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Adm ni strative, Professional and Techni cal (APT)
Per sonnel

Pur pose

To maintain a classification and pay plan for
Adm ni strative, Professional, and Techni cal (APT)
personnel in accordance with Section 304-13, HRS,
Cl assification Schedul e, and Section 9-2 BORP
Cl assification Pl ans and Conpensati on Schedul es.

Del egation of Authority

The Board of Regents has delegated to the President the
authority to establish and adm nister a classification
and conpensation plan for APT personnel of the University
of Hawaii .

Definitions

a. Band - A level of work conplexity and/ or scope of
responsibility, e.g., entry/intermnedi ate/i ndependent
ver sus j our neywor ker/wor ki ng supervi sor identified
by an al pha designator, e.g., Band A Associ ated
wi th each band are nultiple pay steps. Attachment 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 responsibilities.

C. Career Goup - A description of functional
commonal ities shared by a group of positions.
Career Goup Definitions are broad and intended to
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be liberally interpreted to enconpass a range of
positions performng functions characteristic of a
field of endeavor or characteristic of a subject
area. (Attachnent 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 bargaining
agreenent which reflected, in sone instances, |ower
m ni mum sal ary rates than the salary schedule in the
1997-1999 col |l ective bargaining agreenent. The
specification of a DER shall cease once the m ni mum
salary rate of a band exceeds the m ni num sal ary
rate specified in the 1997-1999 col |l ective
bar gai ni 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. 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 (Attachment 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 statenments and (c) created and formatted
according to the requirenents specified in the on-
line PD Generator (Attachnent 4).

(bj ective

To establish procedures to maintain the classification
and conpensation plans for APT positions and to delineate
the conditions under which classification requests should
be subm tted.

Applicability/ Responsibility

The University APT O 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 the organizational unit to submt to
the Ofice of Human Resources (OHR), via the respective
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Chi ef Executive Canpus O ficer or official designee, a
current position description when establishing a new
position, or when the duties and responsibilities of an
exi sting position significantly change.

The OHR shall have the authority to Band and re-Band and
desi gnate and redesignate the Career Goup of all APT
positions and, as deened appropriate, OHR may del egate
such authority to a Chancell or supported by OHR-certified
human resource professional staff. A Vice President or
Chancel |l or may, subject to consultation with OHR

del egate authority to Band and re-Band and desi gnate and
redesi gnate the Career G oup of all APT positions in
Bands A and B within the Vice President’s or Chancellor’s
organi zati onal scope of responsibility, provided that the
adm nistrator to whomauthority is delegated is supported
by OHR-certified human resource professional staff.

Ref er ences

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

For mat s

a. Request for Adm nistrative Review of Band or Career
G oup Designation Attachnment 5

b. Appeal of Bandi ng and/or Career G oup Assignnent
Action Attachnment 6

C. Request for Special Conpensation Adjustnent -
Ret enti on
Attachnent 7

d. Request for Special Conpensation Adjustnent - In-
gr ade
Attachnent 8

The APT C assification and Conpensation Plan shall be
defined by this Adm nistrative Procedure and the
Definition of Career Group Concepts and Bands --
Attachnents 1 and 2
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The APT C assification and Conpensation Plan may viewed at the
O fice of Human Resources Honenpage:

http://ww. hawai i . edu/ ohr/docs/ cl ssconp. htm

0417-921
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SECTION | - CLASSI FI CATI ON MAI NTENANCE PROCEDURES

Al'l University organi zational units are responsible for
preparing, submtting and mai ntaining current position
descriptions for all APT positions.

A Position descriptions shall be submtted for all APT
positions, regardless of funding source.

B. A current position description shall be submtted to
OHR for all APT positions, and the position
description on file with OHR will be considered the
official record of work assignnents to the position.

C. Work assignnents reflected in the position
description

1. Al'l 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
fromreorgani zati on, the reorganization nust be
approved in accordance with Adm nistrative
Procedure A3.101, University of Hawai ‘i
Organi zati onal and Functional Changes, prior to
subm ssion of the request for position
cl assification action.

3. It is the prerogative and responsibility of the
supervi sor to nmake final determ nation of
assigned duties and responsibilities. The
position description may be drafted by the
position incunbent subject to the review and
approval of the supervisor. The position
description may be prepared by the position’s
supervi sor or other program personnel
know edgeabl e of the position and its assigned
duties and responsibilities.

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

0417-921
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responsibilities shall prepare the position
descri ption.

A position description shall be prepared and
submtted for classification purposes when:

1

2.

A new position is being established, or

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.

A supervi sor should review position description

when:

1

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

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

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

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

Preparation of an APT Position Description

The on-line Position Description (PD) Generator

shal |
al |

1

be used to create position descriptions for

APT positions (new or redescribed).

| nstructions on the use of the on-line PD
CGenerator, as set forth in Attachnent 4, shal
be fol |l owed whenever creating an APT position
descri ption.
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a. Each program shall designhate 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 nmaintaining the
el ectroni c database reflecting the nost
current subordi nate-supervisory reporting
rel ati onshi ps and deci si on- maki ng revi ew
authorities. It shall be the
responsibility of the programto maintain
and tinely update, as appropriate,
subor di nat e- supervi sor rel ationships for
bot h permanent and/or tenporary reporting
rel ati onshi ps.

b. Compl et ed position descriptions shall be
forwarded electronically for review and/or
action based on the current subordi nate-
supervi sor rel ationshi p database
information. Note: Changes to the
subor di nat e- supervi sor relationship
dat abase will reflected on a next business
day basis, that is, twenty-four (24) hours
after changes are nmade to the database.

C. In the process of review ng new or
redescri bed positions, the designated
personnel representative shall review and
certify conformance of the submtted
position description with the official
approved plan of organization and
functional statenment. \ere
i nconsi stenci es between the position
description and official plan of
organi zation are identified, the personnel
representative shall notify the appropriate
i ndi vi dual s and ensure that corrective
action is successfully conpleted prior to
t he subm ssion of the position description.

1. Establishnment of new positions regardl ess of the funding
source shall be approved in accordance with
Adm ni strative Procedures A9.195.

0417-921
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Redescriptions of positions shall be submtted to
the appropriate Chancellor, Vice President or
desi gnated University Adm nistrator

Band and Career G oup Designation

A. OHR shal

have the authority to band and designate

the Career G oup of all APT positions

1

OHR nmay del egate to a Chancel lor or Vice
President wwth OHR certified human resource

prof essional staff the authority to band and
designate the Career G oup for all APT positions
in Bands A and B

a.

The Chancell or or Vice President, subject
to consultation wwth OHR, nay del egate to a
Dean, Director, Provost or other equival ent
University Admnistrator with OHR certified
human resource professional staff, with no
further delegation of authority, to band
and designate the Career G oup of APT
positions in Bands A and B

Actions taken by a Chancellor or Vice
President or authorized University

Adm ni strator nmay be subject to a post-
audit by OHR, which may, based on the
results of a post-audit, direct the
rebandi ng or redesignation of the Career
G oup of an APT position.

(1) If it is determned that a position
has been incorrectly assigned to a
Band and/ or Career G oup, OHR nmay
advise the programto initiate
appropriate corrective action, e.g.,
reassi gnment of duties and/or
responsibilities consistent with the
Band and/or Career G oup or OHR nmay
direct the rebanding or Career G oup
redesignation. In the event that OHR
directs the rebanding of a position to
a |l ower band, such corrective action
shal | be considered as a separate
action and the salary of the incunbent
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of the position shall be adjusted on a
prospective basis. Should the OHR

di rect rebanding to a higher band, the
effective date may be nmi nt ai ned

Requests to assign a position to Bands C or D
shal|l be electronically submtted by the
Chancel l or, Vice President or designated
University Adm nistrator to the OHR which shal
determ ne the appropriate Career Goup and Band
assi gnnent .

OHR shall have the authority to determ ne the
bar gai ni ng unit designation of positions
pursuant to statute.

B. Definiti on of Bands.

1

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

a. Band A includes all positions that perform
pr of essi onal work at the
entry/intermnedi ate/ independent |evel.

Band A shall include all step rates from
PO1 t hrough PO7.

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

/wor ki ng supervisor level, i.e., fully
conpetent, |ead/senior/working supervisor
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 prograni s operations
are dependent. Band B shall include al
step rates from P06 t hrough P12.

C. Band C includes all positions recognized on
a systemm de basis as one of the senior



A9. 210
Page 10

expert technical advisors, |eaders and
subj ect matter experts responsible for
perform ng advanced and hi ghly conpl ex

pr of essi onal work beyond the

j our neywor ker/ seni or/ | eader worker or
wor ki ng supervisor level in a specialized
subj ect area or a programw th consi derabl e
depth and breadth of conplexities
associated with a specialized subject area
and/ or supervising subordinate

j our neywor ker prof essi onal s and/ or seni or
techni cal personnel who provide the ful
range of technical support services in an
area or field of expertise. Band C shal
include all 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 specialized subject area or a
program w t h consi derabl e depth and breadth
of conplexities associated with a highly
conpl ex speci alized subject area and which
provi des the overall |eadership, planning,
di rection, organization, program
eval uation, devel opnent of programmatic
short- and | ong-range goals, objectives and
pl ans, and devel ops system w de policies
with inherent responsibility to serve as a
hi ghly influential advisor to University
seni or executives and/or definitive policy
expert on the program its admnistrative
requi renents, i.e., statutory, policy and
procedural requirenents, and associ ated
subject matter area or field of expertise
and supervi ses subordi nate | eve
pr of essi onal supervisors. Band D shal
include all step rates from P13 through
P17.

2. Each of these Bands shall define a | evel of
wor K.

3. Al'l APT positions shall have a Band and Career

0417-921
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4. Each Band shall be correlated to established pay
ranges and step rates on the negotiated sal ary
schedul es.

C. Cl assification Actions:

1. Career Group Designation. The appropriate
authority shall designate the Career G oup of a
position and such designation shall be
predi cated on the nature of work perfornmed by a
position and the Career G oup definition.

The appropriate authority may designate and
redesignate the Career G oup of a position based
on changes to assigned position duties and
responsibilities. Such change in Career G oup
may or may not result in a change in Band to

whi ch the position is assigned.

2. Bandi ng. The appropriate authority shal
designate the Band of a position and such
bandi ng shall be predicated on the nature of
wor k performed by a position and its neeting the
concept of the Band.

a. Banding is an action taken by appropriate
authority to assign a position to a defined
Band. Bandi ng occurs when a new position
is established and may occur when there are
changes in a position’ s assigned duties and
responsibilities.

(1) “Upward Bandi ng” occurs when a
position is rebanded froma | ower band
to a higher band, e.g., fromBand Ato
Band B.

(2) “Downward Bandi ng” occurs when a
position is rebanded from a higher
Band to a | ower Band, e.g., Band B to
Band A.

(3) “No Change in Band” occurs when the
reported change(s) in duties and

0417-921
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responsibilities of a position are
still characteristic of the Band and
there is no change in the Band. The
updat ed position description will be
mai ntai ned as the current official
position description of record.

(4) “Tenporary Rebanding” is a tenporary
assignnent to a different Band. A
tenporary rebandi ng nmay be requested
when a position is assigned higher
| evel duties for a specific period,
usual | y not exceedi ng one year, at the
end of which the position shall revert
to its authorized band. Such rebandi ng
shall be made only when tenporary
assi gnnents cannot be nade.

Ef fecti ve Dates

The effective date of Bandi ng actions shall be as
fol | ows:

“New Positions” -- the first day of the pay
period i mediately follow ng the date of
approval by the approving authority.

“Upward” Banding -- the first day of the pay
period i medi ately follow ng receipt of the
position description by the approving authority.

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

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

“Prospective Changes” ~-- the first day of the
pay period imediately following the effective
date of the changes.
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The effective date of a banding action based on
changes in duties and responsibilities resulting
froma reorgani zation shall be the first day of the
pay period imediately follow ng the date on which
the reorgani zation i s approved.

The System Director of Human Resources nmay determ ne
any ot her appropriate effective date.

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 the bandi ng and/ or Career G oup designation
action taken by the appropriate approving authority
be viewed by the incunbent and/or supervisor as not
appropriate to the scope and conplexity of the

assi gned duties and responsibilities of the
position, the position incunbent (and his/her

excl usive representative, as appropriate) or the
supervisor, if position is vacant, may file a
request for adm nistrative review of the action.

Pr ocedur e

1. The enpl oyee shall submt a request in witing
to the appropriate approving authority within
twenty (20) working days of the notification of
the initial action. The witten subm ssion nust
i nclude the appropriate identifying information
-- position title, position nunber,
organi zation, incunbent’s nanme, supervisor’s
name -- the requested band and/ or career group
designation action and a full and conplete
justification of the requested change. An
acknow edgnent of receipt of the request for an
adm nistrative review shall be provided.

2. An adm ni strative review of the bandi ng and/ or
Career Group designation shall be conducted by
the appropriate approving authority. As part of
the adm nistrative review process, a neeting
shal | be schedul ed and chaired by the
representative of the approving authority
charged with the adm nistrative revi ew
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responsibilities. The purpose of the neeting
will be to discuss the admnistrative review
request and consi der options_and additional
and/or clarifying information relating to the
position. Participants in the neeting wll

i nclude the position incunbent, the incunbent’s
excl usive representative,_ if requested by the

i ncunbent, the position s supervisor and/or
program a representative fromthe Chancellor’s
Ofice wwth authority to speak and commt on
behal f of the Chancellor, OHR representative(s)
and subject matter experts, i.e., individuals
identified by the University with extensive
knowl edge of the nature of work perforned at
each band |l evel for a particular Career G oup.
Q her individuals who are deened by the parties
as having relevant informati on may be requested
to attend the neeting.

3. All adm nistrative review requests shall be
filed on the specified Form- Adm nistrative
Revi ew Request.

Appeal of a Band and/or Career G oup Designation

Appeal s

1

The bandi ng and/ or career group designation action
of the appropriate approving authority as a result
of the adm nistrative review may be appealed to the
APT O assification Appeals Board (hereinafter
referred to as “Board”) by the incunbent or
supervi sor of the 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 Review deci sion

a. Where the Adm nistrative Revi ew deci sion was
procured by undue or inappropriate neans;
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 deci sion nmaker
was guilty of inappropriate behavior or
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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 the rights of any party
have been prej udi ced;

d. Where the Adm nistrative Revi ew deci sion nmaker
exceeded del egated powers and authority, or so
inperfectly executed themthat a final and
definite award was not nade.

Where an Admi nistrative Review decision is vacated,
t he Appeal s Board shall apprise the decision maker
of the Appeals Board decision and the basis for the
deci sion and shall direct reconsideration by the
appropriate authority for the conduct of an

Adm ni strative Revi ew.

Pr ocedur es

1

A formal appeal to the Board may be submtted if the
position incunbent or supervisor, if the position is
vacant, is not satisfied with the results of the
admnistrative review. The adm nistrative 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 admnistrative
review of the position.

The appeal nust be filed Appeal of Bandi ng and/ or
Career Group Assignnent (Attachnent 6) and nust
contain a detailed discussion of the reasons for
believing that the action of the approving authority
is not appropriate, the requested change, and the
justification for the requested action. It shall 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.

Appeals will be schedul ed for hearing by the Board.
The Board will prescribe the procedures for the
hearing. The Board s decision shall be binding on
the parties.



A9. 210
Page 16

4. Actions shall be retroactive to the date of the
initial action being appealed if the position was
encunbered at the tine that the initial action was
filed.

0417-921
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COMPENSATI ON MAI NTENANCE PROCEDURE

Compensation 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 exclusive collective bargaining

representative.
constitute the salary schedul e.

Pay ranges together with pay rates
| ncunbents of all

positions assigned to a given 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 sal ary
schedul e.

Each Band shal |

be conprised of all salary range

step rates assigned to the pay ranges as

fol | ows:
Band A - All step
Band B - All step
Band C - Al step
Band D - All step

Designated New Hire Rate (DNHR)

A

New hi res shal

rates
rates
rates
rates

in Pay Ranges 01-07
in Pay Ranges 06-12
in Pay Ranges 11-17
in Pay Ranges 13-17

be conpensated at the Designated New

Hre Rate (DHNR) as established by policy. The DNHR
may be adjusted periodically as appropriate to

remai n conpetitive.

Ef fective January 1, 2002 the

DNHR shall be as foll ows:
Band Type of Position Desi gnated New Hire Rate
( DNHR)
A Entry / Intermediate / Band A, Step 1 for 9- & 11-

| ndependent Wor ker

nmont h Enpl oyees (Fornerly
PO1 Step 1)
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B Jour neywor ker / Lead Worker /

Wor ki ng Super vi sor

Band B, Step 1 for 9- & 11-
nmont h Enpl oyees (Fornerly

P06 Step 1)
C Supervi sor / Subject Mtter Band C, Step 4 for 9-nonth
Expert and Step 5 for 11-nonth
Enpl oyees (Fornerly P11 Step
4 for 11-nonth and P11 Step
5 for 9-nonth Enpl oyees))
D Program Manager / Administrator |Band D, Step 8 for 9- & 11-

Expert

or Forenost Subject Matter

mont h Enpl oyees (Fornerly
P13 Step 8)

1. Changes in the DNHR wi | |

be announced within the

University and communi cated to the exclusive

representative prior to
any change.

