ocation of resources in a subject matter area or
field of expertise

. No technical review of work products which are revi ewed on
t he basis of soundness of judgnent exercised and
contribution of work products to broadly stated program
goal s.

. | ndependently functions with extensive discretion and
authority w thout technical supervision

SUPERVI SI ON G VEN

. May supervi se subordi nate professionals, e.g. independent,
j ourneywor kers and/or subject matter expert |evel and/or
seni or or supervisory technical (who provide the full range
of technical support services in an area of field of
expertise), senior or supervisory clerical, or student
per sonnel

M NI MUM QUALI FI CATI ON REQUI REMENTS

Educat i on:

Possession of a pertinent baccal aureate educational degree and
rel evant professional experience, possession of the follow ng
conpetencies in technical know edge, critical thinking skills,
communi cation skills and interpersonal skills:

Know edge, Skills & Abilities:
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. Advanced and conprehensi ve know edge and understandi ng of a
w de range of devel opi ng and energi ng concepts, principles
and net hodol ogi es of the assigned work specialty area(s).

. Conpr ehensi ve know edge and under standi ng of a wi de range of
principles, theories, federal and state | aws and systens
associated with work specialty.

. Denonstrated ability to understand problens froma broad
interactive perspective and use reasoning to discern
under |l ying principles and i ssues when problem sol ving, and
apply creative thinking to resolve problens in new and
unpr ecedent ed appr oaches.

. Denonstrated witten and verbal conpetence in presenting
i deas, concepts and nodels clearly using persuasion and
negotiation to build consensus and cooperation.

. Denonstrated ability to establish and maintain effective
wor ki ng rel ationships with internal and external
or gani zati ons, groups, team | eaders and nmenbers, and
i ndi vi dual s.

. Denonstrated ability to operate a personal conputer and word
processi ng software.

. For supervisory work, denonstrated ability to | ead
subor di nat es, manage work priorities and projects, and
manage enpl oyee rel ati ons.

. O her bona fide occupational qualification requirenment, i.e.
education/trai ning, work experience, know edge, skill and/or
ability, as may be associated with the duties and
responsibilities assigned to a position

Desirable Qualification Requirenents:

A special job related know edge, skill or ability identified by a
program for a particular position that a qualified applicant is
not required, but nmay possess and that have been deened to be
desirabl e.
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Band D - Program Adm ni strator/ Manager/ For enost

Subject Matter Expert in a Hghly
Speci al i zed/ Techni cal Field

POSI TI ON CONCEPT

A program nmanager/adm ni strator responsible for directing
and nmanagi ng a programinvol ving either a highly conpl ex
specialized subject area requiring great depth of know edge
and expertise or a programw th considerable breadth of
know edge and broad expertise that is_deened comensurate
with or conparable to the depth of know edge and expertise
associated with a specialized subject matter area and
provi des the overall |eadership, planning, direction,

or gani zati on, program eval uation, devel opnent of
programmatic short- and | ong-range goals, objectives and

pl ans, and devel ops system wi de policies with inherent
responsibility to serve as a highly influential advisor to
Uni versity senior executives and/or definitive policy expert
on the program it admnistrative requirenents, i.e.
statutory, policy and procedural requirenents, and

associ ated subject nmatter area or field of expertise and
supervi ses subordi nate | evel professional supervisors

System wi de recognition as a forenost subject matter expert
(as affirnmed by a conmttee conprised of system w de
representatives)_in a highly technical and/or specialized
field function as the top-level contributor essential to the
devel opment and direction of unprecedented initiatives
havi ng significant University w de, statew de or conparable
i mpact on a programor field of expertise and which
typically involves the application and/or adaptation and
application of state-of-the-art and/or “cutting edge”

i deas, concepts and issues

JUDGVENT

A position is recognized on a University w de and/or
statewi de basis as the forenpst expert in the area of
expertise involving the performance of the nost advanced

adm ni strative staff support work in a highly specialized
functional area with responsibility to exercise seasoned
expert judgnent while providing senior University executives
and adm nistrators with_advice inherent in which there
exists a high degree of uncertainty and risk, because no
precedent exists or where guidelines conflict or do not
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exi st with decisions having direct and far reaching inpact
on the University’s ability to conply with federal, state,
audit, and/or other external requl atory agencies'’
conpliance requirenents and conpliance with Board policies,
the progranis ultimate success or failure,_the progranmis
policies, procedures and inplenentation activities, and the
programs adm ni strative operations.

ORI G NALI TY

Provi des | eadership by setting the direction and initiating
critical thinking and analysis in the_formulation and
execution of policy, to insure progranmmatic effectiveness,

| awf ul conpliance, and satisfaction of operational goals,
desi gns systens involving several concurrent sequenti al
phases to inplenent; and executes prograns, policies,
procedures and practices in coordination with other

Uni versity prograns

Sets the direction and provides | eadership in devel oping
broad based strategies for the University and its canpuses
and such strategies may deviate fromthe norm or accepted
t heori es, concepts and practices

CONTROLS OVER PCSI Tl ON

Wrks within broad policy statenments and/ or program

obj ectives the position justifies, negotiates, persuades and
sets direction and provides | eadership for the programwth
authority to nmake decisions or authority to nmake effective
recommendations that are programdeterm nant in a subject
matter area or field of expertise.

SUPERVI SI ON G VEN

Supervi ses subordinate staff of professionals including
prof essi onal journeyworkers, subject matter experts and/or
supervi sors and/ or technical and clerical personnel
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M N MUM QUALI FI CATI ON REQUI REMENTS
Educati on & Experi ence:

Possessi on of a pertinent baccal aureate educati onal degree and
rel evant professional experience, possession of the follow ng
conpetencies in technical know edge, critical thinking skills,
comuni cation skills and interpersonal skills:

Know edge, Skills & Abilities:

. Ext ensi ve know edge of pertinent information technol ogy
principles, concepts and issues in assigned specialty
area(s) including unconventional theories and new
devel opnents to issues and probl ens, and generation and
devel opnent of new hypot heses and t heori es.

. Ext ensi ve know edge of innovative, emerging and state-of -
the-art principles, concepts and principles, enmerging
theories, the nost current federal and state | aws and
associated rules, regulations and interpretati ons and
systens associated with work specialty.

. Denonstrated ability to develop short- and | ong-term pl ans
of actions, understand problens froma broad interactive and
i nterconnected perspective, use unconventional reasoning to
di scern broad underlying principles and i ssues when probl em
sol ving, and apply innovative and precedent-setting thinking
to resolve problens of |arge scope and inpact.

. Denonstrated witten and verbal mastery in presenting ideas,
t heories, issues and nodels clearly and accurately using
per suasi on and negotiation to build consensus and
cooperation and provide long-termdirection and | eadershi p.

. Denonstrated ability to establish and maintain effective
wor ki ng rel ationships with internal and external
or gani zations, groups and i ndividuals.

. Denonstrated ability to operate a personal conputer and word
processi ng software.

. For supervisory work, denonstrated ability to | ead
subor di nat es, manage work priorities and projects, and
manage enpl oyee rel ati ons.

. O her bona fide occupational qualification requirenment, i.e.
education/trai ning, work experience, know edge, skill and/or
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ability, as may be associated with the duties and
responsibilities assigned to a position

Desirable Qualification Requirenents:

A special job related know edge, skill or ability identified by a
program for a particular position that a qualified applicant is
not required, but nmay possess and that have been deened to be

desi rabl e.
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Attachment 2

Career Goup Concepts & Illustrative Exanpl es of Wrk

Public I nformati on, Public Events Pl anni ng and
Publ i cati ons*

(To Replace: UH Editor 1-1V, UH Press Executive Editor,
UH Publications Specialist I-1V, UH Press Publications Manager,
UH Sports Marketing O ficer, UH Theater Manager,
UH Theat er - St age Manager, UH Research Publicati ons Manager,

UH Public Information Oficer I-111 & VI
UH Press Marketing Oficer 1-V, UH Sports Information Oficer,
Scientific Illustrator I-11, UH Photographer [|-11
UH M cr ophot ographer, and UH Adm ni strative & Fiscal Support
Speci al i st)

Career Group Concept:

The Public Information and Publications Career G oup consists of
positions that provide support to and/or managenent of public and
nmedi a rel ations, pronotions/ marketing and sal es, conmuni cati ons,

t heat er operations and/or fundraising activities ranging in scope
froma specific programto University-wide initiatives. Positions
in the Career G oup range fromentry |l evel practitioner positions
to positions of subject matter experts and/ or program
manager s/ adm ni strators with responsibility to direct and oversee
programmati c policies, programoperations to include strategic

pl anni ng, program devel opnent and service delivery.

Il lustrati ve Exanpl es of Whrk:

Note: The Illustrative Exanples of Wirk are intended to serve as
gui des - not absolute standards. A position may be assigned to
this Career G oup when it neets the Career G oup Concept and the
majority of the position’s work tinme is associated with the

per formance of some of the described duties and responsibilities
performed by positions in the Career G oup.

Editing & Publications: Edits scholarly or scientific
manuscripts or journals for technical errors, correction of
grammar and stylistic inconsistencies; wites copy for catal ogs,
advertisenments or book jackets and conducts pronotional

canpai gns; seeks manuscripts for publication and then reviews,
eval uates and recommends manuscripts for purposes of determ ning
publ i shabl e potential; executes a production cycle or aspects

t hereof involving formatting and |aying out of materials

i ncl udi ng graphics to be published, designing of material s,
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conduct of cost anal yses, copyrighting and/or registration of
publications, estimating unit costs, creating and maintaining
financial records, pronoting the publication,
supervi si ng/ coordi nating printing, scanning, photo typesetting or
ot her preparation of materials that may include the preparation,
execution and admi nistering printing contracts (donmestic or
foreign) and printing specifications and coordi nates the
delivery/distribution of printed publications; plans, directs and
supervi ses program operations to include the promnul gation,

i npl enentation, interpretation and mai ntenance of policies,
procedures, practices and systens; and supervi ses subordi nate

| evel professional, technical and/or clerical personnel.

Pronoti ons, Marketing & Theater QOperations: Plans, devel ops,

i mpl enments and coordi nates a pronotional, public relations and
fund-rai sing programin association with the University or
University affiliated prograns; devel ops, pronotes and, as
necessary, participates in the negotiation with vendors and
sponsors in the nmarketing plans; participates in and/or directs a
variety of activities, e.g., conduct of various studies, e.qg.
sal es and market anal yses, pronote and enhance sal es; pl ans,
organi zes and participates in the adm nistration and operations,
to include stage nanagenent, of a theater; plans and coordi nates
speci al events; plans, directs and supervi ses program operations
to include the promul gation, inplenentation, interpretation and
mai nt enance of policies, procedures, practices and systens; and
supervi ses subordinate | evel professional, technical and/or
clerical personnel.

Public Information: Prepares, designs and delivers information
for release orally or in witing to the nmedia and general public;
prepares speeches, annual reports and other public statenents for
University officials; advises program managers and executives on
medi a and public relations; plans, directs and supervi ses program
operations to include the promnul gation, inplenentation,
interpretation and nmai ntenance of policies, procedures, practices
and systens; and supervi ses subordi nate | evel professional,

techni cal and/or clerical personnel.

Illustration and Phot ography: Creates, designs and produces
scientific drawi ngs, charts, graphs, diagrans and sketches
utilizing traditional techniques; perfornms skilled conmerci al
phot ogr aphy and/ or m crophot ography of still and/or notion

pi ctures, draw ngs, scientific specinmens and other material s;
utilizes special photographic techniques to process, print and
enlarge filnms, slides and copies of x-rays; designs speci al

equi prent and processing formul as; plans, directs and supervises
program operations to include the pronul gation, inplenentation,
interpretation and mai nt enance of policies, procedures, practices
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and systens; and supervi ses subordinate | evel professional,
techni cal and/or clerical personnel.
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Ent erpri se Qperati ons*

(To Repl ace: UH Assistant Bookstore Manager |-11,
UH Bookst ore Departnment Manager |-11, UH Bookstore Manager |-1I
UH Bookstore Operations Oficer, UH CGeneral Bookstore Manager and
UH Admi nistrative & Fiscal Support Specialist)

Career G oup Concept:

The Enterprise Operations Career Group consists of positions
engaged in retail sales, entrepreneurial initiatives, comrercial
and enterprise operations and/ or warehouse operations wth
particul ar enphasis on the provision of quality custoner service
to menbers of the University comunity and general public at-

| arge while insuring nmerchandi se sal es and services or conmerci al
and/ or enterprise operations are in conpliance with applicable
State laws, rules and regul ations and University policies and
procedures. Positions in the Career Group range fromentry | evel
practitioner positions to positions of subject nmatter experts
and/ or program managers/ admnistrators with responsibility to

di rect and oversee progranmatic policies, program operations to

i ncl ude strategi c planning, program devel opment and service
del i very.

[l lustrati ve Exanpl es of Wrk:

Note: The Illustrative Exanples of Wirk are intended to serve as
gui des - not absolute standards. A position may be assigned to
this Career G oup when it neets the Career G oup Concept and the
majority of the position’s work tinme is associated with the
performance of some of the described duties and responsibilities
performed by positions in the Career G oup.