2. Enpl oyees whose current

the effective date of

rate of conpensation

falls bel ow the adjusted DNHR nmay be nom nated

for a Speci al
Ret enti on.

Conpensat i

on Adj ustnent (SCA) -

SCA- Retenti on procedures shall be

fol |l owed when naki ng recommendati ons due to

changes in the DNHR

When maki ng appointments to a position, a program

may, subject to the approval
Presi dent or appropriate desi

of the Chancellor, Vice
gnated University

Executive, designate a rate of conpensation above

the Designated New Hire Rate

(DNHR) not to exceed

twenty-four percent (24% above the DNHR specified
for the Band to which the position is assigned and

such rate of conpensation shal

maxi num of the Band.

not exceed the

1. In the event that the rate of conpensation of a
current enployee is equal to or greater than
twenty-four percent (24% above the DNHR, a

program may subject to the approval

of the

Chancel l or, Vice President or appropriate

desi gnated University Executive a rate of
conpensation up to ten percent (10% nore than
the enpl oyee’s current rate of conpensation but
not to exceed the maximumrate of the Band.




0417-921

A9. 210
Page 19

For appointees to positions in Bands A or B

ei ght percent (8% of the twenty-four percent
(24% maxi mum may be attributed to assignnment
and performance of nore advanced | evel of

conpl exities and scope of responsibilities
assigned to the position that are beyond the
entry level of the band as docunmented in the
respective position description. For exanple,
Band A includes positions at the entry,

i nternedi ate or independent worker |evels; and,
therefore, a request to hire above the DNHR may
be appropriate when filling a Band A position
that officially functions at the independent
wor ker | evel.

The requesting programshall conplete the
Request to Hire Above the DNHR Anal ysis Mtri x
and associ ated Request Form (Attachnment 9) to
devel op supporting rationale and justification
for the exception request.

The program shall conplete and submt a Request
to Hre Above the DNHR to the Chancellor, Vice
Presi dent or designated University Adm nistrator
al ong with supporting docunentation prior to
maki ng an official offer. Docunentation shal

i ncl ude:

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

b The conpleted UH Form 17 (EEQ AA) BOR
Recrui tment/ Sel ecti on Form

C The sel ectee’s conpl eted APT application.

d Docunent ati on confirmng the progranm s
consultation wth the University' s EEQ AA
O fice on the proposed above DNHR
conpensation rate.

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

notification and response, facsimle or
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ot her correspondence that reflects the nane
of the affected individual, the position
nunber, the Career G oup and Band
designation of the position, the DNHR, the
organi zati onal | ocation and the proposed
rate and step of conpensation to be

of fered, confirm ng positive consultations
wi th the exclusive collective bargaining
representation on the request.

5 For requests greater than twenty-four percent
(249% above the DNHR and requests for nore than
ten percent (10% above the enpl oyee’ s current
rate of conpensation neither to exceed the
maxi mum rate of the Band, a programmay submt a
request with acconpanyi ng docunentation for an
exception to the DNHR to the President via the
appropriate Chancellor, Vice President or
desi gnated University Adm nistrator

a The appropriate Chancellor, Vice President
or designated University Adm nistrator
shal |

(1) review and evaluate the submtted
request and

(2) forward only those recomendati ons
that are being positively supported
wi th notation by the review ng
authority of endorsenent
rational e/ supporting comrents and

(3) provide certification that the
exception, if granted, is in
conpliance wth applicabl e non-

di scrimnation |laws, rules, orders,
policies and practi ces.

In the event that there are no qualified candi dates
avai l able for a position, the position may be
reassigned to a | ower band and readvertised in
accordance wth applicable University procedures.



0417-921

A9. 210
Page 21

Conpensati on Adjustnment Upon Initiated Voluntary
Moverment to a Different Position, Involuntary Change
in Band Desigation as a Disciplinary Measure and
Rebandi ng Acti ons

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

1. Vol untary Movenment to a Position in the Same or
H gher Band

In the event that an enpl oyee noves from one
position to another position in the sane or

di fferent Career group but the new position
assigned to the sanme band, e.g., enployee noves
fromposition Win Career Goup I, Band Ato
position X in Career Goup | or Il, Band A (a
per sonnel novenent formerly described as a
“transfer”) or the enpl oyee noves from a
position in a |lower Band to another position in
a higher Band, e.g., position Y in Career G oup
|, Band Ato Position Zin Career Goup | in
Band B (a personnel novenent formerly described
as a “pronotion”),a program accepting the

enpl oyee may request a salary rate above the
DNHR i n accordance with the provisions of
subparagraph Il, B.1., or Il, B.2., above.

2. 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 another position in
a |lower Band, e.g., position X, Career Goup I,
in Band C noves to position Y in Career G oup |
in Band B (a personnel novenent fornerly
described as a “voluntary denotion”) an enpl oyee
who is granted a voluntary denotion shall be
conpensated at the highest step in the | ower pay
range which rate is not greater than ninety two
percent (92% of the enployee’s basic rate of pay
prior to the enployee noving to the new positon.
In no situation shall the enpl oyee be pl aced
bel ow the m nimum step of the | ower pay range
band. The provisions of Section Il. B. above
shall not apply when an enployee initiates a

vol untary novenent to a position in a |ower
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band.

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

In the event that the enployer initiates action as a
di sci plinary measure wherein the enployee is noved
froma position in a higher Band to another position
in a lower band or the enployee renains the sane
position but the position is reassigned to a | ower
band, e.g., fromBand B to Band A (a personnel
action fornerly described as an involuntary
“Disciplinary Denotion”). The System Director of
Human Resources shall determ ne whet her the enpl oyee
retains the sanme basic rate of pay or shall have

hi s/ her pay reduced by four percent (4%. |If the
denot ed enpl oyee’ s pay exceeds the maxi num step of
the I 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 from one
band to another band on the basis of nature, scope
and conplexity of assigned duties and
responsibilities.

1. “Upward Rebandi ng” is the novenent of a position
froma |l ower Band to a higher Band, e.g. from
Band A to Band B. The incunbent of the position
shal | be conpensated at eight percent (8% nore
than the enpl oyee’s rate of conpensation prior
to the being rebanded upward; provided, however,
that the enpl oyee’s pay shall not be advanced
beyond t he maxi num step of the higher band.

2. “Downwar d Rebandi ng” is the involuntary
nmovenent, of a position froma higher Band to a
| oner Band, e.g., fromBand B to Band A due to
changes in assigned duties and responsibilities
arising froma reorgani zati on or other changes
in work_assignnment. The incunbent of the
position shall retain his/her basic rate of pay
and be placed in the | ower Band at the
appropriate step not exceedi ng the maxi mum step
of the | ower band and not |ower than the | owest
step in the | ower band.
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a. | f the enployee’s basic rate of pay falls
above the maxi mum step in the | ower band,
t he enpl oyee shall be conpensated at the
maxi mum step of the | ower band and awarded
a tenporary differential stipend. The total
of the enployee’' s basic rate of pay in the
| oner band plus the tenporary differential
stipend shall equal the enployee s rate of
pay in the higher band. The tenporary
stipend shall be reduced as the enployee’s
basic rate of pay is increased.

3. “Tenporary Rebanding Stipend” is awarded when an
enpl oyee in a |lower band is tenporarily assigned
to performthe duties and responsibilities
characteristic of a position in a higher band.
The tenporary rebandi ng stipend shall be
equi val ent to the anmount which woul d be provided
the enpl oyee if rebanded upward. Such tenporary
rebandi ng stipend shall be term nated when the
position ceases to be assigned duties and
responsibilities of the position in a higher
band.

Mul tiple Base Salary Adjustnents

Mul tiple base salary adjustnents, other than for
col | ective bargaining and annual i n-grade

adj ustnments, that occur in the sanme twel ve-nonth
period shall be subject to review, and prior
approval by OHR

Rebandi ng During System Conver si on

During the conversion period to the New APT

Cl assification System the band assignnent of a
position may be adjusted upward or downward by OHR
(e.g., adjustnent of initial band designation,

adm ni strative review, and/or results of an appeal).
Such band reassignnent shall not constitute a
rebandi ng action for conpensation adj ustnent

pur poses. The incunbent of any position whose band
assignnment is adjusted during the conversion period
shal |l continue at the sanme base rate of conpensation
to which the individual was receiving prior to the
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initial band assignnent.

OHR shal | announce the conpletion of the conversion
period after which all conpensation adjustnents
procedures shall apply.

Mul ti pl e Personnel Actions

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

TTMmoOw>

Col | ective bargai ni ng adj ust nent;

Pronoti on;

Rebandi ng;

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

O her personnel actions

Mai nt enance of Pay Pl an

A

Designated Entry Rate (DER)

The DER was created in conjunction with the

negoti ation of a new salary schedule for the 1999-
2001 coll ective bargai ning agreenent which reflected
| ower mninmum salary rates in some pay ranges than
the mninmumsalary rate in the original salary
schedul e specified by the 1997-1999 collective

bar gai ni ng agreenent. The specification of a DER
shal |l cease once the m ninumsalary rate of a band
(to which are correl ated negoti ated pay ranges)
exceeds the mninmum salary rate specified in the
1997-1999 col |l ective bargai ning agreenent for the
appl i cabl e pay ranges.

Designated New Hire Rate (DNHR)

1. The DNHR shall be determ ned by the University
in the context of salary survey information from
rel evant sources. A survey to determ ne the
appropriate DNHR for each Band in each Career
G oup shall be conducted no less than biennially
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in even-nunbered years. OHR shall set salary
survey criteria and define the process to
conduct the survey and such process may incl ude
t he acceptance of relevant bona fide salary
survey information, e.g., data from ot her
recogni zed and criteria based surveys. The
results of the survey and adjustnments to DNHR
shall be made available to the University
Communi ty and conmmuni cated to the excl usive
col | ective bargaining representative in

el ectronic formprior to the effective date of
any DNHR adj ust nents.

The survey shall be conducted in sufficient tine
to make any approved adjustnments to the DNHR to
be effective July 1 of odd-nunbered years.
Additionally, adjustnments to the DNHR for

i ndi vi dual Bands associated with a Career G oup
may be made fromtine-to-time as deened
necessary by the System Director of the Ofice
of Human Resources.

In the event that an adjustnent in the DNHR
results in enployees falling bel ow the new DNHR
a program as it deens appropriate, may nom nate
enpl oyees who fall bel ow the new DHNR and who
meet criteria, by applying the SCA-Retention
gui del i nes and procedures.
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SECTION I'l'l - SPECI AL COVPENSATI ON ADJUSTMENTS ( SCA)

CGui delines applicable to all SCAs.

A

SCA -

A

SCAs may be awarded for purposes of retention,
| ongevity, in-grade and performance purposes.

All SCAs shall be at the discretion of the
University and shall not be subject to appeal other
than for instances of discrimnation or procedural
vi ol ati ons.

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

Ret enti on
Qui del i nes

1. Speci al conpensation adjustnents for retention
are subject to the approval of the President and
are intended to serve as incentive for highly
skill ed APT enpl oyees to continue enpl oynent
with the University in |ieu of accepting bona
fide job offers at higher salaries fromother
enpl oyers or because of an adjustnent made to
the DNHR and to preclude the adverse inpact on
the University resulting fromthe [ oss of highly
skil | ed enpl oyees.

2. A positively supported SCA-Retention request
shall be submtted to the President via the
appropri ate Dean, Director, Provost or
equi valent to the Chancellor, Vice President or
desi gnated University Adm nistrator on the SCA-
Retention form by the APT enpl oyee’ s supervi sor.
The respective Chancellor, Vice President or
designated University Adm nistrator shall review
the request and forward positive recomendati ons
to the President.
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3. The SCA-Retention recommendati on nust i ncl ude
the foll ow ng:
a. An offer letter from anot her enpl oyer and

any other pertinent docunentation of a
valid job offer,

b. An anal ysis of the inpact of the SCA-
Ret enti on adj ustment on program budget and
oper ati ons,

C. A description of 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 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
gr ant ed,

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

f. An anal ysis of the inpact of SCA-Retention
on enpl oyees in conparabl e positions
requi ring the sane bona fide occupati onal

qualification, special expertise, skill or
know edge,
g. Certification of the availability of funds

and conpliance wth applicabl e equal
enpl oynent | aws, rule, regulations and
poli ci es,

h. In the case of a request arising froma
change in the DNHR, certification that the
enpl oyee woul d be rehired at the new DHNR

0417-921
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if the enployee were to resign and reapply
for the same position and

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

Ef fecti ve Dates of Awards - SCA-Retention shal
be effective the date of the President’s
approval .

Fundi ng of Awards - Funding for SCA-Retention
awards shall be the responsibility of the
appoi nting authority.

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

Deci si on-nmaki ng and Consultation: The President
shal | approve or deny those requests submtted
for SCA-Retention. A copy of the approved
requests shall be forwarded to the exclusive
col |l ective bargaining representative within ten
(10) cal endar days of the President’s approval.

The above guidelines shall apply when maki ng an
SCA- Retention requests based on a change in the
DNHR i n accordance with the foll ow ng:

a. The requirenent for an offer letter from
anot her enpl oyer shall not apply for SCA-
Retention requests based on a change in the
DNHR

b. To be eligible for a SCA-Retention
adj ustment due to a change in the DNHR a
partial work performance eval uation for the
peri od extendi ng from begi nning of the
annual eval uation period and to the end of
the nonth preceeding the date of subm ssion
of an SCA-Retention adjustnent shall be
conpl eted and the enpl oyee shall have a



0417-921

A9. 210
Page 29

overall rating of neets or exceeds
performance expectations to be eligible for
consideration for an SCA-Retention due to
change in the DNHR

C. The anobunt of SCA-Retention adjustnents
shal | be based on the progranis
determ nation of the extent to which
program funds are avail able for such
adj ustnents after considering the nagnitude
of the change in the DHNR

B. Pr ocedur es

1

The Dean, Director, Provost or equival ent shal
conpl ete UH Form SCA- Retention for those
positively supported requests and submt the
conpleted formto the appropriate Chancell or,

Vi ce President or designated University

Adm ni strator. The appropriate Chancellor, Vice
President or designated University Adm nistrator
shall review the request and forward those
positive recomendati ons to the President.
Requests for SCA-Retention not reconmended by
the Chancellor, Vice President or designated
University Adm nistrator shall be returned to
the submtting Dean/Director/Provost or
equi val ent .

The President shall review and approve or deny
requests for retention adjustnents and return a
copy of the decision to the respective Vice
President, Chancellor, Dean/ D rector/Provost or
equi valent, OHR (for the record) and enpl oyee.

A copy of the approved requests shall be
forwarded to the exclusive collective bargaining
representative within ten (10) cal endar days of
recei pt of the President’s approval.

The appointing authority shall initiate
appropriate action to authorize paynent of the
approved retention adj ustnent.
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4. Al'l denied requests shall be returned to the
subm tting programw th an expl anati on.

SCA- Longevity
Qui del i nes

1. Speci al conpensation adjustnents for |ongevity
may be authorized by the President and are
i ntended to recogni ze enpl oyees for | oyal
service to the University and are subject to the
mut ual agreenment with the exclusive collective
bargai ni ng representative on the criteria.

2. When deened appropriate by the President, the
Presi dent may authorize special conpensation
adj ust nents based on the enpl oyee’ s conti nued
| oyal and dedi cated service (longevity) to the
University, subject to the nutual agreenent with
t he exclusive coll ective bargaining
representative on the criteria.

Pr ocedur es

The President nay authorize special conpensation
adj ustnents to enpl oyees based on years of service
to the University and performance of each enpl oyee,
subject to the nutual agreenent with the exclusive
col | ective bargaining representative on the
criteria.

n- gr ade
Gui del i nes
1. Speci al conpensation adjustnents for in-grade

grow h may be authorized by the Chancellor, Vice
Presi dent or designated University Adm nistrator
based on the enpl oyee exceedi ng performnce
expectations as docunented by the enpl oyee’s
annual work evaluation and are intended to
recogni ze perfornmance
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substanti al denonstration of increased
conpetencies, e.g., an enployee renains
classified in the same Band and conti nues
to be assigned to the sanme functional area
whil e perform ng duties and
responsibilities significantly nore conpl ex
but with the concept of the Band definition
or

significant growmth within the band, i.e.,
at the | evel of professional conpetency
that is associated with the band, with
reassignment to a different functional

ar ea.

In the case of a change in functional area
within the sane Band, the enpl oyee may
experience a steep learning curve in the
new field of assignnent, and therefore, the
enpl oyee is not eligible for an In-grade
Adj ustnment (1 GA) 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, the
enpl oyee may be eligible for an | GA

2. The SCA-In-grade Adjustnent reconmendati on nust
i ncl ude the foll ow ng:

a.

Al'l pertinent docunentation which indicates
that the enpl oyee has denonstrated: (a)
subst anti al denonstration of increased
conpetencies or (b) significant growth
within the sanme Band.

An anal ysis of the inpact of the SCA-In-
grade adj ustnent on program budget and
operations and program s budget plan.

Note: Al current and future costs of any
i n-grade adjustnment shall be accommopdat ed
from exi sting program budget all ocations
and not require or serve as the sole basis



0417-921

A9. 210
Page 32

for future suppl enental program budget
requests. Certification of availability of
funding is required.

Description of contributions made by the
enpl oyee and the benefit to the University,
including identification of the

conpet enci es and/ or special expertise,
skill or know edge that enhance the |ong
termval ue of the enployee to the

Uni versity,

| dentification of anticipated difficulties,
i npact and/ or consequences that the program
and/or University woul d have suffered had

t he enpl oyee not denonstrated growth in the
j ob,

| dentify In-grade G owth/ Devel opnent
Benchmar ks:

(1) |If deened appropriate, prograns nay
use as a guide the In-grade G owt h/
Devel opment Benchmarks for the
appropriate Band in the identification
of a beginning benchmark (where the
enpl oyee started) and a progress
benchmark (how t he enpl oyee has
devel oped for the recommended in-grade
adjustnent). An explanation should be
provi ded of what the enpl oyee
acconpl i shed or denonstrated or
docunent the enpl oyees growth between
the two benchmarks to justify an in-
grade adjustnent. (See Attachnent 8)
or

(2) Alternatively, identify other
benchmar ks est abl i shed by the program
to explain how the enpl oyee’s
experti se has grown/devel oped.
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f. Any other relevant information or argunents
in support of the request.

Ef fective Dates of Awards: SCA-In-grade

Adj ust ment shall be effective beginning the
first pay period follow ng approval. The
program shall initiate appropriate action to
aut hori ze paynent of the approved SCA-In-grade
Adj ustment at the appropriate tine.

Fundi ng of Awards: Fundi ng for SCA-1n-grade
awards shall be the responsibility of the
program

The SCA-In-grade Adjustnent shall be nmade in the
formof a step novenent(s) not to exceed the
maxi mum step in the appropriate Band.

a. An SCA-1n-grade Adjustnent shall be limted
to two percent (2% except where the
program can establish special and
exceptional circunmstances in which case an
SCA-1 n-grade Adjustnent shall not exceed
four percent (49%.

Note: No enpl oyee shall in the sane

eval uation period receive nore than a total
of eight percent (8% or the equival ent of
four steps as SCA's and that such SCA s may
be conprised of any conbi nati on of
Performance Award and | n-grade Adjustnent.

The Chancel |l or shall approve or deny those
requests submtted for SCA-In-grade Adjustnent.
A copy of the approved requests shall be
forwarded to the exclusive collective bargaining
representative within ten (10) cal endar days of
the Chancellor’s, Vice President’s or designated
University Adm nistrator’s action.

SCA-I n-grade adjustnents shall be limted to
once during an evaluation period except in the
case of adjustnents based on changes in the
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DNHR

B. Pr ocedur es

1

A positively supported SCA-In-grade Adjustnent
request initiated by the enpl oyee’s i nmedi ate
supervi sor may be submtted via the appropriate
Dean, Director or Provost or equivalent to the
Chancel |l or, Vice President or designated

Uni versity Adm nistrator.

a. The respective Chancellor, Vice President
or designated University Adm nistrator
shal | approve or disapprove the request
wi th notation of the rational e/coments for
endorsenment and forward all approved
requests to the System Director of Human
Resour ces.

b. Al l di sapproved requests with
comments/rationale for disapproval shall be
returned to the appropriate submtting
of fice.

A copy of the approved requests shall be
forwarded to the exclusive collective bargaining
representative within ten (10) cal endar days of
recei pt of the approval of the Chancellor, Vice
Presi dent or designated University

Adm ni strator.

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



Attachment 1
Bulleted Definition of Generic Broadband Levels with Descriptors

Band A - Entry/Intermediate/Independent Level Worker

POSITION CONCEPT

. Performs professional work at the entry/intermediate/independent level
JUDGMENT
. Higher authority resolves any conflicts or gaps in guidelines and provides

interpretations when necessary

. Competent to independently conduct studies/analyses or treatment of data where the
parameters and outcomes are clearly defined

ORIGINALITY
. Applies_fundamental professional principles, techniques and standards
. Complies with well established procedures, methods or generally accepted practice

CONTROLS OVER POSITION

. Close to moderate supervision on work assignments which are complex
. Routine work assignments are periodically reviewed for technical soundness
. Work product subject to substantive technical review for conformity to instructions

and established rules, procedures and guidelines.
SUPERVISION GIVEN

. May give work task assignments or instructions to clerical personnel, technical
personnel and/or student help

MINIMUM QUALIFICATION REQUIREMENTS

Education & Experience:

0417band 1



Attachment 1
Bulleted Definition of Generic Broadband Levels with Descriptors

Possession of a pertinent baccalaureate educational degree and relevant professional
experience, possession of the following competencies in technical knowledge, critical
thinking skills, communication skills and interpersonal skills:

Knowledge, Skills & Abilities:
. Functional knowledge of principles, practices and techniques in the assigned specialty
area(s) demonstrated by knowledge, understanding and ability to apply principles,

concepts, methodology and terminology

. Functional knowledge and understanding of principles, theories, federal and state
laws, rules, regulations, systems and associated with work specialty

. Demonstrated ability to recognize problems, identify possible causes and resolve the
full range problems that may commonly occur in the area of expertise

. 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

. Demonstrated ability to operate a personal computer and word processing software
. Other bona fide occupational qualification requirements, i.e. specialized

education/training, work experience, knowledge, skill and/or ability, as may be
associated with the duties and responsibilities assigned to a position

Equivalencies:

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

DESIRABLE QUALIFICATION REQUIREMENTS
A special job related knowledge, skill or ability identified by a program for a particular

position that a qualified applicant is not required, but may possess and that have been
deemed to be desirable.
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Band B - Journeyworker/Senior Worker/Working Supervisor

POSITION CONCEPT

Performs complex work of considerable difficulty and diversity of tasks at the
journeyworker level, i.e., fully competent skilled professional, or at the advanced
worker level, i.e., seasoned lead 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

JUDGMENT

Considerable knowledge of applicable laws, rules, policies, regulations and
procedures in a subject matter area or field of expertise

Exercises professional independent judgment in determining the design,
approach and methods necessary to carry out complex assignments of considerable
difficulty

Exercises independent judgment, discretion and creative adaptation in designing an
approach and determining a plan to apply broad concepts, subject matter knowledge,
professional skills and products, tools and techniques common to the profession 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 programmatic and operating goals
and objectives, time frames and administrative/operating requirements

ORIGINALITY

0417band

Recognized with commensurate delegated authority as having the expertise to make
final authoritative decisions or effective recommendations, provide definitive
advice and interpretations of policies and procedures and ability to resolve most
conflicts in the subject matter area or field of expertise

Designs and develops new systems, technical features, components, capabilities,
guidelines, standards and practices that directly impact the unit and sets the
technical direction for the unit in the subject matter area or field of expertise

Decisions made determine a unit’s success and/or compliance in a subject
matter area or field of expertise, impacts all users or service recipients of the unit or

3
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units serviced by the position and the method, means and manner of services
delivered in subject area or field of expertise for the unit or units serviced

CONTROLS OVER POSITION

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

. No technical review of work product

SUPERVISION GIVEN

. May supervise and/or provide work assignments and directions to professionals
including professionals, e.g..independent, journeyworkers and/or subject
matter expert level and/or technical, clerical or student personnel

MINIMUM QUALIFICATION REQUIREMENTS
Education & Experience:

Possession of a pertinent baccalaureate educational degree and relevant professional
experience, possession of the following competencies in technical knowledge, critical
thinking skills, communication skills and interpersonal skills:

Knowledge, Skills & Abilities:

. Considerable working knowledge of principles, practices and techniques in the
assigned specialty area(s) as demonstrated by the broad knowledge and
understanding of the full range of pertinent standard and evolving concepts, principles
and methodologies

. Considerable working knowledge and understanding of applicable federal and state
laws, rules, regulations and theories and systems associated with work specialty

. Demonstrated ability to recognize a wide range of intricate problems, use reasoning

and logic to determine accurate causes, and apply principles and practices to
determine, evaluate, integrate, and implement practical and thorough solutions in an
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effective and timely manner

. Demonstrated ability to interpret and present information and ideas clearly and
accurately in writing, verbally and by preparation of reports and other materials

. Demonstrated ability to establish and maintain effective working relationships with
internal and external organizations, groups, team leaders and members, and
individuals

. Demonstrated ability to operate a personal computer and word processing software

. For supervisory work, demonstrated ability to lead subordinates, manage work

priorities and projects, and manage employee relations

. Other bona fide occupational qualification requirements, i.e., specialized
education/training, work experience, knowledge, skill and/or ability, as may be
associated with the duties and responsibilities assigned to a position

Equivalencies:

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

DESIRABLE QUALIFICATION REQUIREMENTS
A special job related knowledge, skill or ability identified by a program for a particular

position that a qualified applicant is not required, but may possess and that have been
deemed to be desirable
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Band C - Supervisor/Subject Matter Expert

POSITION CONCEPT

Positions may function as either as a full supervisor responsible for driecting a
program and supervising subordinate journeyworker(s)/senior
worker(s)/working supervisor(s) professionals and/or senior technical personnel
who provide the full range of technical support services in a complex area or field of
expertise or as a recognized highly advanced subject matter
expert/advisor/leader on a system/campus-wide basis, as affirmed by a
committee comprised of systemwide representatives, in a specialized subject matter
area with responsibility for performing highly complex professional work beyond the
senior/working supervisor levels wherein expert technical advice and decisions are
final. Subject matter expert “specialists” regularly exercise considerable depth
of knowledge of one or more highly specialized subject matter areas on a
system/campus-wide basis while broad based expert “general practitioner”
experts exercise considerable breadth of knowledge in a broad range of
activities associated with the subject field, wherein the breadth of knowledge of the
“general practitioner” is deemed commensurate with or comparable to the
depth of knowledge of the subject matter “specialist”

JUDGMENT

0417band

Responsibilities and associated expectations include: demonstrated application of
extensive knowledge and expertise to develop programs, and operational policies and
provide definitive instructional advice in unprecedented situations requiring

the application of innovative/prototypical and emerging/experimental approaches,
technologies or techniques based on seasoned professional experience

Regularly advises, interprets and/or makes decisions and/or effective
recommendations to senior level administrators and managers and maintains
ongoing dialogues with administrators holding divergent opinions and/or interests for
the purpose of reaching agreements and/or resolves issues through negotiations,
persuasion and advocacy

In decision-making and/or formulating recommendations and/or providing services in
an area of expertise, positions are responsible for incorporating into decision-making
and advisory services the impact of solutions and decisions on policy and programs
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outside the subject matter area or field of expertise and with other existing
policies, and administrative/operational and programmatic considerations including
impact on and coordination with various program goals, objective and operations, with
other support services areas, with larger system and/or other externally controlled
support service and with other competing or conflicting factors

ORIGINALITY

0417band

Sets the direction for the design, development and adoption of procedures and
practices to support the goals and objectives of the system, sub-system/campus or
program deemed to be comparable in a subject matter area

Actions or decisions of positions are program determinant in subject matter
area and impact on the organizational entity’s operations, management and
contribution to the next higher organizational level’'s attainment of management goals.

Sets the direction for the development and application of emerging, experimental,
prototypical and state-of-the-art technologies and procedures and systems not
common to or utilized in the industry or subject matter area

In context of broadly stated goals set by program management positions are assigned
responsibility for service as the subject matter expert and delegated authority or
responsibility to formulate the effective recommendations to resolve all conflicts
between applicable policies and procedures and operational/ programmatic
requirements with such decision-making being program determinant in the area of
expertise, impacting on system wide operations or serving as a precedent setting
interpretation system or sub-system wide

Positions are expected and empowered with commensurate delegated authority or
responsibility for the formulation of effective recommendations to resolve major
areas of uncertainty or interpretation arising from continuously changing conditions
by establishing precedent setting interpretations, originating new criteria, developing
changes to applicable policies and procedures or developing new administrative
models of operations in a subject matter area or field of expertise

Defines, develops and implements new and innovative administrative policies,
procedures, practices and/or methods that may deviate from traditional or accepted
practices to address changing needs of an operating program and alternative
policies, procedures and/or operating practices to address atypical requirements that
are unresolvable within existing administrative context, practice or marketed
technology
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CONTROLS OVER POSITION

Independently determines the methods, means, work priorities and allocation of
resources in a subject matter area or field of expertise

No technical review of work products which are reviewed on the basis of
soundness of judgement exercised and contribution of work products to broadly
stated program goals.

Independently functions with extensive discretion and authority without technical
supervision_

SUPERVISION GIVEN

May supervise subordinate professionals, e.g. independent, journeyworkers
and/or subject matter expert level and/or senior 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 personnel

MINIMUM QUALIFICATION REQUIREMENTS

Education:

Possession of a pertinent baccalaureate educational degree and relevant professional
experience, possession of the following competencies in technical knowledge, critical
thinking skills, communication skills and interpersonal skills:

Knowledge, Skills & Abilities:

0417band

Advanced and comprehensive knowledge and understanding of a wide range of
developing and emerging concepts, principles and methodologies of the assigned
work specialty area(s).

Comprehensive knowledge and understanding of a wide range of principles, theories,
federal and state laws and systems associated with work specialty.

Demonstrated ability to understand problems from a broad interactive perspective and
use reasoning to discern underlying principles and issues when problem solving, and
apply creative thinking to resolve problems in new and unprecedented approaches.
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. Demonstrated written and verbal competence in presenting ideas, concepts and
models clearly using persuasion and negotiation to build consensus and cooperation.

. Demonstrated ability to establish and maintain effective working relationships with
internal and external organizations, groups, team leaders and members, and
individuals.

. Demonstrated ability to operate a personal computer and word processing software.

. For supervisory work, demonstrated ability to lead subordinates, manage work

priorities and projects, and manage employee relations.

. Other bona fide occupational qualification requirements, i.e. _specialized
education/training, work experience, knowledge, skill and/or ability, as may be
associated with the duties and responsibilities assigned to a position

Equivalencies

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

Desirable Qualification Requirements:

A special job related knowledge, skill or ability identified by a program for a particular
position that a qualified applicant is not required, but may possess and that have been
deemed to be desirable.
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Band D - Program Administrator/Manager/Foremost Subject Matter

Expert in a Highly Specialized/Technical Field

POSITION CONCEPT

A program manager/administrator responsible for directing and managing a
program involving either a highly complex specialized subject area requiring
great depth of knowledge and expertise or a program with considerable
breadth of knowledge and broad expertise that is. deemed commensurate with or
comparable to the depth of knowledge and expertise associated with a specialized
subject matter area and provides the overall leadership, planning, direction,
organization, program evaluation, development of programmatic short- and long-range
goals, objectives and plans, and develops system wide policies with inherent
responsibility to serve as a highly influential advisor to University senior executives
and/or definitive policy expert on the program, it administrative requirements, i.e.
statutory, policy and procedural requirements, and associated subject matter area or
field of expertise and supervises subordinate level professional supervisors

Systemwide recognition as a foremost subject matter expert (as affirmed by a
committee comprised of systemwide representatives)_in a highly technical and/or
specialized field function as the top-level contributor essential to the development
and direction of unprecedented initiatives having significant University wide, statewide
or comparable impact on a program or field of expertise and which typically involves
the application and/or adaptation and application of state-of-the-art and/or
“cutting edge” ideas, concepts and issues

JUDGMENT

0417band

A position is recognized on a Universitywide and/or statewide basis as the foremost
expert in the area of expertise involving the performance of the most advanced
administrative staff support work in a highly specialized functional area with
responsibility to exercise seasoned expert judgement while providing senior
University executives and administrators 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 exist with decisions having direct and far reaching
impact on the University’s ability to comply with federal, state, audit, and/or
other external regulatory agencies’ compliance requirements and compliance
with Board policies, the program’s ultimate success or failure,_the program’s
policies, procedures and implementation activities, and the program’s administrative
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operations.
ORIGINALITY
. Provides leadership by setting the direction and initiating critical thinking and analysis

in the_formulation and execution of policy, to insure programmatic effectiveness,
lawful compliance, and satisfaction of operational goals, designs systems involving
several concurrent sequential phases to implement; and executes programs,

policies, procedures and practices in coordination with other University programs

. Sets the direction and provides leadership in developing broad based strategies

for the University and its campuses and such strategies may deviate from the norm or

accepted theories, concepts and practices
CONTROLS OVER POSITION

. Works within broad policy statements and/or program objectives the position justifies,
negotiates, persuades and sets direction and provides leadership for the program
with authority to make decisions or authority to make effective
recommendations that are program determinant in a subject matter area or
field of expertise.

SUPERVISION GIVEN

. Supervises subordinate staff of professionals including professional
journeyworkers, subject matter experts and/or supervisors and/or technical and
clerical personnel

MINIMUM QUALIFICATION REQUIREMENTS

Education & Experience:

Possession of a pertinent baccalaureate educational degree and relevant professional
experience, possession of the following competencies in technical knowledge, critical
thinking skills, communication skills and interpersonal skills:

Knowledge, Skills & Abilities:

. Extensive knowledge of pertinent information technology principles, concepts and
issues in assigned specialty area(s) including unconventional theories and new

0417band 11



Attachment 1
Bulleted Definition of Generic Broadband Levels with Descriptors

developments to issues and problems, and generation and development of new
hypotheses and theories.