Directs and/or participate in revenue generating or break even
entrepreneurial and commercial retail and enterprise operations
associated with the sal es of merchandi se and/ or provision of
ancillary services to faculty, staff, students and the general
public; directs and participates in retail sales of books and
nmer chandi se by researching and anal yzi ng sal es, costs,
operations, vendor prograns, inventories and net incone data for
pur poses of discerning trends and devel opnent of bases for
recommendi ng or inplenmenting changes in product mx, vendors,
changes in negotiable terns, nethod of shipping, pricing,
stocking levels, retails sales and bookstore operations and/ or
cost control procedures; designs, devel ops, |ays-out, prepares
advertising financial plans and advertising copy and/or

coordi nates pronotional exhibits, canpaigns, displays, events,
nmedi a rel eases and ot her nerchandising initiatives; consults,
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advi ses and assists faculty and students in the selection,
ordering and purchasi ng of books; plans, executes, directs and
supervi ses such ancillary programactivities as book buy-back
prograns, warehouse operations including shipping and receiving
activities, maintenance and repair activities and cashiering
operations; plans, directs and supervises program operations to
i nclude the promul gation, inplenentation, interpretation and
mai nt enance of policies, procedures, practices and systens; and
supervi ses subordinate | evel professional, technical and/or
clerical personnel.
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I nstitutional Support*

(To Replace: UH Assistant to the IFA Director
UH Admi nistrative Oficer I-VIlI, UH Institutional Analyst |-1V,
UH Associ ate Director of Technol ogy Transfer and Economi c
Devel opnent, UH Associate Director for Career & Technol ogy
Education, UH Alumi Affairs Specialist VI
UH Budget Specialist |I-VI, UH Program & Budget Manager,

UH Capital |nprovenents Program O ficer, UH Procurenent &
Property Managenent Specialist I-VlI, UH Associate Director of
Procurenent Real Property and R sk Managenent,

UH Ri sk Managenment O ficer, UH Personnel Oficer | - VI,
UH Fi scal Accounting Specialist I-VI, UH Payroll O ficer,
UH Di sbursing & Payroll Manager, UH Internal Auditor [-V,
UH Property & Fund Manager and
UH Admi nistrative & Fiscal Support Specialist)

Career Group Concept:

The Institutional Support Career G oup consists of positions that
perform nanage and direct a variety of adm nistrative and

busi ness functions, e.g., budget, finance, facilities,
procurenent, office services/systens, and human resources,
and/or analytical work related to program organi zati on and
operations that nmay include the devel opment and application of
per f ormance neasures, preparation and execution of policies,
procedures and rules, data collection and execution of
statistical analyses, preparation, execution and reconciliation
of operating budgets and/or conduct of institutional research.
Positions in the Career Goup range fromentry |level practitioner
positions to positions of subject matter experts and/ or program
manager s/ adm ni strators with responsibility to direct and oversee
programmatic policies, programoperations to include strategic

pl anni ng, program devel opnent and service delivery.

Il lustrati ve Exanpl es of Wrk:

Note: The Illustrative Exanples of Wirk are intended to serve as
gui des - not absolute standards. A position may be assigned to
this Career G oup when it neets the Career G oup Concept and the
majority of the position’s work tinme is associated with the
performance of some of the described duties and responsibilities
performed by positions in the Career G oup.

CGeneral Adm nistration: Collects statistical data to prepare
various admnistrative reports relating to program operations and
adm ni stration; prepares, reviews and/or audits personnel
transacti ons and anal yzes staffing patterns; prepares, reviews
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and anal yzes the feasibility of project proposals; prepares,
executes, and controls expenditures and reconcil es program
budgets; accounts for a variety of financial transactions that
may i nclude the conduct of end-of-year-period cash, funds fl ow
anal yses, incone statenents, bal ance sheets and ot her financi al
reports; adm ni sters purchasing policies and regul ati ons;

provi des technical advice, interpretations and/ or makes effective
recommendat i ons regardi ng applicable policies, procedures and

ot her adm nistrative requirenents to admnistrators, faculty and
staff; serves as the principal or chief admnistrative officer of
a programthat requires the analysis, drafting, revision, and

i npl enentation of internal control procedures and systens; plans,
di rects and supervi ses program operations to include the

pronmul gation, inplenentation, interpretation and nmai nt enance of
policies, procedures, practices and systens; and supervi ses
subordi nate | evel professional, technical and/or clerical

per sonnel .

Anal ysis (Research and/or Institutional): Perforns a variety of
duti es associated with conducting research studi es and anal ysi s
of academ c and adm ni strative progranms and services; defines
strategi es, nethodol ogi es and procedures for the anal ysis of
research projects; plans directs and supervi ses program
operations to include the pronul gation, inplenentation,
interpretation and mai nt enance of policies, procedures, practices
and systens; participates in the devel opnent of design

speci fications and project nanagenent functions for the update
and mai nt enance of existing and new dat abase systens;
participates in the planning, direction and nanagenent of the
devel opnent and desi gn of maj or managenent information

war ehouses; directs adm nistrative anal ysis and program desi gn,
devel opnent and testing; supervisors subordinate |evel

prof essional, technical and/or clerical personnel.

Alumi Affairs: Participates in the adm nistration of an al umi
affairs programand its associated activities involving the
conduct of studies, data collections, investigations and anal yses
relating to alumi activities and based on results prepares
witten reports or responses; plans, directs and supervises
program operations to include the pronul gation, inplenentation,
interpretation and nmai ntenance of policies, procedures, practices
and systens; and supervi ses subordi nate | evel professional,

techni cal and/or clerical personnel.

Budgeting (Operating and/or Capital |nprovenments): Reviews,
anal yzes, eval uates and devel ops short and | ong-range budget
(operating and/or capital inprovenents) proposals, budget
(operating and/or capital inprovenents) requests, proposed
expenditure plans, staffing requests/ requirenents, program



A9. 210
Page 58

justifications and evaluations in the context of established

| egi sl ative decisions, State and University policies, guidelines
or instructions and program needs; prepares and executes budgets
for extranmurally funded projects and/or progranms; interprets and
advi ses to include the devel opnent of options/alternatives and
recommendat i ons on budget policies, procedures, e.g., fund
transfers, and instructions; maintains budget (operating and/or
capital inprovenents) account information in accordance with
established instructions and gui deli nes and operating

i nstructions while coordinating the execution of a budget

i ncluding the setting and application of performnce standards
and needs indices; conducts program anal yses, eval uations and
studi es of |ong-range goals, objectives, budget (operating and/or
capital inprovenents) instructions, program objectives, costs,
measures of effectiveness, fund use, program size indicators that
may require the collection of statistical data from existing
files, records or data from other sources; prepares budget

rel ated reports, procedures, instructions, interpretative
mat eri al s, correspondence, testinony and informational materials;
prepare income and statenments of financial condition of prograns,
cash and fund flow statenents, income statenents and

determ nati ons of mnimum cash requirenents; plans, directs and
supervi ses program operations to include the promnul gation,

i npl enentation, interpretation and mai ntenance of policies,
procedures, practices and systens; and supervi se subordi nate

| evel professional, technical and/or clerical personnel.

Procurenent: Authorizes purchases of “off-the-shelf” goods and
services frominformal open-market nethods; prepares and issues
purchase orders, requisitions, invitations to bid, bid

speci fications, technical specifications or requests for

guot ations; contracts for goods, services, construction (building
and facilities) and el ectronic data processing equi pnent and
systens; adm nisters conplete bid cycles to include preparation
of bid specifications, solicitation of bids, evaluation of bids

i ncludi ng cost analysis, award of contracts, contract

adm ni stration, nonitoring vendor perfornmance, term nation of
contracts and reconmends claimsettl enents; negotiates pricing,
per formance and speci al optional provisions while protecting the
University’'s interests; nanages real property acquisitions, risk
and liability, property inventory, stores, warehousi ng operations
and/ or di sposal of surplus property; advises on procurenent
policies, procedures and requirenents; plans, directs and

supervi ses program operations to include the promul gation,

i npl enentation, interpretation and nmai ntenance of policies,
procedures, practices and systens; and supervi ses subordi nate

| evel professional, technical and/or clerical personnel.

Human Resources: Cassifies positions, advises on personnel
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actions, conducts enployee training, ensures conpliance with
recrui tnment and sel ection requirenments, investigates and/or
recommends action regardi ng enpl oyee conplaints and gri evances,
hears and renders decisions on grievances, advises enpl oyees on
enpl oyee benefit prograns in the context of and in conpliance
wi th applicable policies, procedures, collective bargaining
agreenents and/or practices; advises and interprets human
resource statutes, policies, procedures collective bargaining
agreenents, instructions and practices; conducts investigations,
anal yses, audits and studies (specific, special or large scale)
for the purpose of operations assessnent, conpliance-enforcenent,
staffing or human resource nanagenent/adm ni stration or for the
pronul gations, inplenentation and adm ni stration of human
resource policies, procedures and practices; negotiates
contractual provisions and nenoranda of agreenent; interprets
contractual provisions, negotiates grievance settlenents with
uni on representatives; plans, directs and supervi ses program
operations to include the devel opment, promnul gation,

i npl enentation, interpretation and mai ntenance of policies,
procedures, practices and systens; and supervi ses subordi nate

| evel professional and technical personnel.

Fi nanci al : Conpl etes, reviews, maintains, reconciles and audits
fiscal transaction reports, forms, requests, fiscal journals and
records in accordance with federal, state and University

requi renents; maintains and anal yzes fiscal transaction
information, chart of accounts, records and financial reports,
fiscal data relating to materials, |abor and overhead costs and
expendi tures, object codes, cost and control |edgers, registers,
journals and other related fiscal records; advises, interprets
and instructs on fiscal policies, procedures, instructions and
gui del i nes; prepares witten policies, reports, analyses,

adm ni strative procedures, instructions, guidelines,
interpretations, financial statenments, cost and val uation
reports, statenents of condition, year end adjusting and cl osing
entries, trial balances, draws on incone and exposure accounts
into incone statenments and enterprise funds and procurenent and
paynment docunents; allocates indirect costs by a variety of

al | ocati on bases; directs and manages the University’ s Bond
system projects in budget preparation, generation and accounting
of revenues, expenditure control and investnent strategy

i ncludi ng the eval uation of proposals, organizing refinancing
options and eval uati on and devel opnent of a capital inprovenent
proj ect budget; directs, manages and oversees a tax conpliance

i ncl udi ng the devel opment of institutional tax policy and
procedures, reconmendation of options and solutions to tax issues
and recomrendati on of policies and adm nistrative procedures and
operating practices; directs and manages fixed asset inventory
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managenent and control systens including the recordation of
acqui sitions, dispositions and transfer of equi pnent and real
property; plans, directs and supervi ses program operations to

i nclude the promul gation, inplenentation, interpretation and
mai nt enance of policies, procedures, practices and systens; and
supervi ses subordinate | evel professional, technical and/or
clerical personnel.

Audi ting: Plans, designs and conducts or supervises the conduct
of routine and special confidential financial and conpliance
studies and audits of programw th funds from vari ous sources,

wi th heavy cash flow or with highly conplex accounting features
and that require the conduct of a prelimnary survey, selection
of transactions to be tested, entry/exit conferences and issuance
of a formal report; evaluates and nakes recomendati ons on
internal accounting controls, procedures and adherence to
general |y accepted accounting principles and nmanagenent

practices; admnisters, directs and coordinates a financial and
conpliance audit program plans, directs and supervi ses program
operations to include the pronul gation, inplenentation,
interpretation and mai nt enance of policies, procedures, practices
and systens; and supervi ses subordinate | evel professional,
techni cal and/or clerical personnel.
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Legal Counsel *

(To Replace: UH Law Cerk, UH Legal Assistant and UH Loan
Litigation Specialist)

Career G oup Concept

The Legal Counsel Career G oup consists of positions that on
behal f of the University conduct or represent the University at
judicial and adm ni strative hearings and proceedi ngs, provide

| egal services and/or provides | egal advocacy services for the
Uni versity. Positions in the Career G oup range fromentry

| evel practitioner positions to positions of subject nmatter
experts and/ or program nanagers/adm nistrators with
responsibility to direct and oversee programatic poli cies,
program operations to include strategi c planning, program

devel opnent and service delivery.

Il lustrati ve Exanpl es of Wrk:

Note: The Illustrative Exanples of Wirk are intended to serve as
gui des - not absolute standards. A position may be assigned to
this Career G oup when it neets the Career G oup Concept and the
majority of the position’s work tinme is associated with the
performance of some of the described duties and responsibilities
performed by positions in the Career G oup.