. Extensive knowledge of innovative, emerging and state-of-the-art principles, concepts
and principles, emerging theories, the most current federal and state laws and
associated rules, regulations and interpretations and systems associated with work
specialty.

. Demonstrated ability to develop short- and long-term plans of actions, understand
problems from a broad interactive and interconnected perspective, use unconventional
reasoning to discern broad underlying principles and issues when problem solving,
and apply innovative and precedent-setting thinking to resolve problems of large
scope and impact.

. Demonstrated written and verbal mastery in presenting ideas, theories, issues and
models clearly and accurately using persuasion and negotiation to build consensus
and cooperation and provide long-term direction and leadership.

. Demonstrated ability to establish and maintain effective working relationships with
internal and external organizations, groups and individuals.

. Demonstrated ability to operate a personal computer and word processing software.

. For supervisory work, demonstrated ability to lead subordinates, manage work
priorities and projects, and manage employee relations.

. Other bona fide occupational qualification requirements, i.e. specialized
education/training, work experience, knowledge, skill and/or ability, as may be
associated with the duties and responsibilities assigned to a position

Equivalencies

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

Desirable Qualification Requirements:

A special job related knowledge, skill or ability identified by a program for a particular
position that a qualified applicant is not required, but may possess and that have been
deemed to be desirable.
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Public Information, Public Events Planning and Publications

(To Replace: UH Editor I-IV, UH Press Executive Editor,
UH Publications Specialist I-1V, UH Press Publications Manager,

UH Sports Marketing Officer, UH Theater Manager, UH Theater-Stage Manager,
UH Research Publications Manager, UH Public Information Officer I-lll & VI,
UH Press Marketing Officer I-V, UH Sports Information Officer,
Scientific lllustrator I-1l, UH Photographer I-1l, UH Microphotographer, and
UH Administrative & Fiscal Support Specialist, )

Enterprise Operations

(To Replace: UH Assistant Bookstore Manager I-1I, UH Bookstore Department
Manager I-1l, UH Bookstore Manager I-1l, UH Bookstore Operations Officer,
UH General Bookstore Manager and UH Administrative & Fiscal Support Specialist)

Institutional Support

(To Replace: UH Assistant to the IFA Director, UH Administrative Officer I-VII,
UH Institutional Analyst I-1V,

UH Associate Director of Technology Transfer and Economic Development,
UH Associate Director for Career & Technology Education,
UH Alumni Affairs Specialist VI, UH Budget Specialist I-VI,

UH Program & Budget Manager, UH Capital Improvements Program Officer,
UH Procurement & Property Management Specialist I-VI,

UH Associate Director of Procurement Real Property and Risk Management,
UH Risk Management Officer, UH Personnel Officer | - VI,

UH Fiscal Accounting Specialist I-VI, UH Payroll Officer,
UH Disbursing & Payroll Manager, UH Internal Auditor I-V,
UH Property & Fund Manager and
UH Administrative & Fiscal Support Specialist)

Legal Counsel

(To Replace: UH Law Clerk, UH Legal Assistant and UH Loan Litigation Specialist)
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Research Support

(To Replace: UH Research Associate I-VI , UH NMR-Mass Spectrometer Technician, UH
NMR-Mass Spectrometer Facilities Manager, UH Observatory Superintendent,
UH Haleakala High Altitude Site Superintendent, UH Electronics Technician I-II,
UH Observatory Technician I-1l, UH Observatory Research Technician,
UH Observatory Crew Chief, UH Observatory Foreman,
UH Laser/Electro-Optical Technician I-1l, UH Scientific Instrument Technician I-11l,
UH Scientific Glassblower, UH Communications Supervisor, and
UH Marine Laboratory Supervisor)

Academic Support

(To Replace: UH Agricultural Product Specialist, UH Agricultural Program Planning
Specialist, UH Agricultural Diagnostic Service Center Manager, UH Machinist I-Il,
UH Educational Specialist I-IV (11-month), UH Educational Specialist I-1ll (9-month) and
UH Educational & Academic Support Specialist (9 and 11-month))

Instructional and Student Support

(To Replace: UH Educational Associate I-VI (9 and 11-month),
UH Early Childhood Specialist I-V (9 and 11-month),
UH Student Services Specialists I-1V, UH Student Services Specialist 1l (9-month), and
UH Educational and Academic Support Specialist (9 and 11-month))

Media Design and Production

(To Replace: UH Graphic Artist I-1ll, UH Theater Technician I-1l, UH Media Technical
Support Specialist, UH Media Specialist I-V,
UH Distance Learning & Institutional Technical Manager)
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Physical Plant Management

(To Replace: UH Auxiliary & Facilities Services Officer I-VI,
UH Auxiliary Services Manager, UH Faculty Housing Officer,
UH Dormitory Resident Manager and UH Student Housing Coordinator I-11)

Facilities Planning and Design

(To Replace: UH Engineer I-11l, UH Electronics Engineer I-1,
UH Mechanical Engineer I-1l, UH Registered Engineer I-Il, UH Architect I-11,
UH Registered Architect I-Il and UH Facilities Planner I-11)

Allied Health and Safety

(To Replace: UH Environmental Safety Specialist I-V, UH Pharmacist,
UH Medical Technologist. and UH Hyperbaric Chamber Technician)

Athletics

(To Replace: UH Athletic Equipment Manager I-Il,
UH Certified Athletic Trainer I-1ll, UH Athletic Compliance Coordinator, and
UH Athletic Box Office Manager)
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Public Information, Public Events Planning and Publications

(To Replace: UH Editor I-IV, UH Press Executive Editor,
UH Publications Specialist I-1V, UH Press Publications Manager,

UH Sports Marketing Officer, UH Theater Manager, UH Theater-Stage Manager,
UH Research Publications Manager, UH Public Information Officer I-lll & VI,
UH Press Marketing Officer I-V, UH Sports Information Officer,
Scientific lllustrator I-1l, UH Photographer I-1l, UH Microphotographer, and
UH Administrative & Fiscal Support Specialist, )

Career Group Concept:

The Public Information and Publications Career Group consists of positions that provide
support to and/or management of public and media relations, promotions/marketing and
sales, communications, theater operations and/or fundraising activities ranging in scope
from a specific program to University-wide initiatives. Positions in the Career Group range
from entry level practitioner positions to positions of subject matter experts and/or program
managers/administrators with responsibility to direct and oversee programmatic policies,
program operations to include strategic planning, program development and service
delivery.

[llustrative Examples of Work:

Note: The “lllustrative Examples of Work” are intended to serve as guides - not
absolute standards. A position may be assigned to this Career Group when it
meets the Career Group 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 Group.

Editing & Publications: Edits scholarly or scientific manuscripts or journals for technical
errors, correction of grammar and stylistic inconsistencies; writes copy for catalogs,
advertisements or book jackets and conducts promotional campaigns; seeks manuscripts
for publication and then reviews, evaluates and recommends manuscripts for purposes of
determining publishable potential; executes a production cycle or aspects thereof involving
formatting and laying out of materials including graphics to be published, designing of
materials, conduct of cost analyses, copyrighting and/or registration of publications,
estimating unit costs, creating and maintaining financial records, promoting the
publication, supervising/coordinating printing, scanning, photo typesetting or other
preparation of materials that may include the preparation, execution and administering
printing contracts (domestic or foreign) and printing specifications and coordinates the
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delivery/distribution of printed publications; plans, directs and supervises program
operations to include the promulgation, implementation, interpretation and maintenance of
policies, procedures, practices and systems; and supervises subordinate level
professional, technical and/or clerical personnel.

Promotions, Marketing & Theater Operations: Plans, develops, implements and
coordinates a promotional, public relations and fund-raising program in association with
the University or University affiliated programs; develops, promotes and, as necessary,
participates in the negotiation with vendors and sponsors in the marketing plans;
participates in and/or directs a variety of activities, e.g., conduct of various studies, e.g.
sales and market analyses, promote and enhance sales; plans, organizes and participates
in the administration and operations, to include stage management, of a theater; plans and
coordinates special events; plans, directs and supervises program operations to include
the promulgation, implementation, interpretation and maintenance of policies, procedures,
practices and systems; and supervises subordinate level professional, technical and/or
clerical personnel.

Public Information: Prepares, designs and delivers information for release orally or in
writing to the media and general public; prepares speeches, annual reports and other
public statements for University officials; advises program managers and executives on
media and public relations; plans, directs and supervises program operations to include
the promulgation, implementation, interpretation and maintenance of policies, procedures,
practices and systems; and supervises subordinate level professional, technical and/or
clerical personnel.

lllustration and Photography: Creates, designs and produces scientific drawings,
charts, graphs, diagrams and sketches utilizing traditional techniques; performs skilled
commercial photography and/or microphotography of still and/or motion pictures,
drawings, scientific specimens and other materials; utilizes special photographic
techniques to process, print and enlarge films, slides and copies of x-rays; designs special
equipment and processing formulas; plans, directs and supervises program operations to
include the promulgation, implementation, interpretation and maintenance of policies,
procedures, practices and systems; and supervises subordinate level professional,
technical and/or clerical personnel.
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Enterprise Operations

(To Replace: UH Assistant Bookstore Manager I-1I, UH Bookstore Department
Manager I-1l, UH Bookstore Manager I-1l, UH Bookstore Operations Officer,
UH General Bookstore Manager and UH Administrative & Fiscal Support Specialist)

Career Group Concept:

The Enterprise Operations Career Group consists of positions engaged in retail sales,
entrepreneurial initiatives, commercial and enterprise operations and/or warehouse
operations with particular emphasis on the provision of quality customer service to
members of the University community and general public at-large while insuring
merchandise sales and services or commercial and/or enterprise operations are in
compliance with applicable State laws, rules and regulations and University policies and
procedures. Positions in the Career Group range from entry level practitioner positions to
positions of subject matter experts and/or program managers/ administrators with
responsibility to direct and oversee programmatic policies, program operations to include
strategic planning, program development and service delivery.

Illustrative Examples of Work:

Note: The “lllustrative Examples of Work” are intended to serve as guides - not
absolute standards. A position may be assigned to this Career Group when it
meets the Career Group 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 Group.

Directs and/or participate in revenue generating or break even entrepreneurial and
commercial retail and enterprise operations associated with the sales of merchandise
and/or provision of ancillary services to faculty, staff, students and the general public;
directs and participates in retail sales of books and merchandise by researching and
analyzing sales, costs, operations, vendor programs, inventories and net income data for
purposes of discerning trends and development of bases for recommending or
implementing changes in product mix, vendors, changes in negotiable terms, method of
shipping, pricing, stocking levels, retails sales and bookstore operations and/or cost
control procedures; designs, develops, lays-out, prepares advertising financial plans and
advertising copy and/or coordinates promotional exhibits, campaigns, displays, events,
media releases and other merchandising initiatives; consults, advises and assists faculty
and students in the selection, ordering and purchasing of books; plans, executes, directs
and supervises such ancillary program activities as book buy-back programs, warehouse
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operations including shipping and receiving activities, maintenance and repair activities
and cashiering operations; plans, directs and supervises program operations to include
the promulgation, implementation, interpretation and maintenance of policies, procedures,
practices and systems; and supervises subordinate level professional, technical and/or
clerical personnel.
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Institutional Support

(To Replace: UH Assistant to the IFA Director, UH Administrative Officer I-VII,
UH Institutional Analyst I-1V,

UH Associate Director of Technology Transfer and Economic Development,
UH Associate Director for Career & Technology Education,
UH Alumni Affairs Specialist VI, UH Budget Specialist I-VI,

UH Program & Budget Manager, UH Capital Improvements Program Officer,
UH Procurement & Property Management Specialist I-VI,

UH Associate Director of Procurement Real Property and Risk Management,
UH Risk Management Officer, UH Personnel Officer | - VI,

UH Fiscal Accounting Specialist I-VI, UH Payroll Officer,
UH Disbursing & Payroll Manager, UH Internal Auditor I-V,
UH Property & Fund Manager and
UH Administrative & Fiscal Support Specialist)

Career Group Concept:

The Institutional Support Career Group consists of positions that perform, manage and
direct a variety of administrative and business functions, e.g., budget, finance, facilities,
procurement, information technology, office services/systems, and human resources,
and/or analytical work related to program organization and operations that may include the
development and application of performance measures, 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 Group range from entry level practitioner
positions to positions of subject matter experts and/or program managers/administrators
with responsibility to direct and oversee programmatic policies, program operations to
include strategic planning, program development and service delivery.

[llustrative Examples of Work:

Note: The “lllustrative Examples of Work” are intended to serve as guides - not
absolute standards. A position may be assigned to this Career Group when it
meets the Career Group 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 Group.

General Administration: Collects statistical data to prepare various administrative
reports relating to program operations and administration; prepares, reviews and/or audits
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personnel transactions and analyzes staffing patterns; prepares, reviews and analyzes the
feasibility of project proposals; prepares, executes, and controls expenditures and
reconciles program budgets; accounts for a variety of financial transactions that may
include the conduct of end-of-year-period cash, funds flow analyses, income statements,
balance sheets and other financial reports; administers purchasing policies and
regulations; provides technical advice, interpretations and/or makes effective
recommendations regarding applicable policies, procedures and other administrative
requirements to administrators, faculty and staff; serves as the principal or chief
administrative officer of a program that requires the analysis, drafting, revision, and
implementation of internal control procedures and systems; plans, directs and supervises
program operations to include the promulgation, implementation, interpretation and
maintenance of policies, procedures, practices and systems; and supervises subordinate
level professional, technical and/or clerical personnel.

Analysis (Research and/or Institutional): Performs a variety of duties associated with
conducting research studies and analysis of academic and administrative programs and
services; defines strategies, methodologies and procedures for the analysis of research
projects; plans directs and supervises program operations to include the promulgation,
implementation, interpretation and maintenance of policies, procedures, practices and
systems; participates in the development of design specifications and project
management functions for the update and maintenance of existing and new database
systems; participates in the planning, direction and management of the development and
design of major management information warehouses; directs administrative analysis and
program design, development and testing; supervisors subordinate level professional,
technical and/or clerical personnel.

Alumni Affairs: Participates in the administration of an alumni affairs program and its
associated activities involving the conduct of studies, data collections, investigations and
analyses relating to alumni activities and based on results prepares written reports or
responses; plans, directs and supervises program operations to include the promulgation,
implementation, interpretation and maintenance of policies, procedures, practices and
systems; and supervises subordinate level professional, technical and/or clerical
personnel.

Budgeting (Operating and/or Capital Improvements): Reviews, analyzes, evaluates
and develops short and long-range budget (operating and/or capital improvements)
proposals, budget (operating and/or capital improvements) requests, proposed
expenditure plans, staffing requests/ requirements, program justifications and evaluations
in the context of established legislative decisions, State and University policies, guidelines
or instructions and program needs; prepares and executes budgets for extramurally funded
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projects and/or programs; interprets and advises to include the development of
options/alternatives and recommendations on budget policies, procedures, e.g., fund
transfers, and instructions; maintains budget (operating and/or capital improvements)
account information in accordance with established instructions and guidelines and
operating instructions while coordinating the execution of a budget including the setting
and application of performance standards and needs indices; conducts program analyses,
evaluations and studies of long-range goals, objectives, budget (operating and/or capital
improvements) 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 related reports, procedures,
instructions, interpretative materials, correspondence, testimony and informational
materials; prepare income and statements of financial condition of programs, cash and
fund flow statements, income statements and determinations of minimum cash
requirements; plans, directs and supervises program operations to include the
promulgation, implementation, interpretation and maintenance of policies, procedures,
practices and systems; and supervise subordinate level professional, technical and/or
clerical personnel.

Procurement: Authorizes purchases of “off-the-shelf” goods and services from informal
open-market methods; prepares and issues purchase orders, requisitions, invitations to
bid, bid specifications, technical specifications or requests for quotations; contracts for
goods, services, construction (building and facilities) and electronic data processing
equipment and systems; administers complete bid cycles to include preparation of bid
specifications, solicitation of bids, evaluation of bids including cost analysis, award of
contracts, contract administration, monitoring vendor performance, termination of contracts
and recommends claim settlements; negotiates pricing, performance and special optional
provisions while protecting the University’s interests; manages real property acquisitions,
risk and liability, property inventory, stores, warehousing operations and/or disposal of
surplus property; advises on procurement policies, procedures and requirements; plans,
directs and supervises program operations to include the promulgation, implementation,
interpretation and maintenance of policies, procedures, practices and systems; and
supervises subordinate level professional, technical and/or clerical personnel.

Human Resources: Classifies positions, advises on personnel actions, conducts
employee training, ensures compliance with recruitment and selection requirements,
investigates and/or recommends action regarding employee complaints and grievances,
hears and renders decisions on grievances, advises employees on employee benefit
programs in the context of and in compliance with applicable policies, procedures,
collective bargaining agreements and/or practices; advises and interprets human resource
statutes, policies, procedures collective bargaining agreements, instructions and
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practices; conducts investigations, analyses, audits and studies (specific, special or large
scale) for the purpose of operations assessment, compliance-enforcement, staffing or
human resource management/administration or for the promulgations, implementation and
administration of human resource policies, procedures and practices; negotiates
contractual provisions and memoranda of agreement; interprets contractual provisions,
negotiates grievance settlements with union representatives; plans, directs and supervises
program operations to include the development, promulgation, implementation,
interpretation and maintenance of policies, procedures, practices and systems; and
supervises subordinate level professional and technical personnel.

Financial: Completes, reviews, maintains, reconciles and audits fiscal transaction

reports, forms, requests, fiscal journals and records in accordance with federal, state and
University requirements; maintains and analyzes fiscal transaction information, chart of
accounts, records and financial reports, fiscal data relating to materials, labor and
overhead costs and expenditures, object codes, cost and control ledgers, registers,
journals and other related fiscal records; advises, interprets and instructs on fiscal policies,
procedures, instructions and guidelines; prepares written policies, reports, analyses,
administrative procedures, instructions, guidelines, interpretations, financial statements,
cost and valuation reports, statements of condition, year end adjusting and closing entries,
trial balances, draws on income and exposure accounts into income statements and
enterprise funds and procurement and payment documents; allocates indirect costs by a
variety of allocation bases; directs and manages the University’s Bond system projects in
budget preparation, generation and accounting of revenues, expenditure control and
investment strategy including the evaluation of proposals, organizing refinancing options
and evaluation and development of a capital improvement project budget; directs,
manages and oversees a tax compliance including the development of institutional tax
policy and procedures, recommendation of options and solutions to tax issues and
recommendation of policies and administrative procedures and operating practices;
directs and manages fixed asset inventory management and control systems including the
recordation of acquisitions, dispositions and transfer of equipment and real property;
plans, directs and supervises program operations to include the promulgation,
implementation, interpretation and maintenance of policies, procedures, practices and
systems; and supervises subordinate level professional, technical and/or clerical
personnel.

Auditing: Plans, designs and conducts or supervises the conduct of routine and special
confidential financial and compliance studies and audits of program with funds from
various sources, with heavy cash flow or with highly complex accounting features and that
require the conduct of a preliminary survey, selection of transactions to be tested, entry/exit
conferences and issuance of a formal report; evaluates and makes recommendations on
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internal accounting controls, procedures and adherence to generally accepted accounting
principles and management practices; administers, directs and coordinates a financial
and compliance audit program; plans, directs and supervises program operations to
include the promulgation, implementation, interpretation and maintenance of policies,
procedures, practices and systems; and supervises subordinate level professional,
technical and/or clerical personnel.

1218crer



Attachment 2
Career Group Concept & lllustrative Examples of Work

Legal Counsel

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

Career Group Concept

The Legal Counsel Career Group consists of positions that on behalf of the University
conduct or represent the University at judicial and administrative hearings and
proceedings, provide legal services and/or provides legal advocacy services for the
University. Positions in the Career Group range from entry level practitioner positions to
positions of subject matter experts and/or program managers/administrators with
responsibility to direct and oversee programmatic policies, program operations to include
strategic planning, program development and service delivery.

[llustrative Examples of Work:

Note: The “lllustrative Examples of Work” are intended to serve as guides - not
absolute standards. A position may be assigned to this Career Group when it
meets the Career Group 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 Group.

Prepares and presents cases before quasi-judicial hearings officers, arbitrators or other
administrative judges; participates in pre-trial conferences and proceedings in the
courtroom; prepares drafts of court documents such as interrogatories, notices of
depositions, and witness interviews; provides legal advice and explanation of legal
decisions, opinions, rules or other legal materials to University officials; prepares cases for
court and/or administrative hearings including the collection, analysis and evaluation of
evidence for use by attorneys in court; verifies and updates cited case laws and other legal
authorities; interviews witnesses to verify evidence and elicits information in preparation
for cases; monitors compliance to decisions, stipulations and orders; researches,

prepares and files complaints, briefs, motions and pleadings before Small Claims, District
and Circuit Courts on matters relating to student loans and such actions associated thereto
to include bankruptcy and collection; prepares discovery pleadings and other pleadings
such as requests for production, subpoenas, motions to compel and motions for protective
order; researches and drafts legal opinions; negotiates out-of-court settlement on behalf of
the University; plans, directs and supervises program operations to include the
promulgation, implementation, interpretation and maintenance of policies, procedures,
practices and systems; and supervises subordinate level professional, technical and/or
clerical personnel.
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Research Support

(To Replace: UH Research Associate I-VI , UH NMR-Mass Spectrometer Technician, UH
NMR-Mass Spectrometer Facilities Manager, UH Observatory Superintendent,
UH Haleakala High Altitude Site Superintendent, UH Electronics Technician I-II,
UH Observatory Technician I-1l, UH Observatory Research Technician,
UH Observatory Crew Chief, UH Observatory Foreman,
UH Laser/Electro-Optical Technician I-1l, UH Scientific Instrument Technician I-1ll,
UH Scientific Glassblower, UH Communications Supervisor, and
UH Marine Laboratory Supervisor)

Career Group Concept

The Research Support Career Group consists of positions that provide support services to
research programs, e.g., astronomy, chemistry, physics, biology, botany and other
research fields and endeavors. Positions in the Career Group range from entry level
practitioner/technician positions to positions of subject matter and/or technical experts
and/or program managers/ administrators with responsibility to direct and oversee
programmatic policies, program operations to include strategic planning, program
development and service delivery.

[llustrative Examples of Work:

Note: The “lllustrative Examples of Work” are intended to serve as guides - not
absolute standards. A position may be assigned to this Career Group when it
meets the Career Group 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 Group.

Research: Prepares samples for chemical analysis; conducts and records results of
analysis; conducts literature reviews, library searches and researches data sources;
collects data and/or samples, classifies, catalogs, maintains collection information,
processes specimens and charts/graphs data collected; monitors experiments in
progress, collects data and conducts tests in accordance with established experimental
protocols; prepares, cleans, maintains, calibrates and operates laboratory and
experimental testing equipment and apparatus for the purpose of conducting and
recording results of analyses; conducts interviews and/or makes observations and collects
data from psychological, sociological, language or education experiments, tests and
studies involving human subjects; completes all administrative and technical arrangements
for research experiments or projects; performs autopsies and surgical procedures on
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research animals; supervises and/or provides the care and feeding of laboratory animals;
executes personal computer based programs of complex scientific and mathematical data
analyses; executes and/or supervises scientific data reductions and analyses for a
complete research project requiring considerable independent interpretation of research
data; designs, fabricates, operates and maintains sophisticated research equipment;
assists and/or designs and prepares research projects and proposals; writes, proofreads,
edits or assists in the writing of manuscripts, final research reports and findings for
publications; plans, directs and supervises program operations to include the
promulgation, implementation, interpretation and maintenance of policies, procedures,
practices and systems; and supervises and/or trains professional, technical and/or clerical
personnel.

Nuclear Magnetic Resonance (NMR)/Mass Spectrometer: Operates, calibrates,
maintains, adjusts, repairs and modifies a computer-controlled nuclear magnetic
resonance or mass spectrometer; adjusts and modifies equipment to non-standard,
complex tests, e.g., off-resonance decoupling, boron-11 and deuterium NMR spectra, etc.;
designs, modifies, and fabricates highly sophisticated optical, mechanical, analog, digital
and linear devices for specialized research applications; trains students, faculty and staff in
the proper use of equipment; supervises staff in the operation, installation, repair,
maintenance, calibration, modification and adjustment of NMR, highly complex mass
spectrometers and peripheral electronic equipment; plans, directs and supervises
program operations to include the promulgation, implementation, interpretation and
maintenance of policies, procedures, practices and systems; and supervises subordinate
level professional, technical and/or clerical personnel.

Program and/or Facility Management and Administration: Plans, manages and
administers the operations/maintenance of a research facility, e.g., Haleakala High
Altitude Site; oversees site characterization studies relating to the meteorological and
electromagnetic properties; develops short and long term plans that may include
identification of goals and objectives for programs and/or facilities operations and
management, operating budgets, operations/maintenance plans, instrumentation
development/upgrades, major repairs, maintenance and capital improvements; plans,
directs and supervises program operations to include the promulgation, implementation,
interpretation and maintenance of policies, procedures, practices and systems; and
supervises subordinate level professional, technical and/or clerical personnel.

Technician: Designs, develops, fabricates, constructs, modifies, rebuilds, calibrates and
recalibrates, operates, overhauls and/or repairs a variety of research, scientific laboratory,
glass, telescope and observatory sensing equipment, hyperbaric chamber related
equipment and electro-optical devices, e.g., lasers, that may be based on models crafted
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from wood, plastic and other materials with specific pieces of equipment being highly
complex, state-of-the-art with minimal margins for error; prepares rough and finished
sketches and blue prints; prepares cost estimates and requisitions authorized supplies,
tools and materials and stocks replacement parts; trains students, faculty and special
investigators in correct and speciality procedures in the use of instruments and data
interpretation; supervises and manages the operations of an scientific instrument
development and fabrication shop involving the making of work assignments and
specification of target completion dates, review of subordinate technicians work to insure
compliance with design specifications, supervision of the fabrication of very sophisticated
and highly complex equipment, planning and executing the shop’s annual operating budget
and maintaining an appropriate inventory of supplies, materials and replacement parts;
supervises the operations of a communications center between the University and remote
stations and shipboard research personnel that requires the repair and maintenance of
communications equipment, dissemination of messages received and transmission of
messages; supervises the operations of a marine science laboratory with responsibility for
the maintenance and repair of laboratory buildings, facilities and equipment including the
plumbing, electrical and refrigeration systems and associated pumps, compressors,
boats, motors, diving gear, photographic equipment and electronic measuring equipment;
supervise custodial and contract maintenance workers; serves as on-site safety officers;
operates and/or supervises the operations of telescopes and associated computer control
and data recording systems; plans, schedules and supervises an observatory crew in the
operations and maintenance of a observatory facility, facility support equipment,
telescopes and associated observatory imaging equipment; constructs, modifies and
repairs a variety of electro-optical devices, e.g. lasers, pocket cell, mode lockers, doubling
crystals and cooling systems; and supervises and/or directs the work of subordinate
technical, clerical, student personnel or skilled trades person.
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Academic Support

(To Replace: UH Agricultural Product Specialist, UH Agricultural Program Planning
Specialist, UH Agricultural Diagnostic Service Center Manager, UH Machinist I-II,
UH Educational Specialist I-IV (11-month), UH Educational Specialist I-1ll (9-month) and
UH Educational & Academic Support Specialist (9 and 11-month))

Career Group Concept

The Academic Support Career Group consists of positions that provide support services
to academic programs including but not limited to chemistry, physics, medicine,
psychology, biology, astronomy, botany, agriculture, microbiology, sociology, education
and other academic and research fields. Positions in the Career Group range from entry
level practitioner/technician positions to positions of subject matter and/or technical
experts and/or program managers/ administrators with responsibility to direct and oversee
programmatic policies, program operations to include strategic planning, program
development and service delivery.

[llustrative Examples of Work:

Note: The “lllustrative Examples of Work” are intended to serve as guides - not
absolute standards. A position may be assigned to this Career Group when it
meets the Career Group 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 Group.

Agricultural: Develops agriculture seed inventories involving administering contracts with
external product developers; plans for field preparation; supervises the culture and
maintenance of plants; markets and distributes of products; evaluates the productivity of
agricultural research projects; administers and manages the Agricultural Diagnostic
Service Center involving directing all administrative aspects of the center, developing
initiatives and efforts to expand program with the intent to expand service to the agricultural
community; designs and implements programs to generate revenues and overseeing all
technical aspects of the center; plans, directs and supervises program operations to
include the promulgation, implementation, interpretation and maintenance of policies,
procedures, practices and systems; and supervises subordinate level professional,
technical and/or clerical personnel.

Machinist: Designs, fabricates, assembles, maintains and repairs metal parts, tools,
components and equipment using a variety of machinist tools and equipment, e.g., lathes,
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shapers, milling machines, drill presses, etc.; collaborates with faculty members and
research assistants in the construction of laboratory apparatus and related equipment
requiring the application of aspects of other trades skills, i.e., welding, carpentry and
electronics in addition to the primary machinist skills; repairs and maintains shop
equipment, e.g., replaces shafts, bearings, bushing, belts, etc.; makes estimates of jobs;
and supervises and/or directs the work of subordinate technical, clerical, student personnel
or skilled trades person.

Technician: Designs, develops, fabricates, constructs, modifies, rebuilds, calibrates and
recalibrates, operates, overhauls and/or repairs a variety of research, scientific laboratory,
telescope and observatory sensing equipment, hyperbaric chamber related equipment
and electro-optical devices, e.g., lasers, that may be based on models crafted from wood,
plastic and other materials with specific pieces of equipment being highly complex, state-
of-the-art with minimal margins for error; prepares rough and finished sketches and blue
prints; prepares cost estimates and requisitions authorized supplies, tools and materials
and stocks replacement parts; trains students, faculty and special investigators in correct
and speciality procedures in the use of instruments and data interpretation; supervises and
manages the operations of an scientific instrument development and fabrication shop
involving the making of work assignments and specification of target completion dates,
review of subordinate technicians work to insure compliance with design specifications,
supervision of the fabrication of very sophisticated and highly complex equipment, planning
and executing the shop’s annual operating budget and maintaining an appropriate
inventory of supplies, materials and replacement parts; supervises the operations of a
communications center between the University and remote stations and shipboard
research personnel that requires the repair and maintenance of communications
equipment, dissemination of messages received and transmission of messages;
supervises the operations of a marine science laboratory with responsibility for the
maintenance and repair of laboratory buildings, facilities and equipment including the
plumbing, electrical and refrigeration systems and associated pumps, compressors,
boats, motors, diving gear, photographic equipment and electronic measuring equipment;
supervise custodial and contract maintenance workers; serves as on-site safety officers;
operates and/or supervises the operations of telescopes and associated computer control
and data recording systems; plans, schedules and supervises an observatory crew in the
operations and maintenance of a observatory facility, facility support equipment,
telescopes and associated observatory imaging equipment; constructs, modifies and
repairs a variety of electro-optical devices, e.g. lasers, pocket cell, mode lockers, doubling
crystals and cooling systems; and supervises and/or directs the work of subordinate
technical, clerical, student personnel or skilled trades person.

Educational Support: Prepares tape recordings for class use; maintains a library of

1218crer 15



Attachment 2
Career Group Concept & lllustrative Examples of Work

instructional or resource materials; may instruct in subject matter area; maintains and
operates instructional equipment; 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 development, organization and provision of staff development
activities; plans, directs and supervises program operations to include the promulgation,
implementation, interpretation and maintenance of policies, procedures, practices and
systems; directs and/or coordinates specialized community service or other education
programs, e.g., Conversational English Program, Advanced Management Program,
College Opportunities Program or other similar programs, involving program
implementation and administration, e.g., designs program activities, recruits program
participants, prepares program budget or grant requests, administers receipt and
expenditure of funds, prepares reports and other program administrative requirements,
develops program related materials and resources associated with the program,
coordinates program activities, compiles and evaluates data; serves as liaison to faculty
members; administers an educational support service function, e.g., interviews
prospective instructors and non-faculty employees; plans, directs and supervises program
operations to include the promulgation, implementation, interpretation and maintenance of
policies, procedures, practices and systems; and supervises subordinate level
professional, technical and/or clerical personnel.
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Instructional and Student Support

(To Replace: UH Educational Associate I-VI (9 and 11-month),
UH Early Childhood Specialist I-V (9 and 11-month),
UH Student Services Specialists I-IV, UH Student Services Specialist 1l (9-month), and
UH Educational and Academic Support Specialist (9 and 11-month))

Career Group Concept:

The Instructional and Student Support Career Group consists of positions that provide (a)
professional level education work in teaching, curriculum development, curriculum
evaluation, teacher training, special program participation ranging from infant, toddler or
pre-school levels to secondary school levels, (b) administrative support and/or implement
educational program support service activities and services for students that are intended
and designed to increase and enhance the learning and student experience or (c) provides
student support services, e.g., phamarceutical or medical technology support. Positions
may require a professional certificate in the appropriate subject field. Positions in the
Career Group range from entry level practitioner positions to positions of subject matter
experts and/or program managers/ administrators with responsibility to direct and oversee
programmatic policies, program operations to include strategic planning, program
development and service delivery.

[llustrative Examples of Work:

Note: The “lllustrative Examples of Work” are intended to serve as guides - not
absolute standards. A position may be assigned to this Career Group when it
meets the Career Group 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 Group.

Teaching and Instruction: Provides for the care, education and supervision of a groups
of young children involving the maintenance of an environment that is healthy, safe,
pleasant, and directed towards enhancing children’s growth and development; supervises
children’s daily routines such as toileting, meals/snacks, and naptime; plans, prepares,
and implements classroom and playground curriculum activities designed to promote
social, emotional, physical and cognitive growth and development; participates in the
evaluation of curriculum and courses taught; develops, modifies or adds to curriculum
content, methodology and materials; plans and conducts instruction and teacher training
workshops and in-service education programs as well as teaching regular and
experimental classes in one or more disciplines and that involves teacher training and
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guidance; monitors, observes, and collects field data from pilot schools; conducts
instruction and instruction related research, writes materials for inclusion in curriculum
guides and textbooks and prepares or participates in the preparation of grant proposals;
plans, prepares and conducts informational, educational and progress report briefings and
workshops for parents; conducts developmental screening of children, recommends
referrals and prepares individualized educational plans for children with special needs;
plans, directs and supervises program operations to include the promulgation,
implementation, interpretation and maintenance of policies, procedures, practices and
systems; and supervises subordinate level professional, technical and/or clerical
personnel.