Prepares and presents cases before quasi-judicial hearings
officers, arbitrators or other admnistrative judges;
participates in pre-trial conferences and proceedings in the
courtroom prepares drafts of court docunments such as
interrogatories, notices of depositions, and witness interviews;
provi des | egal advice and expl anation of |egal decisions,
opinions, rules or other legal materials to University officials;
prepares cases for court and/or adm nistrative hearings including
the collection, analysis and eval uati on of evidence for use by
attorneys in court; verifies and updates cited case | aws and

ot her legal authorities; interviews witnesses to verify evidence
and elicits information in preparation for cases; nonitors
conpliance to decisions, stipulations and orders; researches,
prepares and files conplaints, briefs, notions and pl eadi ngs
before Small Cains, District and Grcuit Courts on matters
relating to student | oans and such actions associated thereto to
i ncl ude bankruptcy and col |l ection; prepares di scovery pl eadi ngs
and ot her pl eadings such as requests for production, subpoenas,
notions to conpel and notions for protective order; researches
and drafts | egal opinions; negotiates out-of-court settlenment on
behal f of the University; plans, directs and supervi ses program
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operations to include the pronul gation, inplenentation,
interpretation and mai nt enance of policies, procedures, practices
and systens; and supervi ses subordi nate | evel professional,

techni cal and/or clerical personnel.
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Research Support*

(To Replace: UH Research Associate |-VlI, UH NVR-Mass
Spectronet er Technician, UH NVR-Mass Spectroneter Facilities
Manager, UH Cbservatory Superintendent,

UH Hal eakal a High Altitude Site Superintendent,

UH El ectronics Technician I-11,

UH Cbservatory Technician I-11, UH Cbhservatory Research
Techni ci an, UH Cbservatory Crew Chief, UH Cbservatory Forenan
UH Laser/El ectro-QOptical Technician I-11, UH Scientific
| nstrument Technician I-111,

UH Scientific d assbl ower, UH Comuni cati ons Supervi sor, and
UH Mari ne Laboratory Supervisor)

Career G oup Concept

The Research Support Career G oup consists of positions that
provi de support services to research prograns, e.g., astronony,
chem stry, physics, biology, botany and other research fields and
endeavors. Positions in the Career Goup range fromentry |evel
practitioner/technician positions to positions of subject matter
and/ or technical experts and/ or program nmanagers/ adm nistrators
with responsibility to direct and oversee progranmatic policies,
program operations to include strategi c planning, program

devel opnent and service delivery.

[l lustrati ve Exanpl es of Wrk:

Note: The Illustrative Exanples of Wirk are intended to serve as
gui des - not absolute standards. A position may be assigned to
this Career G oup when it neets the Career G oup Concept and the
majority of the position’s work tinme is associated with the
performance of some of the described duties and responsibilities
performed by positions in the Career G oup.

Research: Prepares sanples for chem cal analysis; conducts and
records results of analysis; conducts literature reviews, library
searches and researches data sources; collects data and/or

sanpl es, classifies, catal ogs, nmaintains collection information,
processes speci nens and charts/ graphs data coll ected; nonitors
experinments in progress, collects data and conducts tests in
accordance wth established experinental protocols; prepares,

cl eans, maintains, calibrates and operates | aboratory and
experinmental testing equi pment and apparatus for the purpose of
conducting and recording results of anal yses; conducts interviews
and/ or makes observations and collects data from psychol ogi cal ,
soci ol ogi cal , | anguage or education experinents, tests and
studi es invol ving human subjects; conpletes all admnistrative
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and techni cal arrangenents for research experinments or projects;
perfornms autopsies and surgical procedures on research ani nals;
supervi ses and/or provides the care and feeding of |aboratory
ani mal s; executes personal conputer based progranms of conplex
scientific and mat hemati cal data anal yses; executes and/ or
supervi ses scientific data reductions and anal yses for a conplete
research project requiring considerabl e i ndependent
interpretation of research data; designs, fabricates, operates
and mai ntai ns sophisticated research equi pnment; assists and/or
desi gns and prepares research projects and proposals; wites,
proofreads, edits or assists in the witing of manuscripts,
final research reports and findings for publications; plans,

di rects and supervi ses program operations to include the

pronmul gation, inplenentation, interpretation and nmai nt enance of
policies, procedures, practices and systens; and supervi ses
and/or trains professional, technical and/or clerical personnel.

Program and/or Facility Managenent and Admi nistration: Plans,
manages and adm ni sters the operations/ mai ntenance of a research
facility, e.g., Haleakala H gh Altitude Site; oversees site
characterization studies relating to the neteorol ogical and

el ectromagneti c properties; devel ops short and | ong term pl ans
that may include identification of goals and objectives for
progranms and/or facilities operations and nanagenent, operating
budget s, operations/ nai ntenance plans, instrunmentation

devel opnent / upgr ades, maj or repairs, maintenance and capital

i mprovenents; plans, directs and supervi ses program operations to
i nclude the promul gation, inplenentation, interpretation and

mai nt enance of policies, procedures, practices and systens; and
supervi ses subordinate | evel professional, technical and/or
clerical personnel.

Techni ci an: Desi gns, devel ops, fabricates, constructs, nodifies,
rebuilds, calibrates and recalibrates, operates, overhauls and/or
repairs a variety of research, scientific |aboratory, glass,

t el escope and observatory sensing equi pnment, hyperbaric chanber
rel ated equi pnent and el ectro-optical devices, e.g., lasers, that
may be based on nodels crafted fromwood, plastic and ot her
materials with specific pieces of equi pnent being highly conpl ex,
state-of-the-art with mnimal margins for error; prepares rough
and finished sketches and blue prints; prepares cost estimates
and requi sitions authorized supplies, tools and materials and
stocks replacenent parts; trains students, faculty and speci al

i nvestigators in correct and specialty procedures in the use of
instrunments and data interpretation; supervises and nanages the
operations of an scientific instrunent devel opnent and
fabrication shop involving the maki ng of work assignnents and
specification of target conpletion dates, review of subordinate
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technicians work to insure conpliance with design specifications,
supervi sion of the fabrication of very sophisticated and highly
conpl ex equi pnent, planning and executing the shop’ s annual
operating budget and nai ntai ning an appropriate inventory of
supplies, materials and replacenent parts; supervises the
operations of a conmuni cations center between the University and
renmote stations and shi pboard research personnel that requires
the repair and mai nt enance of conmuni cati ons equi pnent,

di ssem nati on of nmessages received and transm ssion of messages;
supervi ses the operations of a marine science |aboratory with
responsibility for the maintenance and repair of |aboratory

buil dings, facilities and equi pnent including the plunbing,

el ectrical and refrigeration systens and associ ated punps,
conpressors, boats, notors, diving gear, photographic equi pnment
and el ectroni c nmeasuring equi pnment; supervise custodial and
contract mai ntenance workers; serves as on-site safety officers;
oper at es and/ or supervises the operations of tel escopes and
associ ated conputer control and data recordi ng systens; plans,
schedul es and supervi ses an observatory crew in the operations
and mai nt enance of a observatory facility, facility support

equi pnent, tel escopes and associ at ed observatory i magi ng

equi pnent; constructs, nodifies and repairs a variety of el ectro-
optical devices, e.g. lasers, pocket cell, node |ockers, doubling
crystals and cooling systens; and supervises and/or directs the
wor k of subordinate technical, clerical, student personnel or
skilled trades person
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Acaden ¢ Support*

(To Replace: UH Agricultural Product Specialist, UH Agricultural
Program Pl anni ng Speci alist, UH Agricultural Diagnostic Service
Center Manager, UH Machinist I-11,

UH Educational Specialist I-1V (11-nonth), UH Educati onal
Specialist I-111 (9-nonth) and
UH Educational & Acadeni c Support Specialist (9 and 11-nonth))

Career G oup Concept

The Academ c Support Career G oup consists of positions that
provi de support services to academ c prograns including but not
l[imted to chem stry, physics, nedicine, psychol ogy, biology,
astronony, botany, agriculture, m crobiol ogy, sociology,
education and ot her academ c and research fields. Positions in
the Career Group range fromentry |evel practitioner/technician
positions to positions of subject matter and/or technical experts
and/ or program managers/ admnistrators with responsibility to
di rect and oversee progranmatic policies, program operations to
i ncl ude strategi c planning, program devel opment and service
del i very.

[l lustrati ve Exanpl es of Wrk:

Note: The Illustrative Exanples of Wirk are intended to serve as
gui des - not absolute standards. A position may be assigned to
this Career G oup when it neets the Career G oup Concept and the
majority of the position’s work tinme is associated with the
performance of some of the described duties and responsibilities
performed by positions in the Career G oup.

Agricultural: Develops agriculture seed inventories involving
adm ni stering contracts wth external product devel opers; plans
for field preparation; supervises the culture and mai nt enance of
pl ants; markets and distributes of products; evaluates the
productivity of agricultural research projects; admnisters and
manages the Agricultural Diagnostic Service Center involving
directing all adm nistrative aspects of the center, devel opi ng
initiatives and efforts to expand programwith the intent to
expand service to the agricultural comunity; designs and

i npl ements prograns to generate revenues and overseei ng al
techni cal aspects of the center; plans, directs and supervises
program operations to include the promnul gation, inplenentation,
interpretation and mai ntenance of policies, procedures, practices
and systens; and supervi ses subordi nate | evel professional,
techni cal and/or clerical personnel.

Machi ni st: Designs, fabricates, assenbles, maintains and repairs



A9. 210

Page 67
nmetal parts, tools, conponents and equi pnent using a variety of
machi ni st tools and equi pnent, e.g., |lathes, shapers, mlling
machi nes, drill presses, etc.; collaborates with faculty nenbers

and research assistants in the construction of |aboratory
apparatus and rel ated equi pnment requiring the application of
aspects of other trades skills, i.e., welding, carpentry and

el ectronics in addition to the primary machinist skills; repairs
and mai ntai ns shop equi pnent, e.g., replaces shafts, bearings,
bushi ng, belts, etc.; nmakes estimtes of jobs; and supervises
and/ or directs the work of subordinate technical, clerical,
student personnel or skilled trades person.

Techni ci an: Desi gns, devel ops, fabricates, constructs, nodifies,
rebuil ds, calibrates and recalibrates, operates, overhauls and/or
repairs a variety of research, scientific |aboratory, telescope
and observatory sensing equi pnent, hyperbaric chanber rel ated
equi pnent and el ectro-optical devices, e.g., |lasers, that nay be
based on nodels crafted fromwood, plastic and other naterials
wi th specific pieces of equi pment being highly conpl ex, state-of-
the-art with mnimal nmargins for error; prepares rough and

fini shed sketches and blue prints; prepares cost estimtes and
requi sitions authorized supplies, tools and naterials and stocks
repl acenent parts; trains students, faculty and speci al
investigators in correct and specialty procedures in the use of
instrunments and data interpretation; supervises and manages the
operations of an scientific instrunent devel opnent and
fabrication shop involving the maki ng of work assignnents and
specification of target conpletion dates, review of subordinate
techni cians work to insure conpliance with design specifications,
supervi sion of the fabrication of very sophisticated and highly
conpl ex equi prent, planning and executing the shop’s annual

oper ati ng budget and nmai ntai ning an appropriate inventory of
supplies, materials and replacenent parts; supervises the
operations of a conmuni cations center between the University and
renmote stations and shi pboard research personnel that requires
the repair and mai nt enance of conmuni cati ons equi pnent,

di ssem nati on of nmessages received and transm ssion of messages;
supervi ses the operations of a marine science |aboratory with
responsibility for the maintenance and repair of |aboratory
bui l dings, facilities and equi pnent including the plunbing,

el ectrical and refrigeration systens and associ ated punps,
conpressors, boats, notors, diving gear, photographic equi pment
and el ectroni c measuring equi pnment; supervise custodial and
contract mmi ntenance workers; serves as on-site safety officers;
oper at es and/ or supervi ses the operations of telescopes and
associ ated conmputer control and data recordi ng systens; plans,
schedul es and supervi ses an observatory crew in the operations
and mai nt enance of a observatory facility, facility support

equi pnent, tel escopes and associ at ed observatory i magi ng
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equi pnent; constructs, nodifies and repairs a variety of el ectro-
optical devices, e.g. lasers, pocket cell, node |ockers, doubling
crystals and cooling systens; and supervises and/or directs the
wor k of subordinate technical, clerical, student personnel or
skilled trades person

Educati onal Support: Prepares tape recordings for class use;

mai ntains a library of instructional or resource materials; may
instruct in subject natter area; nmintains and operates

i nstructional equiprment; instructs students on the use of
instructional materials, procedures and practices; serves as a
librarian for a research program or special collection; assists
in the developnment, organization and provision of staff

devel opnent activities; plans, directs and supervi ses program
operations to include the pronul gation, inplenentation,
interpretation and mai nt enance of policies, procedures, practices
and systens; directs and/or coordi nates specialized community
service or other education prograns, e.g., Conversational English
Program Advanced Managenent Program Coll ege Qpportunities
Program or other simlar prograns, involving program

i npl enentation and adm nistration, e.g., designs program
activities, recruits program participants, prepares program
budget or grant requests, adm nisters receipt and expenditure of
funds, prepares reports and other program adm nistrative

requi renents, devel ops programrelated materials and resources
associated with the program coordinates program activities,
conpi |l es and eval uates data; serves as liaison to faculty
nmenbers; adm ni sters an educational support service function,
e.g., interviews prospective instructors and non-faculty

enpl oyees; plans, directs and supervi ses program operations to

i nclude the promul gation, inplenentation, interpretation and

mai nt enance of policies, procedures, practices and systens; and
supervi ses subordinate | evel professional, technical and/or
clerical personnel.
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| nstructional and Student Support?*

(To Repl ace: UH Educational Associate I-VI (9 and 11-nonth),
UH Early Chil dhood Specialist I-V (9 and 11-nonth),
UH St udent Services Specialists I-1V, UH Student Services
Specialist Il (9-nmonth), and
UH Educati onal and Acadenic Support Specialist (9 and 11-nonth))

Career G oup Concept:

The Instructional and Student Support Career G oup consists of
positions that provide (a) professional |evel education work in
t eachi ng, curricul um devel opnent, curricul um eval uati on, teacher
trai ning, special programparticipation ranging frominfant,
toddl er or pre-school levels to secondary school |evels, (b)

adm ni strative support and/or inplenment educational program
support service activities and services for students that are

i nt ended and designed to increase and enhance the | earning and
student experience or (c) provides student support services,
e.g., pharmaceutical or nedical technol ogy support. Positions
may require a professional certificate in the appropriate subject
field. Positions in the Career Goup range fromentry |evel
practitioner positions to positions of subject matter experts
and/ or program managers/ admnistrators with responsibility to
di rect and oversee progranmatic policies, program operations to
i ncl ude strategi c planning, program devel opment and service
del i very.