Student Services: Directs programs and/or provides direct student counseling services
and other support services in regards to student school and personal problems, career
interests and vocational goals, financial aid programs, veteran’s educational and
assistance programs, placement and standardized testing, work-study programs, specialty
programs, e.g., KOKUA (disabled) TRIO or COP (disadvantaged) and tutoring services;
participates in organizing and/or directing a variety of student service support program
activities, e.g., student recruitment, orientation programs, registrar support services
including interviewing students, intramural programs, evaluating student records, advising
and/or supervising the implementation of admission policies for foreign students,
managing registrar activities, conducting parent meetings, disseminating information,
assisting in the selection of student advisors, coordinating student activities, e.g., visitation
programs; directs and supervises the implementation of registration, admissions and/or
student employment programs that includes responsibility for the development,
interpretation and advising on policies, procedures, instructions and guidelines as they
relate to admissions, records maintenance and management or student employment;
conducts research, analyses and studies of student data for trend identification and
forecasting purposes; implements and/or supervises a placement testing program; plans,
directs and supervises program operations to include the promulgation, implementation,
interpretation and maintenance of policies, procedures, practices and systems; and
supervises subordinate level professional, technical and/or clerical personnel.
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Media Design and Production

(To Replace: UH Graphic Artist I-1ll, UH Theater Technician I-1l, UH Media Technical
Support Specialist, UH Media Specialist I-V,
UH Distance Learning & Institutional Technical Manager)

Career Group Concept:

The Media Design and Production Career Group consists of positions that provide
support to and/or management of media, exhibit and production services including graphic
arts, theater production, costume design/construction, digital imaging, graphic
communications, fabrication and maintenance of exhibits, multimedia productions and
distance learning, digital imaging and/or provision of television, film, audio visual and
video services. Positions in this Career Group range from entry level practitioner positions
to positions of subject matter experts and/or program managers/administrators with
responsibility to direct and oversee programmatic policies, program operations to include
strategic planning, program development and service delivery.

[llustrative Examples of Work:

Note: The “lllustrative Examples of Work” are intended to serve as guides - not
absolute standards. A position may be assigned to this Career Group when it
meets the Career Group 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 Group.

Graphic Arts: Creates, designs and produces drawings, charts, graphs, diagrams,
sketches, computer animation, video tapes and audio visual products, utilizing traditional
techniques; designs, constructs and produces displays, exhibits, and interior layouts; lays
out, designs and finishes a variety of art, graphics and media publications involving
selecting and placing body type, headings, photographs, and illustrations; plans, directs
and supervises program operations to include the promulgation, implementation,
interpretation and maintenance of policies, procedures, practices and systems; and
supervises subordinate level professional, technical and/or clerical personnel.

Theater Arts: Designs and constructs sets, theater stages, scenery and properties, sets
up sound and staging requirements; designs and produces costumes; runs lighting and
sound systems during events; coordinates the ordering or purchase of costumes, supplies
and equipment; plans, directs and supervises program operations to include the
promulgation, implementation, interpretation and maintenance of policies, procedures,
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practices and systems; and supervises subordinate level professional, technical and/or
clerical personnel.

Multi-media: Creates, designs and produces a variety of graphic art work utilizing
traditional techniques or with the assistance of computer based desktop publishing or
other software; directs and produces video programming involving determining program
format, setting production schedules, writing scripts, preparing story boards, editing video,
and managing post-production activities; trains faculty and staff in the operation and care
of a variety of multi-media equipment; coordinates the programming of interactive
television, cable access, compressed video, satellites and other interactive video
services; directs and manages a cable television station or multimedia education center;
plans, directs and supervises program operations to include the promulgation,
implementation, interpretation and maintenance of policies, procedures, practices and
systems; and supervises subordinate level professional, technical and/or clerical
personnel.
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Physical Plant Management

(To Replace: UH Auxiliary & Facilities Services Officer I-VI,
UH Auxiliary Services Manager, UH Faculty Housing Officer,
UH Dormitory Resident Manager and UH Student Housing Coordinator I-11)

Career Group Concept

The Physical Plant Management Career Group consists of positions that supervise and
manage the delivery of a variety of auxiliary support services, e.g., parking,
telecommunications, facilities management and maintenance support services and in
some instances administer programs relating to facilities. Positions in the Career Group
range from entry level practitioner positions to positions of subject matter experts and/or
program managers/administrators with responsibility to direct and oversee programmatic
policies, program operations to include strategic planning, program development and
service delivery.

[llustrative Examples of Work:

Note: The “lllustrative Examples of Work” are intended to serve as guides - not
absolute standards. A position may be assigned to this Career Group when it
meets the Career Group 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 Group.

Facilities Operations: Supervises through subordinate level supervisors or working
supervisors skilled trades and blue collar personnel in the provision of auxiliary and/or
facilities support services in an assigned field; assists in program administration,
operations and management to include the conduct of investigations, special studies and
preparation of analyses and reports relating to facilities and their maintenance and
operations involving the auditing of documents, operations data, files and reports for
technical review purposes and to ensure compliance and for trend analysis purposes;
plans, organizes and directs the provision of auxiliary and/or facilities service support
activities; schedules facilities operations, assignments, usage, personnel and
management of auxiliary or facilities and associated support services; advises and
interprets the application of laws, rules, regulations and procedures; sets operating
performance standards and monitors for compliance; plans, organizes and directs
auxiliary or facilities programs or services involving the development of administrative
procedures and requirements, insuring compliance with broadly stated policies and
coordination with established personnel, fiscal and budget policies and procedures and
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requirements; and supervises subordinate level professional, technical, skilled trades, blue
collar and clerical personnel.

Faculty Housing: Recommends policies and procedures to administer the University’s
faculty housing program; prepares short and long term financial plans relating to the
program based on evaluation of the program’s budget and fiscal operations; develops
policies and procedures for the recording and reporting of financial transactions while
maintaining appropriate accounting, reporting and internal financial control systems; plans
and directs the administration of the financial assistance program; evaluates, analyzes and
revises cost, financial, internal control, down payment and mortgage assistance programs;
plans, directs and supervises program operations to include the promulgation,
implementation, interpretation and maintenance of policies, procedures, practices and
systems and supervises subordinate level professional, technical and/or clerical personnel.

Student Housing: Plans, organizes, coordinates and/or manages student residence
programs that may include responsibility for supervising billing and accounting operations;
directs and supervises housekeeping and maintenance operations; secures goods and
services relating to residence hall operations; coordinates residence hall program
activities with other University student activities; counsels students; prepares and executes
operating budgets and manages student government house fees and activities; plans,
directs and supervises program operations to include the promulgation, implementation,
interpretation and maintenance of policies, procedures, practices and systems; and
supervises subordinate level professional, technical and/or clerical personnel.
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Facilities Planning and Design

(To Replace: UH Engineer I-11l, UH Electronics Engineer I-1,
UH Mechanical Engineer I-1l, UH Registered Engineer I-Il, UH Architect I-11,
UH Registered Architect I-Il and UH Facilities Planner I-11)

Career Group Concept:

This Facilities Planning and Design Career Group consists of professionals that are
responsible for the planning, design, renovation, construction, and management/review of
plans and specifications of specialized engineering projects, construction and/or alteration
of buildings, facilities or equipment. Work may require the possession of a license in the
field of specialty (e.qg., electrical, mechanical, etc.) or an architect license as a professional
architect. Positions in the Career Group range from entry level practitioner positions to
positions of subject matter experts and/or program managers/administrators with
responsibility to direct and oversee programmatic policies, program operations to include
strategic planning, program development and service delivery.

[llustrative Examples of Work:

Note: The “lllustrative Examples of Work” are intended to serve as guides - not
absolute standards. A position may be assigned to this Career Group when it
meets the Career Group 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 Group.

Engineering: Defines, designs, constructs, maintains and analyzes a wide variety of
electrical and mechanical devices, systems, major system components, scientific
instruments, new buildings and renovations; reviews engineering plans and specifications
and coordinates project/work activities with sub-contractors and University personnel;
prepares cost estimates and bid documents; evaluates equipment and material
replacement needs and staffing requirements; establishes and enforces quality assurance
procedures; reviews architectural designs for conformity with requirements and overall
budget; recommends and/or approves changes or revisions to designs, blueprints,
specifications and work scheduling while insuring plans and specifications are in
compliance with codes, university standards and state requirements and recommends
changes as necessary; prepares budget estimates for major and long range projects
including environmental impact studies; prepares and reviews technical reports and
project data for accuracy, adequacy, validity, etc. for conformance to policies, regulations,
consistency of test results and feasibility; recommends priority and duration of project
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periods; plans, directs and supervises program operations to include the promulgation,
implementation, interpretation and maintenance of policies, procedures, practices and
systems; and supervises subordinate level professional, technical and/or clerical
personnel.

Facilities Design and Construction: Formulates short and long range space
requirements; plans, schedules and administers the work in the development of the
physical facilities of a campus or campuses; converts data to physical space requirements
and translates space requirements into planning program; makes preliminary and final
working drawings and specifications for alterations; participates in the design,
development and review of plans and specifications for construction, alteration, major
repairs or capital improvement projects, including those from consultants and/or contract
architects or engineers; participates in preparing and developing detailed specifications
and cost estimates for proposed construction or alterations of buildings; reviews and
approves designs, plans and specifications prepared by other unlicensed staff; serves as
technical consultant on architectural matters for the university; makes final inspection of
alteration and renovation projects performed by outside contractors and recommends final
payment; plans, directs and supervises program operations to include the promulgation,
implementation, interpretation and maintenance of policies, procedures, practices and
systems and supervises subordinate level professional, technical and/or clerical personnel.
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Allied Health and Safety

(To Replace: UH Environmental Safety Specialist I-V, UH Hyperbaric Chamber
Technician, UH Pharmacist, and UH Medical Technologist)

Career Group Concept:

The Environmental Health and Safety Career Group consists of positions that perform
and/or oversee investigations, audits or inspections of structures, facilities, operations,
processes, records, equipment and devices, use of dangerous substances or fire safety.
Positions enforce operational constraints, laws, policies, and regulations for the general
welfare and safety of the public or reduce the incidence and impact of economic crime and
increase consumer awareness. Positions in the Career Group range from entry level
practitioner positions to positions of subject matter experts and/or program
managers/administrators with responsibility to direct and oversee programmatic policies,
program operations to include strategic planning, program development and service
delivery.

[llustrative Examples of Work:

Note: The “lllustrative Examples of Work” are intended to serve as guides - not
absolute standards. A position may be assigned to this Career Group when it
meets the Career Group 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 Group.

Conducts inspections of campus operations and facilities for compliance with Hawaii
Occupational Safety and Health Law (HOSHL) Standards and fire safety codes and
standards; collects samples for analysis, operates radiation detectors and interpret
readings, performs decontamination of radiation spills; conducts tests of samples and
prepares written reports summarizing the results and observations of inspections and
makes recommendations based on observations and application of standards, codes and
regulations; establishes and coordinates a comprehensive safety program; maintains
and/or supervises the maintenance of records of personnel working with harmful
materials; develops and conducts relevant safety training sessions; plans, directs and
supervises program operations to include the promulgation, implementation, interpretation
and maintenance of policies, procedures, practices and systems; and supervises
subordinate level professional, technical and/or clerical personnel.
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Hyperbaric Chamber Operations: Operates, designs, constructs, modifies, inspects,
maintains and trains subordinates in the operation of hyperbaric chamber used in
emergency diver decompressions and hyperbaric treatment research; certifies divers and
tests and recalibrates diving equipment in compliance with diving protocols, safety
manuals and OSHA requirements; serves as technical consultant on hyperbaric chamber
operations and emergency diver decompression protocols; plans, directs and supervises
program operations to include the promulgation, implementation, interpretation and
maintenance of policies, procedures, practices and systems; and supervises subordinate
level professional, technical and/or clerical personnel.

Pharmacy: Interprets prescriptions, computes dosage, fills prescriptions by weighing
mixing and compounding drugs; plans, organizes and maintains pharmacy services
including the requisition, storage, physical inventorying of supplies and implementation of
procedures to comply with laws, rules and regulations relating to the dispensing of drugs;
develops, implements and ensures compliance of policies and procedures regarding the
control procedures of “controlled substances;” advises physicians and clients on drugs,
dosage, toxicity, side effects, stability and incompatibilities; plans and conducts continuing
education of clinic staff and patients; plans, directs and supervises program operations to
include the promulgation, implementation, interpretation and maintenance of policies,
procedures, practices and systems; and supervises subordinate level professional,
technical and/or clerical personnel.

Medical Testing: Conducts and/or supervises the conduct of a variety of serological,
bacteriological and biochemical examinations and tests and evaluates results for disease
or comparison to established standards; establishes and monitors the maintenance of
laboratory procedures and practices that ensure quality and accuracy; maintains
operational data used in the evaluation of laboratory operations and requirements;
prepares a variety of culture media, stains and other testing materials; maintains a variety
of medical laboratory testing equipment; prepares technical reports on laboratory testing
operations from laboratory maintained data; conducts in-service training; plans, directs
and supervises program operations to include the promulgation, implementation,
interpretation and maintenance of policies, procedures, practices and systems; and
supervises subordinate level professional, technical and/or clerical personnel.
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Attachment 2
Career Group Concept & lllustrative Examples of Work

Athletics
(To Replace: UH Athletic Equipment Manager I-Il,
UH Certified Athletic Trainer I-11l, UH Athletic Compliance Coordinator, and
UH Athletic Box Office Manager)

Career Group Concept

The Athletics Career Group consists of positions that provide support services to the
intercollegiate athletics program that may involve administers immediate medical
treatment to injured athletes, maintenance, procurement, inventorying and stocking a wide
variety of athletic equipment and supplies associated with an intercollegiate athletic
program or promoting, marketing athletic events, directing box office operations, and
administering institutional athletic program compliance with institutional, athletic
conference and National Collegiate Athletic Association rules and regulations . Current
licensing by the State of Hawai‘i and/or registration with a accredited professional
organization/board may be required for some positions. Positions in the Career Group
range from entry level practitioner positions to positions of subject matter experts and/or
program managers/administrators with responsibility to direct and oversee programmatic
policies, program operations to include strategic planning, program development and
service delivery.

[llustrative Examples of Work:

Note: The “lllustrative Examples of Work” are intended to serve as guides - not
absolute standards. A position may be assigned to this Career Group when it
meets the Career Group 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 Group.

Sports Injury Treatment: Administers immediate medical treatment to athletes who
receive injuries associated with athletic sport activities; assesses the extent of injury to
determine if referral should be made to a licensed medical doctor and to ensure that the
athlete is not further injured; prepares individualized rehabilitation/treatment plans for
injured athletes and maintains student health records; counsels and advises athletes and
coaches in reducing injuries, proper nutrition, weight control and personal hygiene;
administers first aid as may be required; consults with physician on treatment and therapy
plans; participates in program administration including the preparation of program
budgets; directs, manages or assists in the management of the daily operations of an
athletic training program; plans, directs and supervises program operations to include the
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Attachment 2
Career Group Concept & lllustrative Examples of Work

promulgation, implementation, interpretation and maintenance of policies, procedures,
practices and systems and supervises subordinate level professional, para-professionals,
student, trainee, technical and clerical personnel.

Equipment Management: Maintains, repairs, orders and stocks athletic equipment and
supplies for various sports; insures that all equipment issued is in a safe and operable
condition and properly fitted to protect the athlete; makes minor repairs and adjustments to
equipment; establishes and maintains an equipment inventory system; prepares or assists
in the preparation of budget requests for supplies, new or replacement equipment, costs
for repairs; prepares, processes and maintains documentation and records in accordance
with established procedures; consults and coordinates with coaches in the provision of
protective equipment as requested; plans, directs and supervises program operations to
include the promulgation, implementation, interpretation and maintenance of policies,
procedures, practices and systems; and supervises subordinate level professional,
technical and/or clerical personnel.

Promotions, Marketing & Box Office Operations: Plans, develops, implements and
coordinates a promotional, public relations and fund-raising program in association with
University or University affiliated organizations, e.g., athletic booster clubs, while ensuring
that the organizations comply with applicable University and external agency, e.g., National
Collegiate Athletic Association, policies, rules and regulations regarding the organization’s
support and participation; develops, promotes and negotiates marketing plans designed

to increase attendance, retail sales and community; plans, organizes and directs box office
administration and operations; plans, directs and supervises program operations to

include the promulgation, implementation, interpretation and maintenance of policies,
procedures, practices and systems and supervises subordinate level professional,
technical and/or clerical personnel.