Il lustrati ve Exanpl es of Wrk:

Note: The Illustrative Exanples of Wirk are intended to serve as
gui des - not absolute standards. A position may be assigned to
this Career G oup when it neets the Career G oup Concept and the
majority of the position’s work tinme is associated with the

per formance of some of the described duties and responsibilities
performed by positions in the Career G oup.
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Teaching and Instruction: Provides for the care, education and
supervi sion of a groups of young children involving the

mai nt enance of an environnent that is healthy, safe, pleasant,
and directed towards enhancing children’s growh and devel opnent;
supervises children’s daily routines such as toileting,
nmeal s/ snacks, and naptine; plans, prepares, and inplenents

cl assroom and pl ayground curriculumactivities designed to
pronote social, enotional, physical and cognitive growh and
devel opnent; participates in the evaluation of curriculum and
courses taught; devel ops, nodifies or adds to curricul um content,
nmet hodol ogy and materials; plans and conducts instruction and

t eacher training workshops and in-service education prograns as
wel | as teaching regular and experinental classes in one or nore
di sci plines and that involves teacher training and gui dance;

nmoni tors, observes, and collects field data from pilot school s;
conducts instruction and instruction related research, wites
materials for inclusion in curriculum gui des and textbooks and
prepares or participates in the preparation of grant proposals;
pl ans, prepares and conducts informational, educational and
progress report briefings and workshops for parents; conducts
devel opnent al screening of children, recomends referrals and
prepares individualized educational plans for children with
speci al needs; plans, directs and supervi ses program operations
to include the promul gation, inplenentation, interpretation and
mai nt enance of policies, procedures, practices and systens; and
supervi ses subordinate | evel professional, technical and/or
clerical personnel.

Student Services: Directs progranms and/or provides direct student
counsel ing services and other support services in regards to
student school and personal problens, career interests and
vocational goals, financial aid prograns, veteran s educati onal
and assi stance prograns, placenent and standardi zed testing,

wor k- st udy prograns, specialty progranms, e.g., KOKUA (disabl ed)
TRI O or COP (di sadvantaged) and tutoring services; participates
in organizing and/or directing a variety of student service
support programactivities, e.g., student recruitnent,
orientation progranms, registrar support services including
interview ng students, intranural prograns, eval uating student
records, advising and/or supervising the inplenentation of

adm ssion policies for foreign students, managi ng registrar
activities, conducting parent neetings, dissem nating
information, assisting in the selection of student advisors,
coordi nating student activities, e.g., visitation prograns;
directs and supervises the inplenentation of registration,

adm ssi ons and/or student enpl oynent prograns that includes
responsibility for the devel opnent, interpretation and advi sing
on policies, procedures, instructions and guidelines as they
relate to adm ssions, records mai ntenance and nmanagenent or
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student enpl oynent; conducts research, anal yses and studi es of
student data for trend identification and forecasting purposes;
i npl enents and/ or supervi ses a placenent testing program plans,
di rects and supervi ses program operations to include the

pronmul gation, inplenmentation, interpretation and nmai nt enance of
policies, procedures, practices and systens; and supervi ses
subordi nate | evel professional, technical and/or clerical

per sonnel .
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Medi a Desi gn and Producti on*

(To Replace: UH Graphic Artist I-111, UH Theater Technician I-1I1,
UH Medi a Techni cal Support Specialist, UH Media Specialist |-V,
)

Career Group Concept:

The Medi a Design and Production Career G oup consists of
positions that provide support to and/or managenent of nedia,
exhi bit and production services including graphic arts, theater
production, costume design/construction, digital imaging, graphic
conmuni cations, fabrication and mai ntenance of exhibits,

mul ti medi a productions and di stance | earning, digital inmaging
and/ or provision of television, film audio visual and video
services. Positions in this Career G oup range fromentry |evel
practitioner positions to positions of subject matter experts
and/ or program rmanager s/ adm nistrators with responsibility to

di rect and oversee progranmatic policies, program operations to
i ncl ude strategi c planning, program devel opment and service
del i very.

Il lustrati ve Exanpl es of Wrk:

Note: The Illustrative Exanples of Wirk are intended to serve as
gui des - not absolute standards. A position may be assigned to
this Career G oup when it neets the Career G oup Concept and the
majority of the position’s work tinme is associated with the
performance of some of the described duties and responsibilities
performed by positions in the Career G oup.

Graphic Arts: Creates, designs and produces draw ngs, charts,
graphs, diagrans, sketches, conputer animation, video tapes and
audi o visual products, utilizing traditional techniques; designs,
constructs and produces displays, exhibits, and interior |ayouts;
| ays out, designs and finishes a variety of art, graphics and
medi a publications involving selecting and pl aci ng body type,
headi ngs, photographs, and illustrations; plans, directs and
supervi ses program operations to include the pronul gation,

i npl enmentation, interpretation and mai ntenance of policies,
procedures, practices and systens; and supervi ses subordi nate

| evel professional, technical and/or clerical personnel.

Theater Arts: Designs and constructs sets, theater stages,
scenery and properties, sets up sound and staging requirenents;
desi gns and produces costunes; runs |ighting and sound systens
during events; coordinates the ordering or purchase of costunes,
suppl i es and equi pnent; plans, directs and supervi ses program
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operations to include the pronul gation, inplenentation,
interpretation and mai nt enance of policies, procedures, practices
and systens; and supervi ses subordi nate | evel professional,

techni cal and/or clerical personnel.

Mul ti-media: Creates, designs and produces a variety of graphic
art work utilizing traditional techniques or with the assistance
of conputer based desktop publishing or other software; directs
and produces video progranm ng invol ving determ ning program
format, setting production schedules, witing scripts, preparing
story boards, editing video, and managi ng post-production
activities; trains faculty and staff in the operation and care of
a variety of multi-nedia equi pnent; coordinates the progranm ng
of interactive television, cable access, conpressed video,
satellites and other interactive video services; directs and
manages a cable television station or nultinmedia education
center; plans, directs and supervi ses program operations to

i nclude the promul gation, inplenentation, interpretation and

mai nt enance of policies, procedures, practices and systens; and
supervi ses subordinate | evel professional, technical and/or
clerical personnel.
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Physi cal Pl ant Managenent *

(To Replace: UH Auxiliary & Facilities Services Oficer |-VI,
UH Auxiliary Services Manager, UH Faculty Housing Oficer,
UH Dormtory Resident Manager and UH Student Housi ng Coordi nat or

I-11)
Career G oup Concept

The Physical Plant Managenment Career G oup consists of positions
t hat supervise and nanage the delivery of a variety of auxiliary
support services, e.g., parking, telecomunications, facilities
managemnment and mai nt enance support services and in sone instances
adm ni ster programs relating to facilities. Positions in the
Career Group range fromentry level practitioner positions to
positions of subject matter experts and/or program
manager s/ adm ni strators with responsibility to direct and oversee
programmatic policies, programoperations to include strategic

pl anni ng, program devel opnent and service delivery.

Il lustrati ve Exanpl es of Wrk:

Note: The Illustrative Exanples of Wirk are intended to serve as
gui des - not absolute standards. A position may be assigned to
this Career G oup when it neets the Career G oup Concept and the
majority of the position’s work tinme is associated with the

per formance of some of the described duties and responsibilities
performed by positions in the Career G oup.

Facilities Operations: Supervises through subordinate |evel
supervi sors or working supervisors skilled trades and bl ue coll ar
personnel in the provision of auxiliary and/or facilities support
services in an assigned field; assists in programadm nistration,
operati ons and managenent to include the conduct of

i nvestigations, special studies and preparation of anal yses and
reports relating to facilities and their maintenance and
operations involving the auditing of docunents, operations data,
files and reports for technical review purposes and to ensure
conpliance and for trend anal ysis purposes; plans, organi zes and
directs the provision of auxiliary and/or facilities service
support activities; schedules facilities operations, assignnments,
usage, personnel and managenent of auxiliary or facilities and
associ at ed support services; advises and interprets the
application of laws, rules, regulations and procedures; sets
operating performance standards and nonitors for conpliance;

pl ans, organizes and directs auxiliary or facilities prograns or
services involving the devel opnment of adm nistrative procedures
and requirenents, insuring conpliance with broadly stated
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policies and coordination with established personnel, fiscal and
budget policies and procedures and requirenents; and supervises

subordi nate | evel professional, technical, skilled trades, blue

collar and clerical personnel.

Facul ty Housi ng: Recommends policies and procedures to adm nister
the University’'s faculty housing program prepares short and | ong
termfinancial plans relating to the program based on eval uati on
of the program s budget and fiscal operations; devel ops policies
and procedures for the recording and reporting of financial
transacti ons whil e nmaintaining appropriate accounting, reporting
and internal financial control systens; plans and directs the
adm ni stration of the financial assistance program eval uates,
anal yzes and revises cost, financial, internal control, down
paynent and nortgage assi stance prograns; plans, directs and
supervi ses program operations to include the promul gation,

i npl enentation, interpretation and nmai ntenance of policies,
procedures, practices and systens and supervi ses subordi nate

| evel professional, technical and/or clerical personnel.

St udent Housi ng: Pl ans, organi zes, coordi nates and/or nanages
student residence prograns that may include responsibility for
supervising billing and accounting operations; directs and

supervi ses housekeepi ng and nai nt enance operations; secures goods
and services relating to residence hall operations; coordinates
residence hall programactivities with other University student
activities; counsels students; prepares and executes operating
budgets and manages student governnent house fees and activities;
pl ans, directs and supervi ses program operations to include the
promul gation, inplenmentation, interpretation and mai nt enance of
policies, procedures, practices and systens; and supervi ses
subordi nate | evel professional, technical and/or clerical
personnel .
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Facilities Planning and Desi gn*
(To Replace: UH Engineer I-111, UH El ectronics Engineer |-1I
UH Mechani cal Engineer |-11, UH Registered Engineer I-11, UH
Architect I-11,
UH Regi stered Architect I-1l1 and UH Facilities Planner |-11)

Career Group Concept:

This Facilities Planning and Design Career G oup consists of

prof essionals that are responsible for the planning, design,
renovati on, construction, and rmanagenent/review of plans and
speci fications of specialized engi neering projects, construction
and/or alteration of buildings, facilities or equipnent. Wrk nmay
require the possession of a license in the field of specialty
(e.g., electrical, mechanical, etc.) or an architect |icense as a
prof essional architect. Positions in the Career G oup range from
entry level practitioner positions to positions of subject matter
experts and/ or program nanagers/adm nistrators with
responsibility to direct and oversee programmatic poli cies,
program operations to include strategi c planning, program

devel opnent and service delivery.

Il lustrati ve Exanpl es of Wrk:

Note: The Illustrative Exanples of Wirk are intended to serve as
gui des - not absolute standards. A position may be assigned to
this Career G oup when it neets the Career G oup Concept and the
majority of the position’s work tinme is associated with the
performance of some of the described duties and responsibilities
performed by positions in the Career G oup.

Engi neeri ng: Def i nes, designs, constructs, maintains and

anal yzes a wde variety of electrical and mechani cal devices,
systens, mmjor system conponents, scientific instrunents, new
bui | di ngs and renovations; reviews engi neering plans and
specifications and coordi nates project/work activities with sub-
contractors and University personnel; prepares cost estimtes and
bi d docunents; eval uates equi pnent and material replacenent needs
and staffing requirements; establishes and enforces quality
assurance procedures; reviews architectural designs for
conformty wth requirenents and overall budget; recommends
and/ or approves changes or revisions to designs, blueprints,
specifications and work scheduling while insuring plans and
specifications are in conpliance wth codes, university standards
and state requirenents and recommends changes as necessary;
prepares budget estimtes for major and | ong range projects

i ncl udi ng environnental inpact studies; prepares and revi ews
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technical reports and project data for accuracy, adequacy,
validity, etc. for conformance to policies, regul ations,

consi stency of test results and feasibility; reconmends priority
and duration of project periods; plans, directs and supervises
program operations to include the promul gation, inplenentation,
interpretation and mai nt enance of policies, procedures, practices
and systens; and supervi ses subordi nate | evel professional,

techni cal and/or clerical personnel.

Facilities Design and Construction: Formul ates short and | ong
range space requirenents; plans, schedul es and adm ni sters the
work in the devel opnent of the physical facilities of a campus or
canmpuses; converts data to physical space requirenments and
transl ates space requirenents into planning program makes
prelimnary and final working drawi ngs and specifications for
alterations; participates in the design, devel opment and review
of plans and specifications for construction, alteration, ngjor
repairs or capital inprovenment projects, including those from
consul tants and/ or contract architects or engineers; participates
in preparing and devel opi ng detail ed specifications and cost
estimates for proposed construction or alterations of buildings;
revi ews and approves designs, plans and specifications prepared
by other unlicensed staff; serves as technical consultant on
architectural matters for the university; nmakes final inspection
of alteration and renovation projects perfornmed by outside
contractors and recommends final paynent; plans, directs and
supervi ses program operations to include the promul gation,

i npl enentation, interpretation and nmai ntenance of policies,
procedures, practices and systens and supervi ses subordi nate

| evel professional, technical and/or clerical personnel.
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Allied Health and Saf et y*

(To Replace: UH Environnental Safety Specialist |-V, UH
Hyper bari ¢ Chanber Technician, UH Pharnmacist, and UH Medi cal
Technol ogi st)

Career G oup Concept:

The Environnental Health and Safety Career G oup consists of
positions that perform and/or oversee investigations, audits or
i nspections of structures, facilities, operations, processes,
records, equi pnent and devi ces, use of dangerous substances or
fire safety. Positions enforce operational constraints, |aws,
policies, and regulations for the general welfare and safety of
t he public or reduce the incidence and inpact of economc crine
and i ncrease consuner awareness. Positions in the Career G oup
range fromentry |l evel practitioner positions to positions of
subject matter experts and/ or program nmanagers/adm nistrators
with responsibility to direct and oversee programatic policies,
program operations to include strategi c planning, program

devel opment and service delivery.