Athletic Program Compliance: Develops, reviews policies and procedures regarding
athletic program compliance; monitors compliance and serves as athletic program contact
with regulating agencies; advises athletic administrators, coachers, staff members and
student-athletes with regard to eligibility, recruitment and financial aid rules; organizes and
administers a compliance program; oversees and monitors recruiting procedures;
monitors student-athlete transcripts and schedules for satisfactory progress and eligibility
and graduation rates; performance compliance audits; plans, directs and supervises
program operations to include the promulgation, implementation, interpretation and
maintenance of policies, procedures, practices and systems and supervises subordinate
level professional, technical and/or clerical personnel.
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University of Hawai'i: Position Description Generator

Position information:

Band: B
Campus: SW
Geographic Location: MAN

Bargaining Unit Code: 88

Position:

12345678, UH ADMINISTRATIVE OFF IV

Current Career Group: Institutional Support Group
College/Office: ADMINISTRATION

Department: HUM & MTL RES

Section: OFF HUMAN RESOURCES

Unit: OFF HUMAN RESOURCES

Employing Agency Code: 22502130

Account Code: G12345F123A123

Duties & Responsibilities

Processes requests for proprietary or sole source purchases in compliance with applicable laws, policies,
procedures, rules and requiations.

Plans, writes, edits, or directs the preparation of documentation such as reports, printed or visual media,
statements of work, court documents and contracts.

Performs or provides staff support in developing, coordinating, conducting, analyzing, reviewing,
administering, managing, or controlling functions, programs, or systemns in a staff, support, or speciaity area
with moderate to substantial impact.

Provides technical advice in the specialty area to management and personnel at many levels.

Performs evaluations, resolves problems, and generally carries out oversight responsibility for the speqia'N
Negotiates delivery orders, administers contracts and/or purchase orders, or acts in an advisory capacity for
assignments of a moderately difficuit and complex nature.

Develops and/or presents to management and/or other personnel written and/or oral reports and/or
recommendations.

Performs independent tasks/studies/projects of full scope.

Effectively resolves complaints.

Provides advice and services on complex or difficult issues to a college or program office.
Responsible for fiscal accountabil

ity and documentation of procurement/acquisition, receipt, and issue
records. )
Prepares reports and correspondence for internal and external review/distribution.

Resolves operational and administrative matters in accordance with current policies, procedures, and
directives as requested.

Responsible for wntten and oral communications, exercising tact, diplomacy, and good judgment in relations
with others.
Investigates and prepares justifications for survey actions in compliance with regulations.

Highly responsible professional work in contracting, procurement and real property management and support
services on a systemwide basis.

Conducts workshops and information

sessions to appropriate University personnel on procedures and
changes.
insures that all actions taken are in compliance with all applicable State and Federal statutory laws and rules,
as well as University policy.

Negotiates and resolves contract disputes or controversial issues, and drafts comespondence (where

appropriate) for the Director of the Office of Procurement, Real Property and Risk Management.
Keeps abreast of current policies, procedures, regulations, directives and State and Fec!_ey;l statutory
requirements, i.e., Hawaii Revised Statutes, Hawaii Administrative Rules, Federal Acquisition Rggula_nons.
Coordinates and resolves issues relating to the administration of contracts with Contractors, University
administrators, University professional staff, fiscal officers, other State and Federal agencies, and executives
of other outside organizations. .

Prepares and issues purchase orders, requisitions, invitations to bid, requests for proposals, bid
specifications, proposal specifications, technical specifications or requests for quotat:on;. .

Administers complete bid(s)/proposal(s)("b/p") cycles to include prep of b/p specs. solicitation of b/p,

evaluation of b/p including cost analysis, award of contracts, contract admin, monitoring vendor performance,
termination of contracts as appropr

Other Duties As Assigned

Judgment Exercised

Judgments and decisions impact the work of the specialty or program area.

Judgments are recognized as sound, accurate, and knowledgeable and are generally accepted and followed
after general review.

Findings and recommendations impact the immediate work area being studied.

Originality

Attachment 2

12/21/01 3:09



Attachment 4

The Self -directed On-Line Position Description (PD) Generator Training Module islocated at the
following web site:

http://www.hawaii.edu/ohr/downl oad/pres/pdgTraining/sld001.htm
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Attachnent 5
Adm ni strative Revi ew Request

REQUEST FOR ADM NI STRATI VE REVI EW OF BANDI NG ANDY OR CAREER
GROUP DESI GNATI ON ACTI ON

Approving Authority to Wiomthe Request is Being

Subm tted(Chancellor for Bands A or B, and OHR for Bands C or
D) :

Posi ti on No.

Current Band of Position

Current Career G oup Designation of Position:

Nanme of | ncunbent:

Nane of Supervisor:

Organi zat i on:

Request ed Band and/or Career G oup Designation for Position:
Justification for Requested Action (include all pertinent
informati on, an anal ysis 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 gnature of Exclusive Representative, Dat e
as appropriate

0417-921
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C: For requests involving assignment to Band B a copy of the
request is to be submtted to OHR

UH Form Adm ni strative Revi ew Request

0417-921
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Attachment 6

APPEAL OF BANDI NG AND/ R CAREER CGROUP ASSI GNMVENT ACTI ON

Dat e:
TO. APT C assification Appeal s Board
c/o System Director of Human Resources
VI A (Name of Supervisor and Title)
FROM

Nanme of Appellant and Title

SUBJECT: Bandi ng and/or Career G oup Designation Appeal

| amfiling an appeal on the Banding and/ or Career G oup
designation action taken on Position No. _ , Wwhi ch was
desi gnated 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 the position should be reassigned to
anot her Career G oup and/or Band.)

(Submt five (5) copies)

Si gnat ure of Appel | ant

C: Chancel l or, Vice President and OHR

UH Form - Appeal of Bandi ng and/or Career G oup

0417-921



TO

VI A

FROM

FROM
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Att achment 7, SCA- Retenti on

Pr esi dent

<Chancel lor, Vice President, University
Adm ni strat or>

<Dean/ Di rect or/ Provost >
<Requesti ng Prograne
SUBJECT: Request for Special Conpensation Adjustnent -
Ret enti on
fication:

Certi

Requi

0417-921

o | certify that funds are avail able

| 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/Rational e:

Attach a copy of the offer letter from another enployer
and any ot her pertinent docunentation of a valid job
offer. (Note: The requirenent for an offer letter from
anot her enpl oyer shall not apply for SCA-Retention
Requests arising froma change in the DNHR A parti al
eval uati on work performance eval uation for the period
extendi ng from begi nning of the annual eval uation period
and to the end of the nonth preceding the date of

subm ssion of an SCA-Retention adjustnment shall be
attached and the enpl oyee shall have a overall rating of
nmeets or exceeds performance expectations to be eligible
for consideration for an SCA-Retention due to change in
t he DNHR.)

Comment on the inpact of the SCA-Retention adjustnent on
program budget and operati ons:
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C. Descri be the contributions nade by the enpl oyee and
benefit to the University in retaining the enployee,
including identification of the enployee’s bona fide
occupational qualifications, and the special expertise,
skill or know edge that is critical to retention at the
Uni versity:

d. ldentify any anticipated difficulties in securing a
qual i fied repl acenent:

e. Descri be the inpact on and consequence to the University
shoul d the enpl oyee term nate enpl oynent with the
Uni versity:

f. Descri be the inpact of SCA-Retention on enployees in
conparabl e positions requiring the sane bona fide
occupational qualification, special expertise, skill or
know edge:

g. Provi de any other relevant information or argunents in
support of the request:

Reconmendat i ons/ Appr oval s

Dean/ Di rector/Provost Deni ed ____ Approved
Comment s/ expl anati on:

Chancel | or/ Vi ce President/

University Adm nistrator Denied Appr oved
Comment s/ expl anati on:

President Denied Appr oved

Comment s/ expl anati on:

C: OHR

0417-921
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Attachnent 8, SCA-In-grade

TO Pr esi dent
VI A <Chancel lor, Vice President, University
Adm ni strator>

FROM <Dean/ Di rect or/ Provost >

FROM <Requesti ng Progranp

SUBJECT: Request for Special Conpensation Adjustnent - In-

gr ade

Certification:

- | certify that funds are avail able

Justification:

a. | dentify basis (select one) for request:

_____ substanti al denonstration of increased conpetencies
or significant gromh within the sane Band.

b. Expl ain the inpact of the SCA-1n-grade adjustnent on
program budget and operations and progranis plan to
accommodate future costs. Note: Al current and future
costs of any in-grade adjustnent shall be accommvbdat ed
from exi sting program budget allocations and not require
or serve as the sole basis for future suppl enent al
program budget requests:

C. Descri be the contributions made by the enpl oyee and the

0417-921

benefit to the University, including identification of
t he conpetenci es and/ or special expertise, skill or
know edge that enhance the |ong term val ue of the

enpl oyee to the University:
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d. Identify any anticipated difficulties, inpact and/or
consequences that the program and/or University would
have suffered had the enpl oyee not denonstrated growh in
t he j ob:

e. | dentify In-grade G owth/ Devel opnent Benchmarks:

(1) |If deenmed appropriate, prograns nmay use the In-grade
G owt h/ Devel opnent Benchmarks in the appropriate
Band of a begi nning benchmark (where the enpl oyee
started) and a progress benchmark (how the enpl oyee
has devel oped for the recommended i n-grade
adj ustnment) and expl anati on of what the enpl oyee has
acconpl i shed or denonstrated or docunent the
enpl oyees growt h between the two benchmarks to
justify an in-grade adjustnent. (See Attachnment 10)
or

(2) Alternatively, identify other benchmarks established
by the programto explain how the enpl oyee’s
experti se has grown/ devel oped.

Description of in-grade devel opnent benchmarks:

f. Any other relevant information or argunents in support of
t he request.

Reconmendat i on/ Appr oval

Dean/ Di rector/Provost Denied Appr oved
Comment s/ expl anati on:

¢hancellor Denied Appr oved
Comment s/ expl anati on:

0417-921



Gui delines for In-grade Adjustnents (I GAs)

Speci al conpensation adjustnents for in-grade growh may be
aut hori zed by the Chancellor, Vice President or designated
University Adm nistrator based on the enpl oyee neeting
performance expectati ons as docunented by the enpl oyee’s
annual work evaluation and are intended to recognize

prof essional growth as indicated by:

a. substanti al denonstration of increased conpetencies,
e.g., an enployee remains classified in the sanme Band and
continues to be assigned to the sane functional area
while performng duties and responsibilities
significantly nore conplex but within the concept of the
Band definition (Note: New know edge, skills and
conpet enci es nmust be used on the job on a regul ar basis
and enhance the enpl oyee’s capability to do his or her
job at a higher level.) or

b. significant growth within the band, i.e., at the level of
pr of essi onal conpetency that is associated with the band,
with reassignnent to a different functional area (Note:
An increase in volune of activity/transactions by itself
or the supervision of additional staff with simlar
responsibilities would not typically warrant additional

pay.)

In the case of a change in functional area within the
sane Band, the enpl oyee may experience a steep | earning
curve in the new field of assignnent, and therefore, the
enpl oyee shoul d not be nomi nated for an In-grade

Adj ustnent (1 GA) during the |earning curve period.
However, once the enpl oyee has gai ned and denonstrated
conpetency in the new functional area and has attai ned

i ncreased, nore conplex conpetency consistent with the
Band, the enployee may be eligible for an | GA

Addi ti onal exanples of substantial denonstration of increased
conpet enci es:

As a general guide, requests for IGAwill generally be nore
the “exception,” rather than the rule. Requests for an | GA
should be imted to special situations and uni que

0417-2v4 1



ci rcunst ances.

Pl ease note that the following are only hypot hetical exanples
and that other variables and/or considerations, e.g.,
coi nci dent nodification (e.g., change from cl ose supervi sion
to nore general supervision) of supervisor/subordinate

rel ati onships that has direct or indirect effect, changes in
operating systenms and procedures, etc., may tenper the outcone
of the request.

a. Exanpl es of a situation in which an | GA of 2% may be
appropri ate:

1) A position incunbent in Band A has been functioning
at the “internedi ate worker” |evel and during the
course of the year (1) assunmed new and expanded
duties and responsibilities in the sane functional
area, but at the “independent worker” |evel as
docunented by a revised official position
description and (2) exercised expanded del egat ed
deci si on-maki ng authority requiring the exercise of
greater discretionary judgnent, as docunented by a
revised official position description.

2) A position incunbent in Band B has been functioning
at the “journeyworker” |evel and the program during
the course of the year assigns new expanded duties
and responsibilities which are new, but
fundanmental ly related and the position incunbent
meets work performance expectations associated with
t he expanded work assignnments, as docunented by a
revised official position description.

3) A position incunbent in Band C has been functioning
as a “full-time supervisor” and during the course of
t he year the program assi gns new program
initiatives/ functions that broaden the scope of the
position’s responsibilities and require the
assunption of responsibility for the supervision of
a new “wor ki ng supervisor” and additional
subordi nate | evel professional journeyworkers, as
docunented by a revised official position
descri ption.

0417-2v4 2
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4)

A position incunbent in Band D has been functioning
as a “program nmanager” and during the course of the
year the program assi gns new program
initiatives/functions that require the supervision
of new functions and concomtant additional “full-
ti me subordi nate supervisors,” as docunented by a
revised official position description.

Exanpl es of a situation in which an | GA of 4% may be
appropri at e:

1)

2)

3)

A position incunbent in Band A has been functioning
at the “entry/trainee” |evel and during the course
of the year the position (1) is assigned new and
expanded duties and responsibilities in the sane
functional area, but at the “independent worker”

| evel as a consequence of which the usual

devel opnental progression |evel of “internediate
wor ker” i s skipped and (2) the incunbent is required
to exerci se expanded del egat ed deci si on- maki ng
authority inherent in which the incunbent nust
exerci se greater discretionary judgnent, as
docunented by a revised official position

descri ption.

A position incunbent in Band B has been functioning
at the “journeyworker” |evel with no supervisory
responsi bilities and during the course of the year
t he program reorgani zes and assi gns new and
significantly expanded duties and responsibilities
in the sane or different functional area which

i ncludes responsiblity to function as a “working
supervi sor” of one or nore groups of subordinate

| evel journeyworker professionals with each group
bei ng headed by “lead journeyworker,” as docunented
by a revised official position description.

A position incunbent in Band C has been functioning
as a recogni zed “subject-matter-expert.” The
programis reorgani zed and the position is assigned
expanded responsibilities to serve as the “subject-
matter-expert” in a new but related programarea in
addition to existing “subject-mtter-expert”

3
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4) .

responsibilities and/or is assigned the added
responsi bility for supervising one or nore groups of
prof essional |evel workers with each group being
headed by a “working supervisor” of subordinate

| evel journeyworkers, as docunented by a revised

of ficial position description.

Two separate progranms that involved full-tine
superivsors and nultiple journeyworker subordi nates
are consolidated, and one of the two former program
managers assigned to Band D is now charged with
responsibility for both progranms as docunented by a
revised official position description.



In-grade Growth/Development Continuum Benchmark Guides

Band A Application of Exercise of Applicant of Application of Exercise Completion Oversight of Initiation of Leads Leads project Recognized Continues to
rudimentary judgment general basic, moderate of completion of development development with impact as fully expand expertise
knowledge/ under close concepts emerging skills discretion independent complex efforts team on program or independent as a fully
experience as a supervision project tasks project tasks subject worker indepdent worker
trainee matter area

Band B Application of Exercise of Exercise Exercises Initiates & Leads Leads Directs Directs/ Recognized Recognized Continues to
defined limited general considerable monitors development development moderately manages as a skilled as a fully expand expertise
standards & authority & discretion in analytic & development efforts in team in complex complex professional; competent as a fully
concepts application of implementa- evaluative efforts enhance- enhance- project project with influential in skilled competent skilled

emerging tion skills ments & new ments & new significant decision- professional professional
analytical areas areas impact on making responsible (journey-worker)
skills program or for providing

subject the full range

matter area of services.