Il lustrative Exanpl es of Wrk:

Note: The Illustrative Exanples of Wirk are intended to serve as
gui des - not absolute standards. A position may be assigned to
this Career Goup when it neets the Career G oup Concept and the
majority of the position’s work tinme is associated with the
performance of sonme of the described duties and responsibilities
performed by positions in the Career G oup.

Conducts inspections of canmpus operations and facilities for
conpliance with Hawaii Occupational Safety and Health Law ( HOSHL)
Standards and fire safety codes and standards; collects sanples
for analysis, operates radiation detectors and interpret

readi ngs, perforns decontam nation of radiation spills; conducts
tests of sanples and prepares witten reports sumrari zing the
results and observations of inspections and nakes recomendati ons
based on observations and application of standards, codes and
regul ati ons; establishes and coordi nates a conprehensive safety
program mai ntai ns and/ or supervi ses the maintenance of records
of personnel working with harnful materials; devel ops and
conducts relevant safety training sessions; plans, directs and
supervi ses program operations to include the pronul gation,

i npl enentation, interpretation and mai ntenance of policies,
procedures, practices and systens; and supervi ses subordi nate

| evel professional, technical and/or clerical personnel.
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Hyper bari ¢ Chanber QOperations: Operates, designs, constructs,
nodi fies, inspects, nmaintains and trains subordinates in the
operation of hyperbaric chanber used in energency diver
deconpressi ons and hyperbaric treatnment research; certifies

di vers and tests and recalibrates diving equiprment in conpliance
wi th diving protocols, safety manuals and OSHA requirenents;
serves as technical consultant on hyperbaric chanber operations
and energency di ver deconpression protocols; plans, directs and
supervi ses program operations to include the promul gation,

i npl enentation, interpretation and nmai ntenance of policies,
procedures, practices and systens; and supervi ses subordi nate

| evel professional, technical and/or clerical personnel.

Pharnmacy: Interprets prescriptions, conputes dosage, fills
prescriptions by wei ghing m xing and conpoundi ng drugs; plans,
organi zes and mai ntai ns pharmacy services including the

requi sition, storage, physical inventorying of supplies and

i npl enentati on of procedures to conply with Iaws, rules and
regul ations relating to the dispensing of drugs; devel ops,

i npl ements and ensures conpliance of policies and procedures
regardi ng the control procedures of controlled substances;

advi ses physicians and clients on drugs, dosage, toxicity, side
effects, stability and inconpatibilities; plans and conducts
continui ng education of clinic staff and patients; plans, directs
and supervi ses program operations to include the pronul gation,

i npl enmentation, interpretation and mai ntenance of policies,
procedures, practices and systens; and supervi ses subordi nate

| evel professional, technical and/or clerical personnel.

Medi cal Testing: Conducts and/or supervises the conduct of a
variety of serological, bacteriological and biochem cal

exam nations and tests and evaluates results for di sease or
conparison to established standards; establishes and nonitors the
mai nt enance of | aboratory procedures and practices that ensure
gqual ity and accuracy; naintains operational data used in the

eval uation of |aboratory operations and requirenents; prepares a
variety of culture nedia, stains and other testing materials;

mai ntains a variety of nedical |aboratory testing equipnent;
prepares technical reports on |laboratory testing operations from
| aboratory mai ntai ned data; conducts in-service training; plans,
di rects and supervi ses program operations to include the

promul gation, inplementation, interpretation and mai ntenance of
policies, procedures, practices and systens; and supervises
subordi nate | evel professional, technical and/or clerical

per sonnel .
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At hl eti cs*

(To Replace: UH Athletic Equi prent Manager |-11
UH Certified Athletic Trainer 1-111, UH Athletic Conpliance
Coordi nator, and UH Athletic Box Ofice Manager)

Career G oup Concept

The Athletics Career Goup consists of positions that provide
support services to the intercollegiate athletics programthat
may i nvolve adm nisters i mrediate nmedical treatnment to injured
at hl et es, mai ntenance, procurenent, inventorying and stocking a
wi de variety of athletic equipnent and supplies associated with
an intercollegiate athletic program or pronoting, marketing
athletic events, directing box office operations, and

adm nistering institutional athletic program conpliance with
institutional, athletic conference and National Collegiate
Athletic Association rules and regulations . Current |icensing
by the State of Hawai ‘i and/or registration with a accredited
pr of essi onal organi zation/board may be required for somne
positions. Positions in the Career Goup range fromentry | evel
practitioner positions to positions of subject matter experts
and/ or program rmanager s/ adm nistrators with responsibility to
di rect and oversee progranmatic policies, program operations to
i ncl ude strategi c planning, program devel opment and service
del i very.

[l lustrati ve Exanpl es of Wrk:

Note: The Illustrative Exanples of Wirk are intended to serve as
gui des - not absolute standards. A position may be assigned to
this Career G oup when it neets the Career G oup Concept and the
majority of the position’s work tinme is associated with the

per formance of some of the described duties and responsibilities
performed by positions in the Career G oup.

Sports Injury Treatnment: Admnisters imedi ate nmedi cal treatnent
to athletes who receive injuries associated with athletic sport
activities; assesses the extent of injury to determne if
referral should be made to a |icensed nedical doctor and to
ensure that the athlete is not further injured; prepares

i ndividualized rehabilitation/treatnment plans for injured

athl etes and mai ntains student health records; counsels and

advi ses athl etes and coaches in reducing injuries, proper
nutrition, weight control and personal hygiene; admnisters first
aid as may be required; consults with physician on treatnent and
t herapy plans; participates in programadm nistration including
the preparation of program budgets; directs, nmanages or assists
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in the managenent of the daily operations of an athletic training
program plans, directs and supervi ses program operations to

i nclude the promul gation, inplenentation, interpretation and

mai nt enance of policies, procedures, practices and systens and
supervi ses subordinate | evel professional, para-professionals,
student, trainee, technical and clerical personnel.

Equi prent Managenent: Maintains, repairs, orders and stocks

athl etic equi pnent and supplies for various sports; insures that
all equipnment issued is in a safe and operabl e condition and
properly fitted to protect the athlete; nakes mnor repairs and
adj ustments to equi pnent; establishes and mai ntai ns an equi pnent
inventory system prepares or assists in the preparation of
budget requests for supplies, new or replacenent equi pment, costs
for repairs; prepares, processes and nai ntai ns docunentation and
records in accordance with established procedures; consults and
coordi nates with coaches in the provision of protective equi pnment
as requested; plans, directs and supervi ses program operations to
i nclude the promul gation, inplenentation, interpretation and

mai nt enance of policies, procedures, practices and systens; and
supervi ses subordinate | evel professional, technical and/or
clerical personnel.

Pronoti ons, Marketing & Box O fice Qperations: Plans, devel ops,

i npl ements and coordi nates a pronotional, public relations and
fund-raising programin association with University or University
affiliated organi zations, e.g., athletic booster clubs, while
ensuring that the organi zations conply with applicable University
and external agency, e.g., National Collegiate Athletic
Association, policies, rules and regul ations regarding the

organi zation’s support and participation; devel ops, pronotes and
negoti ates marketing plans designed to increase attendance,

retail sales and comunity; plans, organizes and directs box

of fice adm ni stration and operations; plans, directs and

supervi ses program operations to include the pronul gation,

i npl enmentation, interpretation and mai ntenance of policies,
procedures, practices and systens and supervi ses subordi nate

| evel professional, technical and/or clerical personnel.

At hl etic Program Conpli ance: Devel ops, reviews policies and
procedures regarding athletic program conpliance; nonitors
conpliance and serves as athletic programcontact with regulating
agenci es; advises athletic adm nistrators, coachers, staff
menbers and student-athletes with regard to eligibility,
recruitnment and financial aid rules; organizes and adm ni sters a
conpl i ance program oversees and nonitors recruiting procedures;
nmonitors student-athlete transcripts and schedul es for
satisfactory progress and eligibility and graduation rates;
performance conpliance audits; plans, directs and supervises
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program operations to include the promul gation, inplenentation,
interpretation and mai nt enance of policies, procedures, practices
and systens and supervi ses subordi nate | evel professional,

techni cal and/or clerical personnel.

* NOTE: Due to the broad range of jobs contained within the

Adm ni strative, Professional and Technical (APT) Career G oupings,
prograns may elect to use two acknow edged titles. The official title
of the position, a generic title (e.g., Institutional Support) often
used on docunents and reports generated by the University and the
working title. The working title is unique to the position and/or
departnent and serves to describe the job in greater detail.

Exanpl es of Working Titles:

Oficial Title (Career G oup) Wrking Title Exanple
I nstitutional Support Adm nistrative Oficer
Enterprise Operations Bookst or e Manager

Research Support Research Associ ate
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| NFORVATI ON TECHNOL OGY

Career G oup Concept:

The Information Technol ogy Career Group is characterized by
posi ti ons which provide professional information technol ogy

| eadershi p and support services for the system canpus, coll ege,
unit or programon a variety of existing and energing information
technologies. A position in this career group serves as a
generalist or specialist in one or nore of the follow ng
specialty areas:

Mul ti-user System Adm nistration
System Anal ysi s and Devel opnent

Dat abase Managenent and Admi ni stration
User Techni cal Support and Consultation
Mul ti medi a Devel opnent

Net wor ki ng

Work involves the application of appropriate standards,

conpet enci es and practices in accordance with industry standards
and guidelines. The evolving technol ogies are researched,

eval uated and adapted to the appropriate canpus, college, unit or
program as appropri ate.

Il lustrative Exanpl es of Wrk:

Note: The “Illlustrative Exanples of Wrk” are intended to serve
as guides — not absolute standards. A position may be assigned

to this Career G oup when it neets the Career G oup Concept and

the majority of the position’s work time is associated with the

performance of some of the described duties and responsibilities
performed by positions in the Career G oup.

Mul ti-user System Adm nistration: Manages multiple systens;
eval uat es new technol ogi es for | ong-range pl anni ng; specifies
techni cal requirenents and possesses authority to allocate
resources; sets up and maintains security, enmmil, network
services, etc.; devel ops and mai ntains technical standards,
docunent ati on, user guidelines, etc.; nonitors system

per f ormance; custom zes operating systemto neet project
requirenents.

System Anal ysi s and Devel opnent: Mbdifies undocunented software,
applications and tools; provides |ogical process designs and data
structures for new systens; defines interface specifications to

integrate with system design; translates project, user and system
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specifications into programmi ng requirenments involving conpl ex
dat a exchange anong mul ti ple prograns and/ or requiring

sophi sticated program | ogi c; devel ops reusabl e software nodul es;
devel ops software test procedures; establishes programm ng
standards and conventi ons.

Dat abase Managenent and Admi nistration: Provides day-to-day
techni cal support for l|arge conpl ex databases; devel ops scripts
for data | oadi ng, database backup and restore procedures;
installs and mai ntai ns dat abases; nodifies database for mjor
structural changes.

User Techni cal Support and Consultation: Provides conplex
techni cal end-user hardware, software and network support;

eval uates user needs to devel op technical requirenents; devel ops
training prograns; provides expert technical consultation in

di sci pline-specific areas; evaluates hardware and software for
program applicability; inplenments support service strategies.

Mul ti medi a Devel opnent: Devel ops cust om web-based i nformati on
systens with dynam c content; designs effective information
managenent and retrieval system provides training and technical
support for digital nedia applications; develops multinedi a
products based on user requirenents; eval uates hardware and
software for applicability to nultinedi a devel opnent.

Net working: Plans installation of voice, data and video

comuni cati on cabl e and hardware, including configuring gateways,
routers and conpl ex conmuni cati ons systens; eval uates hardware
and software for applicability to institutional requirenents;
devel ops requirenents for user needs; determ nes corrective
action against intrusions and unanticipated incidents; designs
nmet hods to eval uate network performance.
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Attachment 3

Position: 0078888, INSTR & STUD SUPP

Approved Date & Time: 10/19/2006 11:09:41 AM

Effective Date: 10/19/2006

Position Information:
Band: A
Campus: MA
Geographic Location: MAN

Bargaining Unit Code: 08

Supervisor: PROFESSOR, UHM, 11-MO,

Account Code:

Current Career Group: Instructional and Student Support Group
College/Office: C ARTS & HUM
Department: MUSIC DEPT

Section:
Unit:
Employing Agency Code: 22111500

Duties & Responsibilities

(NOTE: ** denotes Essential Functions)

** Responsible for organizing and/or directing a variety of student service support program activities for the Department of Music.

** Participates in organizing student recruitment, orientation programs, evaluating student records, and/or supervising the
implementation of admissions policies for the Music Department.

** Disseminates information to students and responds to inquires on student service support program.

** Maintains the computer databases for applicants and enrolled students; prepares various reports as requested.

** Conducts research, analyses and studies of student data for trend identification and forecasting purposes.

** Works closely with the Department Chair and Undergraduate Chair on the student services program.

** Prepares programs for all department performances.

** Responsible for all phases of department's fiscal and budgetary needs including, maintaining fiscal records, procurement of goods
& services, processing payments and travel documents, reconciling expenditures and encumbrances, tracking of overall budget.

** Keeps accurate accounts of departmental funds and projects, including general, special, federal, private accounts and assists with

UH Foundation accounts.

** Responsible for departmental financial transactions: purchase orders, requisitions, authorizations for payments, & travel

documentation. Performs monthly reconciliation to monitor status of fiscal documents processed and to track account balances.

** Apprises and advises Departmental Chairperson of upcoming expenses or any budget shortfalls.

** Maintains the Disbursing and OPPRM sections of the UH Administrative Procedure manual and advises the Departmental

Chairperson of new requirements that may affect current department policies and procedures.

** Develops and implements new departmental guidelines and updates established guidelines in accordance with the applicable

State, Federal laws, and the University’s Administrative Procedures.

** Handles all inquires on purchasing documents and resolves discrepancies with vendors.

Other Duties As Assigned
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Judgment Exercised

. Results of analysis, recommendations, or implementation efforts assists in providing the basis for decisions made by higher level
personnel.

. Work on simple technical or specialty area problems is expected to reflect sound judgment and analysis.

. Work is expected to result in the development of technically thorough, creative, and reliable products representative of high-quality
University output.

Originality

° May contribute innovative analyses, concepts, designs, techniques, or tests in work assignments.

° Applies or modifies new and improved techniques, strategies, and original methods to the solution of assignments in the specialty
area.

° Organizes, plans, and coordinates specific tasks that may require some original thought and foresight to develop an appropriate
product or evaluation.

(] Applies or adapts standard policies, principles, regulations, and currently accepted methods and practices of the specialty area.

Controls Over Position

(] The incumbent works with moderate supervision and performs most assignments with instructions as to the results expected.

(] Supervisory approval is obtained on proposed work efforts, but the incumbent is allowed some latitude for exercise of independent
judgment.

Supervision Exercised

. Reviews and/or coordinates the work of clerical personnel and/or student assistants.

. Provides instructions on well-established procedures and tasks and monitors work activities of clerical personnel and/or student
assistants.

Minimum Qualifications as of: 6/6/2001 3:01:36 PM
Education and Professional Work Experience
(] Possession of a baccalaureate degree in Music, Business Administration, Education or Other Arts Field and 1 year(s) of
progressively responsible professional experience with responsibilities for student support services and management
principles; or equiv
Knowledge, Skills and Abilities

(] Functional knowledge of principles, practices and techniques in student support services and management principles
demonstrated by knowledge, understanding and ability to apply concepts, terminology.

(] Functional knowledge and understanding of principles, theories, federal and state laws, rules, regulations and systems
associated with student support services and management principles.

(] Demonstrated ability to recognize problems, identify possible causes and resolve the full range problems that may commonly
occur in the student support services and management principles.

(] Demonstrated ability to understand oral and written documentation, write reports and procedures, and communicate effectively
in a variety of situations.

(] Demonstrated ability to establish and maintain effective working relationships with internal and external organizations, groups,
team members and individuals.
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L] Demonstrated ability to operate a personal computer and apply word processing software.

Equivalencies

®  Any equivalent combination of education and/or professional work experience which provides the required education,
knowledge, skills and abilities as indicated.

Supplemental Minimum Qualifications
L] Excellent verbal and written communication skills, analytical ability, knowledge of higher education.
®  Ability to establish and maintain effective working relationships with students, faculty and staff.
° Knowledge of spreadsheet applications.

®  Some knowledge of the principles and practices of modern office management.

Desirable Qualifications

° Experience and knowledge of UHM programs and organizations, policies and regulations, and academic and registration policies
and procedures.

(] Experience working with UH fiscal policies and procedures.

(] Knowledge of or experience with typical activities of a music department.
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Attachnment 4
Adm ni strative Revi ew Request
REQUEST FOR ADM NI STRATI VE REVI EW CF BANDI NG ANDY OR CAREER GROUP
DESI GNATI ON ACTI ON
Approving Authority to Wiomthe Request is Being Submtted:
Posi tion No.
Current Band of Position
Current Career Goup Designation of Position
Name of | ncunbent:
Nane of Supervisor:
Or gani zat i on:
Request ed Band and/ or Career G oup Designation for Position
Justification for Requested Action (include all pertinent
i nformation, an analysis of the distinguishing features of the

present and requested Band and Career G oup, and other rel evant
data to support the request) (attach additional pages as needed):

Si gnat ure of | ncunbent Dat e

Si gnat ure of Exclusive Representative, Dat e
as appropriate

UH Form Admi ni strative Revi ew Request
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Attachment 5
APPEAL OF BANDI NG AND/ OR CAREER GROUP ASSI GNIVENT ACTI ON

Dat e:
TO APT Cl assification Appeal s Board
c/o System Director of Human Resources
VI A Nane of Supervisor and Title)
FROM Nane of Appellant and Title

SUBJECT: Bandi ng and/ or Career G oup Designhation Appea

| amfiling an appeal on the Banding and/ or Career G oup designation action

taken on Position No. , Whi ch was designated as Career G oup

, Band |, effective :
The position is located in .| request
that the position be assigned to Career G oup , Band

| believe the request is justified on the basis of the follow ng: (indicate why
t he position should be reassigned to another Career G oup and/or Band.)

(Submt five (5) copies)

Si gnat ure of Appel | ant

C: Chancel | or/ Vi ce President
OHR

UH Form - Appeal of Bandi ng and/or Career G oup
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Request to Hire Above Designated New Hre Rate (DNHR)

Anal ysis Matri x

(D

Criteria

Job Requi renents

CGui del i nes

2% 8%
Above t he DNHR

CGui del i nes

10% 16%
Above t he DNHR

Gui del i nes

18% 24%
Above t he DNHR

Gui del i nes
More than 24%
Above t he DNHR

Program Needs: Definition of
essential program services and/or
functions to which the position
is critical and that such
services/functions are a program
priority.

Docunentation, e.g. certified
work history that the individual
successful ly provided services
and/or functioned in a position
in the programas described or a
program deened to be conparabl e
or greater than that of the
subj ect program Program nust
certify that position
functions/services are current
essential programpriorities.

Docurrent at i on, certified
wor k history,

that the individual successfully
provi ded services and/ or
functioned in a position in the
program as described or a
program deenmed to be conparabl e
or greater than that of the
subj ect program Program nust
certify that position
functions/services are current
essential programpriorities.

€. g.

Docunentation, e.g. certified
work history that the individual
successful ly provided services
and/or functioned in a position
in the programas described or a
program deened to be conparabl e
or greater than that of the
subj ect program Program nust
certify that position
functions/services are current
essential programpriorities.

Docurentation, e.g. certified work
hi story that the individual
successful ly provided services
and/or functioned in a position in
the program as described or a
program deened to be conparable or
greater than that of the subject
program Program nust certify that
position functions/services are

Position Duties and/or

Responsi bilities: Define
substantive job functions (duties
and responsibilities) that
include those designated as
essential that nust be perforned
and di stinguish groups of sinmlar
positions from one another and
specify the performance |evel of
the positions, e.g., entry level
versus independent worker |evel.

Docunent ation, e.g.
certification of work history,
intervi ew assessnent, etc.,

that the individual has
perforned job functions at a

| evel of conplexity, scope and
depth above that specified and
such performance has resulted in
docunent ed positive outcomes or
products, e.g. attainment of
program obj ectives, inproved
delivery of services and/or cost
savi ngs.

Docunent ation, e.g.
certification of work history,
intervi ew assessnent, etc.,

that the individual has
perforned job functions at a

| evel of conplexity, scope and
depth above that specified and
such performance has resulted in
docunmented and significantly
positive outcones or products,
e.g. attainnent of program

obj ectives, inproved delivery of
services and/or cost savings.

Docunentation, e.g. certification
of work history, interview
assessnent, etc., that the

i ndi vidual has performed job
functions at a level of

conpl exity, scope and depth above
that specified and such
performance has resulted in
docunent ation that the
individual's performance directly
contributed to fulfillnent of
program goal s and/ or success
beyond the scope of the
individual's position, e.g.

attai nment of program objectives,
improved delivery of services
and/ or _cost savings.

current essential program
priorities.

Docurent ation, e.g. certification
of work history, interview
assessnent, etc., that the

i ndi vi dual has perforned job
functions at a |evel of

conpl exity, scope and depth above

that specified and such
performance has resulted in
docunent ati on that the

indi vidual ' s perfornmance directly
contributed to the attainnent of
progr am obj ectives and i nproved
del ivery of services and/or cost
savings and that the individual’'s
service is essential to the

Uni versity.

Enpl oyee/
Appl i cant
Qualifications /
Characteristics

Know edge, skills and/or
abilities: Bona-fide occupational
qualifications related to

know edge of a body of facts or
principles; skills or expertise
that comes fromtraining and/ or
practice and abilities or the
power/authority to effectively
performthe work assignnents.

Speci fication with supporting
docunentation, e.g. certified
work history, of the
denonstrated possession of job
rel ated know edge, skills and/or
abilities that exceed published
MY s.

Speci fication with supporting
docunentation, e.g. certified
work history, of the
denonstrated possession of job
rel ated know edge, skills and/or
abilities that significantly
exceed published MJ s.

Speci fication with supporting
docunentation, e.g. certified
work history, of the denonstrated
possession of job related

know edge, skills and/or
abilities that far exceed

publ i shed MJ s.

Speci fication w th supporting
docurmentation, e.g. certified work
history, of the denonstrated
possession of job related

know edge, skills and/or abilities
that far exceed published MJ s and
that the application of such

know edge, skills and/or abilities
are deened to be critical to the
Uni versity and of paranount
priority such that the University
may jeopardize fulfillnent of a
grant or the University's ability
to conduct essential or priority
program m ssion without the
services of the individual.

Education, training,
certification and |icense:
Education - formal

Speci fication with supporting
docunentation, e.g. official
transcripts, current |icense,

Specification with supporting
docunentation, e.g. official
transcripts, current |icense,

Speci fication with supporting
docunentation, e.g. official
transcripts, current |icense,

Speci fication with supporting
docunentation, e.g. official
transcripts, current |icense,
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Request to Hire Above Designated New Hre Rate (DNHR)

Anal ysis Matri x

(D

Criteria

CGui del i nes

2% 8%
Above t he DNHR

CGui del i nes

10% 16%
Above t he DNHR

Gui del i nes

18% 24%
Above t he DNHR

Gui del i nes
More than 24%
Above t he DNHR

matriculation at an accredited
institution of |earning;

Training - fornal
instruction to enhance
proficiency or qualifications;

Certification -
attestation by a body, e.g.
prof essional accrediting
organi zation, state agency, etc.,
that one has net specified
requi rements and

Li cense - authorization
by law to do sone specified act.

current certificate, etc., of
the education, training,
certification and/or |icensure
that exceeds the MJs. For
exanple MQ may require a
bachel or’ s degree in Business
Admi ni stration and the

i ndividual may possess an MBA.

current certifications, etc., of
the education, training,
certification and/or |icensure
that significantly exceeds the
MJ s. For exanple MQ may
require a bachelor’s degree and
the individual nmay possess a job
rel evant Ph.D.

current certifications, etc., of
the education, training,
certification and/or |icensure
that far exceeds the MJs. For
exanple MQ may require a

bachel or’ s degree in Business
Adnmi ni stration, individual may
possess an job rel evant degrees
and certification as an MBA and
CPA certification.

current certifications, etc., of
the education, training,
certification and/or |icensure
that far exceeds the MJs. For
exanple an MQ may require a
bachel or’ s degree in Business

Admi ni stration and the individual
may possess job rel evant degrees
and certification such as an MBA
and CPA certification and that the
nature of such education,
training, certification or
licensure are deened to be
essential to the University and is
of paramount priority such that
the University may jeopardize
fulfillment of a grant or the
University's ability to conduct
essential or priority program

m ssion without the services of

t he individual .

Qualitative
Assessnent of
Wor k Experi ence

Work experience: The individual’s
enpl oynent history and
description of responsibilities
per f or ned.

Speci fication with supporting
docunentation, e.g. certified

detailed work history, of the
rel evant and successful past
wor k experiences. Such work

experience reflecting
significant direct contribution
by the individual to the

attai nnent of program goals,

obj ectives and positive outconmes
and including the creative
solutions to difficult problens,

e.g. project |eader, recognized
as technical expert, conplex
proj ect nmanager, etc..

Expl anati on of how such work
experience is an indicator of
the likelihood that the
individual will exceed
performance expectations and be
significantly successful in the
j ob.

Speci fication of the relevant
and successful past work
experiences. Explanation of how
such work experience reflect
significant and direct
contributions by the individual
to the attai nment of program
goal s, objectives and positive
out comes and the creative
solutions to difficult problens,
e.g. project |eader, recognized
as technical expert, conplex
proj ect nanager, etc..

Expl anati on of how work
experience is an indicator of
the likelihood that the
individual will far exceed

per f ormance expectations and be
hi ghly successful in the job.

Speci fication with supporting
docunentation, e.g. certified
work history detailing the

rel evant and successful past work
experiences. Explanation of how
such work experience reflects
significant and direct
contributions by the individual
to the attainment of program
goal s, objectives and positive
outcome and including the
creative solutions to difficult

probl ens, e.g. project |eader,
recogni zed as technical expert,
conpl ex project manager, etc..

Expl anati on of how such work
experience is an indicator of the
l'i keli hood that the individual
will dramatically exceed
performance expectations and
perform beyond the job
expectations and make significant
contributions to the attai nment
of the prograns broader goals.

Specification with supporting
docurentation, e.g. certified work
history detailing the relevant and
successful past work experiences.
Expl anation of how such work
experience reflects significant
and direct contributions by the
individual to the attai nnment of
program goal s, objectives and
positive outcome and including the
creative solutions to difficult

probl ens, e.g. project |eader,
recogni zed as technical expert,
conpl ex project manager, etc..

Expl anati on of how such work
experience evidences the
denonstrat ed possession of the
depth, breadth and quality of the
i ndividual s work experience is
essential to the University and
that the University nay jeopardize
fulfillment of a grant or the
University's ability to conduct
essential or priority prograns

wi t hout the services of the

i ndi vi dual .

Per f ormance: Description of the

i ndividual’s work acconplishnents
or outcones in the context of
wor k performance expectations as
deternmined and reported by
supervi si ng personnel .

Docurent ati on of successful

rel evant work performance

out comes and/or acconplishnents,
e.g. letters of

conmendat i on/ ref erence,
performance awards, etc..

Expl anati on of how the rel evant
out comes and/ or acconplishnments

Docurent ati on of successful

rel evant work performance

out cones and/ or acconplishnents,
e.g. letters of

conmendat i on/ ref erence,
performance awards, etc..

Expl anati on of how such rel evant
out comes and/ or acconplishnments

Docurent ati on of how successful
rel evant work performance

out cones and/ or acconplishnents,
e.g. letters of

conmendat i on/ ref erence,
performance awards, etc..

Expl anati on of how such rel evant
out comes and/ or acconplishnments

Docurent ati on of how successfully
rel evant work performance outcomnes
and/ or acconplishnents, e.g.
letters of commendation/reference,
performance awards, etc..

Expl anati on of how such rel evant
out cones and/ or acconplishnents
are indicators that the nature and
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Request to Hire Above Designated New Hre Rate (DNHR)

Anal ysis Matri x

(D

Criteria

CGui del i nes

2% 8%
Above t he DNHR

CGui del i nes

10% 16%
Above t he DNHR

Gui del i nes

18% 24%
Above t he DNHR

Gui del i nes
More than 24%
Above t he DNHR

are indicators of the likelihood
that the individual wll exceed
per formance expectations and be
significantly nore successful in
the job than an individual
possessi ng m ni mum
qualifications for the job.

are indicators of the likelihood
that the individual will far
exceed performance expectations
and be highly successful in the
job in conparison to an

i ndi vi dual possessing m ni mum
qualifications for the job.

are indicators of the likelihood
that the individual wll
dramatical |y exceed performance
expectations, perform beyond the
limts of the job and make
significant direct professional
contributions to the attai nment
of broader program goals.

quality of the individual work
experience are critical to the
University and that the University
may jeopardize fulfillnment of a
grant or the University's ability
to conduct essential or priority
program wi t hout the services of
the individual .

Conpet enci es: Special cognitive
skills, e.g. conplex analytical
and reasoning skills, and/or

speci al individual qualities or
characteristics, e.g. ability to
establish rapport and effectively
comuni cate conpl ex abstract
concepts.

Speci fication with supporting
docunentation, e.g. interview
assessnent, that the applicant
possesses special cognitive
skills and/or applicant
qualities or characteristics
which were eval uated and

consi dered for each applicant.
Such conpet enci es serve as
indicators of the likelihood the
applicant will exceed
performance expectation and be
significantly nore successful
than an individual possessing
m ni mum qual i fications in the
j ob.

Speci fication with supporting
docunentation, e.g. interview
assessnent, that the applicant
possesses special cognitive
skills and/or individual
qualities or characteristics

whi ch were eval uated and

consi dered for each applicant.
Such conpetenci es serve as
indicators of the likelihood the
applicant will far exceed job
perfornmance expectations and be
highly successful in the job

Specification with supporting
docunentation, e.g. interview
assessnent, that the applicant
possesses special cognitive
skills and/or individual
qualities or characteristics

whi ch were eval uated and

consi dered for each applicant.
Such conpetenci es serve as
indicators of the likelihood the
applicant will dramatically
exceed performance expectations
and perform beyond the linmts of
the job and make significant
contributions to the attainment
of the progranms broader goals.

Speci fication with supporting
docunentation, e.g. interview

assessnent, the applicant
possesses special cognitive skills
and/ or individual qualities or

characteristics which were
eval uated and considered for
applicant. Such conpetencies
serve as indicators of the

i kelihood that the applicant
possesses conpetencies that are
deermed to be critical to the
University and that the University
may jeopardize fulfillnment of a
grant or the University's ability
to conduct essential or priority
program wi t hout the services of
the individual.

each

Current Salary: The individual’'s
current base salary.

The current annual
of the individual
statenent.

base salary
inacertified

The current annual
of the individual
statenent.

base salary
inacertified

The current annual base salary of
the individual in a certified
statement.

The current annual base salary of
the individual in a certified
statenment.

Mar ket
Conpari sons

Internal Sal ary Conparisons
bet ween individual's salary and

OHR provi ded nedi an
salary within same band

CHR provided nedi an
salary within same band and
career group OHR provi ded
nedi an salary wthin sanme band
with other enployees with
approxi matel y same nunber of
years of APT service

OHR provi ded nedi an
salary within same band with
ot her enpl oyees with sane |evel
of education

OHR provi ded nedi an
salary of all APT personnel in
the sane program

Conparison of the individual's
salary relative to the OHR

provi ded nedians with

speci fication for each
conparative salary provided

whet her the individual’s
requested annual basic salary is
less than, equal to or nore
than the conparative nedi an base
sal aries provided. It should be
noted that in those instances in
whi ch the requested sal ary
exceeds the conparative nedian
base sal aries that additional
scrutiny at the Chancellor’s

| evel nmay be necessary to ensure
that the requested adjustnent
does not result in any disparate
out cone.

Conparison of the individual’s
salary relative to the OHR

provi ded nedi ans with

speci fication for each
conparative salary provided

whet her the individual’s
requested annual base salary is
less than, equal to or nore
than the conparative nedi an base
sal aries provided. It should be
noted that in those instances in
whi ch the requested sal ary
exceeds the conparative nmedian
base sal aries that additional
scrutiny at the Chancellor’s

| evel may be necessary to ensure
that the requested adjustnent
does not result in any disparate
out come.

Conparison of the individual’s
salary relative to the OHR

provi ded nedi ans with

speci fication for each
conparative salary provided

whet her the individual’s
requested annual base salary is
| ess than, equal to or nore than
the conparative nmedian base

sal aries provided. It should be
noted that in those instances in
whi ch the requested sal ary
exceeds the conparative nmedian
base sal aries that additional
scrutiny at the Chancellor’s

| evel may be necessary to ensure
that the requested adjustnent
does not result in any disparate
out come.

Conparison of the individual’s
salary relative to the OHR

provi ded nedi ans with

speci fication for each conparative
sal ary provi ded whet her the

i ndi vidual ' s requested annual
salary is less than, equal to or
nore than the conparative nedian
salary provided. |t should be
noted that in those instances in
whi ch the requested sal ary exceeds
the nedi an conparative salaries
that additional scrutiny at the
President’s | evel may be necessary
to ensure that the requested
adj ust ment shal | not result
di sparate out cone.

in any

External Sal ary Conparisons
salary offered by
conpeting enpl oyers
salary in conparison to
rel evant salary surveys

Speci fication with supporting

docunentation, e.g.
advertisenents, salary survey,
offer letter, etc., of the

conpeting salaries that may be
aval l able to the individual. The
specific conparative salary

Speci fication with supporting

docunentation, e.g.
advertisenents, salary survey,
offer letter, etc., of the

conpeting salaries that may be
aval l abl e to the individual. The
specific conparative salary

Speci fication with supporting

docunentation, e.g.
advertisenents, salary survey,
offer letter, etc., of the

conpeting salaries that may be
aval l abl e to the individual. The
specific conparative salary

Specification with supporting

docunentation, e.g.
advertisements, salary survey,
offer letter, etc., of the

conpeting salaries that may be
aval l abl e to the individual. The
specific conparative salary
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Request to Hire Above Designated New Hre Rate (DNHR)

Anal ysis Matri x

(D

Criteria

CGui del i nes

2% 8%
Above t he DNHR

CGui del i nes

10% 16%
Above t he DNHR

Gui del i nes

18% 24%
Above t he DNHR

Gui del i nes
More than 24%
Above t he DNHR

information nmust include the
source of the salary
information, e.g. salary survey,
nanme of conpeting enployer, date
of salary information, nature of
the job duties and

responsi bilities for which the
conparative salary is being
offered, etc.

information nust include the
source of the salary
information, e.g. salary survey,
nane of conpeting enployer, date
of salary information, nature of
the job duties and
responsibilities for which the
conparative salary is being
offered, etc.

informati on nust include the
source of the salary information,
e.g. salary survey, nane of
conpeting enpl oyer, date of
salary information, nature of the
job duties and responsibilities
for which the conparative salary
is being offered, etc.

information nust include the
source of the salary information,
e.g. salary survey, nane of
conpeting enployer, date of salary
information, nature of the job
duties and responsibilities for

whi ch the conparative salary is
being offered, etc.

Pr ogr am Budget

Funding Pl an: The |ong range
program financial /budget plan of
future salary costs, including
future conpensation adjustnents
for nerit or other planned career
growth rel ated adjustnents.

Program shall certify that
current budget allocation can
acconmpdat e addi tional funding
requirements, that funding has
been incorporated into the
progranis long term financial
plan; and that future additional
program fundi ng shall not be
solely based on the need to fund
the above DNHR sal ary and
conpounded future adjustnents.

Program shal | certify that
current budget allocation can
acconmodat e addi tional funding
requirements, that funding has
been incorporated into the
progranis long term financial
plan; and that future additional
program fundi ng shall not be

sol ely based on the need to fund
the above DNHR sal ary and
conpounded future adj ustnents.

Program shal | certify that
current budget allocation can
acconmpdat e addi tional funding
requirements, that funding has
been incorporated into the
progranis long term financial
plan; and that future additional
program fundi ng shall not be

sol ely based on the need to fund
the above DNHR sal ary and
conpounded future adj ustnents.

Program shal | certify that current
budget al |l ocati on can accommpdat e
addi tional funding requirenents,
that funding has been incorporated
into the programis long term
financial plan; and that future
addi ti onal program funding shall
not be solely based on the need to
fund the above DNHR sal ary and
conpounded future adjustnents.
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Not es:

1. To be eligible for an appoi ntment above the DNHR the i ndividual shal
neet or exceed all published mnimumqualification requirenents wth
particul ar focus on those requirenents specific to essential position
functions; and preferably, the individual should neet or exceed a significant
nunber of the published desirable qualifications. 1In all cases, the individua
shal | be distingquished fromall other applicants on the basis of individual
qualifications as fully described in the justification for a request to
aut hori ze hiring above the DNHR

a. Prograns may recomrend a hiring rate above the DNHR in the foll ow ng
situations:

(1) Primarily for positions in Bands A and B, consideration shall be given
to the |l evel of the position being filled and the denonstrated
possessi on by the individual of qualifications in excess of the
established mi ninum Both conditions nust be taken into consideration
and met. The position nmust function at a | evel higher than the entry
| evel of the band and the applicant nust possess qualifications beyond
the m ni mum establ i shed for the Band. For exanple, a vacant position
assigned to Band A has been assigned and is expected to performduties
and responsibilities at the | ndependent Worker Level and the applicant
exceeds the m nimum qualifications established for Band A

Up to 8% of the 24% maxi mum al | owed above the DNHR nmay be attri buted
to the assignnent of duties and responsibilities beyond the entry

| evel of the Band, that is, for Band A beyond the Entry Level (e.g.,
i nternedi ate or independent |evel worker) and for Band B beyond the
j our neywor ker |evel (e.g., working supervisor or |ead worker) and up
to 16% nay be attributed the applicant exceedi ng m ni mum
qualifications in the context of the applicable guiding standards.

(2) The applicant who exceeds established m ni num qualifications for a
position (i.e., the applicant possesses job related qualifications,
experi ences and/ or characteristics that exceed m ni mum qualifications)
may be recommended for up to 24% attri butable to the applicant
exceedi ng m ni mum qual i fications.

b. Guideline for percentage ranges for salary placenent above the DNHR have
been provided for reference purposes, e.g., 2-8%range, 10-16%range, up to
24% and nore than 24%
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I nstructions to Request to Hire Above the Designated New Hire
Rat e ( DNHR)

1. To be eligible for an appoi ntment above the DNHR t he
i ndi vi dual shall neet or exceed all published m nimum
gualification requirenents with particular focus on those
requi renents specific to essential position functions; and
preferably, the individual should neet or exceed a significant
nunber of the published desirable qualifications. 1In al
cases, the individual shall be distinguished fromall other
applicants on the basis of individual qualifications as fully
described in the justification for a request to authorize
hiring above the DNHR

2. Responses nmust be as conpl ete and conprehensive as possible
and nust be provided for each criteria for full consideration
of the request.

3. At the tinme that any request to hire above the designated DNHR
i s reconmended, the follow ng docunents nust be “in-hand” and
made avai |l abl e upon request:

a. Compl eted Form 17 with full assessnment of all applicants
b. Certified copies (i.e., the individual has certified by
signature to the truth and accuracy of information

provi ded) of the application and/or resune docunenting
perti nent work experience, education/training, skills,
etc.

c. Copi es of other relevant docunents, e.g., transcripts,
performance appraisals, offer letters from ot her
enpl oyers, etc., corroborating information

4. Copi es of the request and all acconpanyi ng docunents are to be
mai ntai ned for three years fromthe date that any request is
approved.

5. Wth respect to the review and authori zation of salary

pl acenent above the designated new hire rate, it is the
responsi bility of the approving authority to eval uate each
request in the context of ensuring salary equity and
conpliance with EEO mandates particularly with regard to pay,
and to authorize only appropriately justified requests.

6. Prograns may recommend a hiring rate above the DNHR in the
foll ow ng situations:

a. Primarily for positions in Bands A and B, consideration
shall be given to the |l evel of the position being filled
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and the denonstrated possession by the individual of
qualifications in excess of the established m ni nrum

Bot h conditions nmust be taken into consideration and net.
The position nust function at a | evel higher than the
entry level of the band and the applicant must possess
qgual i fications beyond the m ni mum established for the
Band. For exanple, a vacant position assigned to Band A
has been assigned and is expected to performduties and
responsibilities at the I ndependent Wrker Level and the
appl i cant exceeds the mninmum qualifications established
for Band A

Up to 8% of the 24% maxi num al | oned above the DNHR may be
attributed to the assignnment of duties and

responsi bilities beyond the entry |evel of the Band, that
is, for Band A beyond the Entry Level (e.g., internediate
or independent |evel worker) and for Band B beyond the

j our neywor ker | evel (e.g., working supervisor or |ead
worker) and up to 16% may be attributed to the applicant
exceeding mnimum qualifications in the context of the
appl i cabl e gui di ng st andar ds.

b. The applicant who exceeds established m ni mum
qualifications for a position, i.e., the applicant
possesses job related qualifications, experiences and/or
characteristics that exceed mninmum qualifications may be
recommended for up to 24% (for enpl oyees whose current
sal ary equals or exceeds 24% of the DNHR a request may be
submtted for an adjustnent of up to 10% greater than the
enpl oyee’ s current rate of conpensation not to exceed the
maxi mum of the Band) attributable to the applicant
exceedi ng m ni mum qualifications.

Gui delines for percentage ranges for salary placenent above
t he DNHR have been provided for reference purposes, e.g., 2-8%
range, 10-16%range, up to 24% and nore than 24%
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Attachment 7

Request for Exceptional Adjustnment for APT Pernmanent

Rebandi ng
To be conpl eted by the supervisor and subnmtted to the Personnel
Representati ve
Enpl oyee Nane: Canpus:
Position No.: School / Col | ege/ O fi ce:
Career G oup: For mer Band: New Band:
Appr oval Dat e: Ef fective Date:
St andard Rebandi ng Adj ust nent: 1 band - 4 steps
(circle appropriate nunber of steps) 2 or nore bands — 6 steps
Current Monthly Sal ary:
(salary prior to rebanding action) Step $
New Adj usted Sal ary: St ep $
(salary after rebanding; includes standard adjustnent)
Proposed Exceptional Adjustnment Equivalent to # of steps:

# st eps

Proposed Adj usted Sal ary:
(i ncludes Exceptional |ncrease) Step $

Pl ease attach the following: justification to support the exceptional
adj ustment and the approval email notification of the permanent rebandi ng
action.

Required justification to support the exceptional adjustnent:

Education, Training, Certification and/ or License

e Describe any additional subsequent relevant education, training,
certifications beyond the m ni nrum and/or desirable education/training
requirenments.

Rel evant Experience, and |Increased Know edge, Skills and/or Abilities

e Describe the quality of denonstrated rel evant experience, know edge,
skills and/or abilities and how they exceed the m ni mum and desirabl e
qualifications. Describe the Iink between the rel evant experience,
know edge, skills and/or abilities, and the subject position’s duties
relative to increased productivity or benefits to the unit and/or
Uni versity.
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O her Rel evant Factors

e Consider such factors as value of the job in the industry, degree of
speci al i zation, need of the University to the overall benefit of the
work unit and/or University, etc.

kkhkhkkhhkhkkhhkkhhhkhhkhkhhkhhkhkhhkhhkhkhhkhhhkhhkhhhkhhkhkhhkhhhkhhkhhhk hkhkkhhkhhkhkihkikhkhkihkikhkk hkikkikkikk*x*

Supervi sor Certification: | certify that the foregoing information is
accurate and conpl ete and has been submtted on a tinely basis, within 60
cal endar days of the permanent rebanding approval. | understand that

requests submtted after 60 cal endar days shall not be consi dered.

Dat e

Personnel O ficer: | certify that the supervisor submtted the exception
request within 60 cal endar days of the pernmanent rebandi ng approval and the
salary information is accurate as conpl et ed.

Dat e

Fiscal Oficer: | certify that funds are avail abl e.

Dat e

Dean/ Di rector:
o Concur with the recommended exceptional adjustnent.

o Agree with anendnments/comrents
= New exceptional adjustment equivalent to # of steps:

= New recomended sal ary: Step $
o Not concur with the recommended exceptional adjustnent.

Conmment s:

Dat e
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Chancel | or/ Vi ce President:
o Concur with the recommended exceptional adjustnent.

o Agree with anendnments/coments
= New exceptional adjustment equivalent to # of steps:

* New recomended sal ary: St ep $
o Not concur with the recomrended exceptional adjustnent.

Coment s:

Dat e

Rem nder for Chancellor/VP Representatives: Please forward a copy of the
exceptional adjustnent request to OHR and HGEA after taking action for
i nformati on and record-keepi ng purposes.
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Attachment 8

Excepti on Beyond Standard Rebandi ng Conpensati on

Criteria CGui del i nes Cui del i nes Cui del i nes
1 — 3 steps 4 — 6 steps Beyond 6 steps
Excepti onal Ant Excepti onal Ant Exceptional Ant
Educati on Oficial Oficial Oficial
transcripts, transcripts, transcripts,
current |icense, current |icense, current |icense,
current current current
certifications, certifications, certifications,
etc. that exceed etc. that etc. that far

the MX» and are
related to the
j ob

significantly
exceed the M» and
are related to the
j ob

exceed the MX» and
are related to the

job. Nature of
such educati on,
traini ng,

certification or
licensure is
deened to be
essential to the
University and is
of par anount
priority such that
the University may
j eopardi ze
fulfillment of a
grant or the
ability to conduct
essential or
priority program
m ssi on.

Experi ence,

Know edge,
Skills and/ or
Abilities

Job rel ated
experi ence,

know edge, skills
and/or abilities
t hat exceed the
MXx and are
related to the
job. Significant
and direct
contributions in
the attai nnent of

Job rel ated

experi ence,

know edge, skills
and/or abilities
that significantly
exceed the M» and
are related to the
job. Significant
and direct
contributions in
the attai nnent of

Job rel ated
experi ence,

know edge, skills
and/or abilities
that far exceed

the M and that
possessi on of
depth, breadth and
quality of work
experience is
essential to the
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program goal s,

obj ectives and
positive outcones
and in the
creative
solutions to

di fficult

probl enms. An

i ndi cat or that

t he i ndi vi dual
will far exceed
per f or mance
expectati ons and
be highly
successf ul
j ob.

in the

program goal s,
obj ectives and
positive outcones
and in the creative
solutions to
difficult problens.
An i ndi cator that
the individual wll
dramatically exceed
per f or mance
expectati ons and
make significant
contributions to
the attai nnent of
broad program goal s
in the
school / col | ege.

University and is
of paranount
priority such that
the University may
j eopardi ze
fulfillment of a
grant or the

Uni versity’s
ability to conduct
essential or
priority program
m ssi on.
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Attachnment 9
SCA - Retention
Chancel | or/ Vi ce President
<Dean/Di rector >

<Requesti ng Prograns

SUBJECT: Request for Special Conpensation Adjustnent - Retention

Certi

Requi

fication:

o | certify that funds are avail abl e

| certify that an assessnent of the inpact has
been nmade and that this request conplies with
appl i cabl e equal opportunity |aws, rule,

regul ati on and policies

red Justification/Rationale:

Attach a copy of the offer letter from another enployer and
any ot her pertinent docunentation of a valid job offer.

Comment on the inpact of the SCA-Retention adjustnent on
program budget and operati ons:

Descri be the contributions made by the enpl oyee and benefit
to the University in retaining the enpl oyee, including
identification of the enployee’ s bona fide occupational
qgqualifications, and the special expertise, skill or

knowl edge that is critical to retention at the University:

Identify any anticipated difficulties in securing a
qgual i fied repl acenent:

Descri be the inpact on and consequence to the University
shoul d the enpl oyee term nate enpl oynent with the
Uni versity:

Descri be the inpact of SCA-Retention on enpl oyees in
conpar abl e positions requiring the sanme bona fide
occupational qualification, special expertise, skill or
know edge:
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g. Provide any other relevant information or argunments in
support of the request:
Recommendat i ons/ Approval s
Dean/ Di r ector Denied Appr oved
Comment s/ expl anati on:
Chancellor/Vice President Denied Appr oved

Comment s/ expl anati on:

C: OHR
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Attachnment 10
SCA — Change in the DNHR
Chancel | or/ Vi ce President
<Dean/ Di r ect or >

<Requesti ng Prograns

SUBJECT: Request for Special Conpensation Adjustnent — Change in

Certi

Requi

t he DNHR
fication:

o | certify that funds are avail abl e

| certify that an assessnent of the inpact has
been nmade and that this request conplies with
appl i cabl e equal opportunity |aws, rules,
regul ati ons and policies

red Justification/Rationale:

Attach a copy of the partial performance evaluation for the
period covering the beginning of the standard eval uati on
period to the end of the nonth preceding the date of

subm ssion of request. The overall performance rating
reflects “Meets” or “Exceptional.”

Provi de an explanation of the change in the DNHR for a
particul ar career group or functional group and the inpact
to subject position:

Descri be the contributions made by the enpl oyee and benefits
to the University, including identification of the
enpl oyee’ s bona fide occupational qualifications:

Descri be the inpact of SCA — Change in the DNHR on enpl oyees
in conparable positions requiring the sane bona fide
occupational qualifications:

Provi de any other relevant information or justification in
support of the request:



Recommendat i ons/ Approval s

Dean/ Di r ector Deni ed
Comment s/ expl anati on:

Chancel l or/ Vice President Deni ed
Comment s/ expl anati on:

C: OHR
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Appr oved

Appr oved
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Attachment 11

SCA - Equity

Chancel | or/ Vi ce President
<Dean/ Di r ect or >

<Requesti ng Prograns

SUBJECT: Request for a Salary Equity Review

Certi

Requi

a.

fication:

| certify that funds are avail abl e

red Justification/Rationale:

Provi de the enpl oyee’s nanme, current career group, band and
sal ary, and proposed sal ary adj ust nent.

Attach a copy of the partial performance evaluation for the
period covering the beginning of the standard eval uati on
period to the end of the nonth preceding the date of

subm ssion of request. The overall performance rating
reflects “Meets” or “Exceptional.”

Descri be the enployee’'s responsibilities, education,
experience, skills, years of service, and/or acconplishnents
(performance).

Provi de an anal ysis of the existence of salary differentials
anong the enpl oyee and ot her APT enpl oyees in conparabl e and
rel evant positions (sane or simlar career group and sane or
| oner band, and simlar duties and responsibilities) with
simlar attributes. Include the following in the
guantitative anal yses: salaries; years of APT service;
educational |evel; relevant work experience — years, type
and quality; other qualification requirenents; any approved
exception to DNHR, any approved rebandi ng and/or | GA).

Descri be the inpact of SCA-Equity on enpl oyees in conparable
positions requiring the same bona fide occupati onal
qual i fication, special expertise, skill or know edge:

Provi de any other relevant information or argunents in
support of the request:



Recommendat i ons/ Approval s

Dean/ Di r ector Deni ed
Comment s/ expl anati on:

Chancel l or/ Vice President Deni ed
Comment s/ expl anati on:
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Appr oved

Appr oved
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Attachment 12

SCA — In-Grade Adjustnent — |Increased Conpetencies

TO
VI A
FROM

Chancel | or/ Vi ce President
<Dean/ Di r ect or >

<Requesti ng Prograns

SUBJECT: Request for a SCA — | GA — Increased Conpetencies

Certi

Requi

a.

fication:

| certify that funds are avail abl e

red Justification/Rationale:

Provi de the enpl oyee’s nanme, current career group, band and
sal ary, and proposed pernmanent in-grade adjustnment (1 or 2
st eps).

Attach a copy of the performance eval uation for the current
or imedi ately preceding rating period. The overal
performance rating shall reflect “Meets” or “Exceptional.”

Descri be the personal growh of the enpl oyee relative to
i ncreased skills, know edge, abilities, etc. and explain how
t hese conpetenci es have benefited the program

Provi de any other relevant information or justification in
support of the request:

Reconmendat i ons/ Appr oval s

Dean/ Di r ector Denied Appr oved

Comment s/ expl anati on:

Chancel lor/Vice President Denied Appr oved

C:

Comment s/ expl anati on:

OHR
HCGEA