Band C Exercise Thorough Initiates & Leads a team Directs Directs/ Recognized Recognized Widely Widely Widely Continues to
discretion in analysis & monitors in complex manages subject subject recognized as recognized as regarded as a expand expertise
complex evaluation development development projects; highly matter matter a subject a subject subject as subject
implementa-tion work with efforts as a activities as a and/or complex expert; highly expert; takes matter matter matter matter expert
efforts as a definitive subject matter subject matter supervises projects with influential leadership expert; senior expert; expert; sets within and
subject matter results for expert; and/or expert in new subordinate far-reaching with role in subject technical possess the policy outside the
expert; and/or unprecedent supervises areas; and/or level impact; University matter area; advisor to expertise and direction and University;
supervises situations; subordinate supervises professionals and/or Executives and/or decision- skill to priorities for and/or
subordinate and/or level subordinate supervises policy supervises makers; resolve all program University;
level supervises professionals level subordinate makers; subordinate and/or conflicts; and/or and/or
professionals subordinate professionals level and/or level supervises and/or supervises supervises

level professionals supervises professionals subordinate supervises subordinate subordinate level
professionals subordinate level subordinate level professionals
level professionals level professionals
professionals professionals

Band D Manages a Leads large & Leads/directs Recognized Widely Continues to
program; highly very complex asa recognized as expand expertise
provides advice complex projects foremost a foremost as a foremost
inherent in projects inherent in subject subject subject matter
which there involving which there matter matter expert within and
exists a high multi- are conflicts expert, i.e., expert within outside the
degree of disciplinary between effectively and outside University;
uncertainty representa- multi- formulates the and/or
and/or risk; tive managers disciplinary and executes University; supervises
and/or with far team member policy within sets policy subordinate level
supervises reaching representa- the precedents; supervisors
subordinate impact on tives; and/or University; and/or and/or
level program supervises source for supervises professionals
supervisors and/or subordinate definitive subordinate
and/or University; level policy level
professionals and/or supervisors interpreta- supervisors

supervises and/or tions; and/or and/or
subordinate professionals supervises professionals

level
supervisors
and/or
professionals

subordinate
level
supervisors
and/or
professionals

0417ctum




Request to Hire Above Designated New Hire Rate (DNHR) Analysis Matrix™®

Criteria Guidelines Guidelines Guidelines Guidelines
Morethan 24% Abovethe
2%-8% 10%-16% 18%-24% DNHR
Abovethe DNHR Abovethe DNHR Abovethe DNHR (GenerallyRequires

Presidential Approval 2)

Job Requirements

Program Needs Definition of essential Documentation, e.g., certified work history, Documentation, e.g., certified work history, Documentation, e.g., certified work history, Documentation, e.g., certified work history, that
program services and/or functions to which the that the individual successfully provided that the individual successfully provided that the individual successfully provided the individual successfully provided services
position is critical and that such services and/or functioned in a position in the services and/or functioned in a position in the services and/or functioned in a position in the and/or functioned in a position in the program as
services/functions are a program priority. program as described or a program deemed program as described or a program deemed program as described or a program deemed to described or a program deemed to be
to be comparable or greater than that of the to be comparable or greater than that of the be comparable or greater than that of the comparable or greater than that of the subject
subject program. Program must certify that subject program. Program must certify that subject program. Program must certify that program. Program must certify that position
position functions/services are current position functions/services are current position functions/services are current essential functions/services are current essential program
essential program priorities. essential program priorities. program priorities. priorities.
Position Duties and/or Responsibilities: Define Documentation, e.g., certification of work Documentation, e.g., certification of work Documentation, e.g., certification of work Documentation, e.g., certification of work
substantive job functions (duties and history, interview assessment, etc., that the history, interview assessment, etc., that the history, interview assessment, etc., that the history, interview assessment, etc., that the
responsibilities) that include those designated as individua has performed job functionsat a individua has performed job functionsat a individua has performed job functionsat a individual has performed job functions at a level
essential that must be performed and level of complexity, scope and depth above level of complexity, scope and depth above level of complexity, scope and depth above of complexity, scope and depth above that
distinguish groups of similar positions from one that specified and such performance has that specified and such performance has that specified and such performance has specified and such performance has resulted in
another and specify the performance level of resulted in documented positive outcomes or resulted in documented and significantly resulted in documentation that the individua’s documentation that the individual’s performance
the positions, e.g., entry level versus products, e.g., attainment of program positive outcomes or products, €., performance directly contributed to fulfillment directly contributed to the attainment of
independent worker level. objectives, improved delivery of services attainment of program objectives, improved of program goals and/or success beyond the program objectives and improved delivery of
and/or cost savings. delivery of services and/or cost savings. scope of the individual's position, e.g., services and/or cost savings and that the
attainment of program objectives, improved individual’s service is essential to the
delivery of services and/or cost savings. University.

. _______________________________________________________________________________________________________|
Employee/Applicant
Qualifications/
Characteristics

Knowledge, skillsand/or abilities: Bona-fide Specification with supporting documentation, Specification with supporting documentation, Specification with supporting documentation, Specification with supporting documentation,
occupational qualifications related to e.g., certified work history, of the eg., certified work history, of the eg., certified work history, of the e.g., certified work history, of the demonstrated
knowledge of abody of facts or principles; demonstrated possession of job related demonstrated possession of job related demonstrated possession of job related possession of job related knowledge, skills and/or
skills or expertise that comes from training knowledge, skills and/or abilities that exceed knowledge, skills and/or abilities that knowledge, skills and/or abilities that far exceed abilities that far exceed published MQ's and that
andfor practice and abilities or the published MQ's. significantly exceed published MQ's. published MQ's. the application of such knowledge, sills and/or
power/authority to effectively perform the abilities are deemed to be critical to the

work assignments. University and of paramount priority such that the

University may jeopardize fulfillment of a grant
or the University's ability to conduct essential or
priority program mission without the services of
theindividual.




Request to Hire Above Designated New Hire Rate (DNHR) Analysis Matrix™®

Criteria

Guidelines

2%-8%
Abovethe DNHR

Guidelines

10%-16%
Abovethe DNHR

Guidelines

18%-24%
Abovethe DNHR

Guidelines
Morethan 24% Abovethe
DNHR
(GenerallyRequires
Presidential Approval 2)

Education, training, certification and license:

¢ Education - formal matriculation at an
accredited ingtitution of learning;

«  Training - formal instruction to enhance
proficiency or qualifications;

«  Certification - attestation by a body, e.g.,
professional accrediting organization, state
agency, etc., that one has met specified
requirements and

*  License- authorization by law to do some
specified act.

Qualitative Assessment of
Work Experience

Specification with supporting documentation,
eg., officia transcripts, current license,
current certificate, etc., of the education,
training, certification and/or licensure that
exceedsthe MQ's. For example MQ may

require a bachelor’s degree in Business
Administration and the individual may
possess an MBA.

Specification with supporting documentation,
eg., officia transcripts, current license,
current certifications, etc., of the education,
training, certification and/or licensure that
significantly exceedsthe MQ's. For example
MQ may require a bachelor’s degree and the
individual may possess ajob relevant Ph.D.

Specification with supporting documentation,
eg., officia transcripts, current license, current
certifications, etc., of the education, training,
certification and/or licensure that far exceeds
the MQ's. For example MQ may require a
bachelor’s degree in Business Administration,
individual may possess an job relevant degrees
and certification asan MBA and CPA
certification.

Specification with supporting documentation,

eg., official transcripts, current license, current
certifications, etc., of the education, training,
certification and/or licensure that far exceeds the
MQ's. For example an MQ may require a
bachelor’s degree in Business Administration and
the individual may possess job relevant degrees
and certification such asan MBA and CPA
certification and that the nature of such
education, training, certification or licensure are
deemed 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 mission without the services of the
individual.

Work experience: Theindividua's
employment history and description of
responsibilities performed.

Specification with supporting documentation,
eg., certified detailed work history, of the

relevant and successful past work
experiences. Such work experience

reflecting significant direct contribution by
the individual to the attainment of program
goals, objectives and positive outcomes and
including the creative solutions to difficult
problems, e.g., project leader, recognized as
technical expert, complex project manager,

etc.. Explanation of how such work

experienceis an indicator of the likelihood
that the individual will exceed performance
expectations and be significantly successful in

the job.

Specification of the relevant and successful
past work experiences. Explanation of how
such work experience reflect significant and
direct contributions by the individual to the
attainment of program goalss, objectives and
positive outcomes and the creative solutions
to difficult problems, e.g., project leader,
recognized as technical expert, complex
project manager, etc.. Explanation of how
work experience is an indicator of the
likelihood that the individual will far exceed
performance expectations and be highly
successful in the job.

Specification with supporting documentation,
eg., certified work history detailing the

relevant and successful past work experiences.
Explanation of how such work experience
reflects significant and direct contributions by
the individual to the attainment of program
goals, objectives and positive outcome and
including the creative solutions to difficult
problems, e.g., project leader, recognized as
technical expert, complex project manager,

etc.. Explanation of how such work experience
isan indicator of the likelihood that the
individual will dramatically exceed

performance expectations and perform beyond
the job expectations and make significant
contributions to the attainment of the programs
broader goals.

Specification with supporting documentation,

eg., certified work history detailing the relevant
and successful past work experiences.

Explanation of how such work experience

reflects significant and direct contributions by the
individual to the attainment of program goals,
objectives and positive outcome and including

the creative solutions to difficult problems, e.g.,
project leader, recognized as technical expert,
complex project manager, etc.. Explanation of
how such work experience evidences the
demonstrated possession of the depth, breadth
and quality of the individual’s work experienceis
essential to the University and that the University
may jeopardize fulfillment of a grant or the
University's ability to conduct essential or priority
programs without the services of the individual.




Request to Hire Above Designated New Hire Rate (DNHR) Analysis Matrix™®

Criteria

Guidelines

2%-8%
Abovethe DNHR

Guidelines

10%-16%
Abovethe DNHR

Guidelines

18%-24%
Abovethe DNHR

Guidelines
Morethan 24% Abovethe
DNHR
(GenerallyRequires
Presidential Approval 2)

Performance: Description of the individua’s
work accomplishments or outcomesin the
context of work performance expectations as
determined and reported by supervising

personnel.

Documentation of successful relevant work
performance outcomes and/or
accomplishments, e.g., letters of
commendation/reference, performance
awards, etc.. Explanation of how the relevant
outcomes and/or accomplishments are
indicators of the likelihood that the individual
will exceed performance expectations and be
significantly more successful in the job than
an individual possessing minimum
qualifications for the job.

Documentation of successful relevant work
performance outcomes and/or
accomplishments, e.g., letters of
commendation/reference, performance
awards, etc.. Explanation of how such
relevant outcomes and/or accomplishments
areindicators of the likelihood that the
individua will far exceed performance
expectations and be highly successful in the
job in comparison to an individual possessing
minimum quaifications for the job.

Documentation of how successful relevant
work performance outcomes and/or
accomplishments, e.g., letters of
commendation/reference, performance

awards, etc.. Explanation of how such relevant
outcomes and/or accomplishments are
indicators of the likelihood that the individual
will dramatically exceed performance
expectations, perform beyond the limits of the
job and make significant direct professional
contributions to the attainment of broader
program goals.

Documentation of how successfully relevant
work performance outcomes and/or
accomplishments, e.g., |etters of
commendation/reference, performance awards,
etc.. Explanation of how such relevant outcomes
and/or accomplishments are indicators that the
nature and quality of the individual work
experience are critical to the University and that
the University may jeopardize fulfillment of a
grant or the University's ability to conduct
essential or priority program without the services
of theindividual.

Competencies: Specia cognitive skills, e.g.,
complex analytical and reasoning skills, and/or
special individual qualities or characteristics,
eg., ability to establish rapport and effectively
communicate complex abstract concepts.

Specification with supporting documentation,
eg., interview assessment, that the applicant
possesses specia cognitive skills and/or
applicant qualities or characteristics which
were evaluated and considered for each
gpplicant. Such competencies serve as
indicators of the likelihood the applicant will
exceed performance expectation and be
significantly more successful than an
individua possessing minimum qualifications
in thejob.

Specification with supporting documentation,
eg., interview assessment, that the applicant
possesses special cognitive skills and/or
individual qualities or characteristics which
were evaluated and considered for each
gpplicant. Such competencies serve as
indicators of the likelihood the applicant will
far exceed job performance expectations and
be highly successful in the job

Specification with supporting documentation,
eg., interview assessment, that the applicant
possesses specia cognitive skills and/or
individual qualities or characteristics which
were evaluated and considered for each
gpplicant. Such competencies serve as
indicators of the likelihood the applicant will
dramatically exceed performance expectations
and perform beyond the limits of the job and
make significant contributions to the attainment
of the programs broader goals.

Specification with supporting documentation,

e.g., interview assessment, the applicant

possesses special cognitive skills and/or individual
qualities or characteristics which were evaluated
and considered for each applicant. Such
competencies serve as indicators of the likelihood
that the applicant possesses competencies that

are deemed to be critical to the University and
that the University may jeopardize fulfillment of a
grant or the University's ability to conduct
essential or priority program without the services
of theindividual.

Current Salary: Theindividua's current base

saary.

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

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

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

The current annual base salary of the individual
in acertified statement.




Request to Hire Above Designated New Hire Rate (DNHR) Analysis Matrix™®

Criteria

Guidelines

2%-8%
Abovethe DNHR

Guidelines

10%-16%
Abovethe DNHR

Guidelines

18%-24%
Abovethe DNHR

Guidelines
Morethan 24% Abovethe
DNHR
(GenerallyRequires
Presidential Approval 2)

Market Comparisons

Internal Salary Comparisons on a systemwide

basis between individual’s salary and

+  OHR provided median salary within same
band

+  OHR provided median salary within same
band and career group

+  OHR provided median salary within same
band with other employees with
approximately same number of years of
APT service

*  OHR provided median salary within same
band with other employees with same
level of education

¢ OHR provided median salary of al APT
personnel in the same program

Comparison of theindividual’s salary relative
to the OHR provided medians with
specification for each comparative salary
provided whether the individual’s requested
annual basic salary islessthan, equal to or
more than the comparative median base
salaries provided. It should be noted that in
those instances in which the requested saary
exceeds the comparative median base
salaries that additional scrutiny at the
Chancellor’s level may be necessary to
ensure that the requested adjustment does not
result in salary inequities.

Comparison of theindividual’s salary relative
to the OHR provided medians with
specification for each comparative salary
provided whether the individual’s requested
annual base salary islessthan, equal to or
more than the comparative median base
salaries provided. It should be noted that in
those instances in which the requested saary
exceeds the comparative median base
salaries that additional scrutiny at the
Chancellor’s level may be necessary to
ensure that the requested adjustment does not
resul in salary inequities.

Comparison of theindividual’s salary relative
to the OHR provided medians with
specification for each comparative salary
provided whether the individual’s requested
annual base salary islessthan, equal to or
more than the comparative median base
salaries provided. It should be noted that in
those instances in which the requested saary
exceeds the comparative median base salaries
that additional scrutiny at the Chancellor’s level
may be necessary to ensure that the requested
adjustment does not result in salary inequities.

Comparison of the individual’s salary relative to
the OHR provided medians with specification for
each comparative salary provided whether the
individua’s requested annual salary isless than,
equal to or more than the comparative median
salary provided. It should be noted that in those
instances in which the requested salary exceeds
the median comparative saaries that additional
scrutiny at the President’s level may be
necessary to ensure that the requested
adjustment shall not result in saary inequities.

External Salary Comparisons

« sdary offered by competing employers

«  sdary in comparison to relevant salary
surveys

Program Budget

Specification with supporting documentation,
eg., advertisements, salary survey, offer
letter, etc., of the competing salaries that may
be available to the individua. The specific
comparative salary information must include
the source of the salary information, e.g.,
sdlary survey, name of competing employer,
date of salary information, nature of the job
duties and responsibilities for which the
comparative salary is being offered, etc.

Specification with supporting documentation,
eg., advertisements, salary survey, offer
letter, etc., of the competing salaries that
may be available to the individual. The
specific comparative salary information
must include the source of the salary
information, e.qg., salary survey, name of
competing employer, date of salary
information, nature of the job duties and
responsibilities for which the comparative
sdary isbeing offered, etc.

Specification with supporting documentation,
eg., advertisements, salary survey, offer
letter, etc., of the competing salaries that may
be available to the individua. The specific
comparative salary information must include
the source of the salary information, e.g.,
sdlary survey, name of competing employer,
date of salary information, nature of the job
duties and responsibilities for which the
comparative salary is being offered, etc.

Specification with supporting documentation,
e.g., advertisements, salary survey, offer letter,
etc., of the competing salaries that may be
available to the individual. The specific
comparative salary information must include the
source of the salary information, e.g., salary
survey, name of competing employer, date of
salary information, nature of the job duties and
responsibilities for which the comparative salary
isbeing offered, etc.

Funding Plan: Thelong range program
financial/budget plan of future salary costs,
including future compensation adjustments for
merit or other planned career growth related
adjustments.

Program shall certify that current budget
allocation can accommodate additional
funding requirements, that funding has been
incorporated into the program'’ s long term
financial plan; and that future additional
program funding shall not be solely based on
the need to fund the above DNHR salary and
compounded future adjustments.

Program shall certify that current budget
allocation can accommodate additional
funding requirements, that funding has been
incorporated into the program'’ s long term
financial plan; and that future additional
program funding shall not be solely based on
the need to fund the above DNHR salary and
compounded future adjustments.

Program shall certify that current budget
allocation can accommodate additional funding
requirements, that funding has been
incorporated into the program'’ s long term
financial plan; and that future additional
program funding shall not be solely based on
the need to fund the above DNHR salary and
compounded future adjustments.

Program shall certify that current budget
allocation can accommodate additional funding
requirements, that funding has been
incorporated into the program’s long term
financial plan; and that future additional program
funding shall not be solely based on the need to
fund the above DNHR salary and compounded
future adjustments.
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Notes:

(1) Tobeé€ligible for an appointment above the DNHR the individual shall meet or exceed all published minimum gualification
requirements with particular focus on those requirements specific to essential position functions; and preferably, the individual should meet or

exceed a significant number of the published desirable qualifications. In all cases, the individual shall be distinguished from all other applicants
on the basis of individual qualifications as fully described in the justification for a request to authorize hiring above the DNHR.

a. Programs may recommend a hiring rate above the DNHR in the following situations:

1)

(2

Primarily for positionsin Bands A and B, consideration shall be given to the level of the position being filled and the demonstrated
possession by the individual of qualificationsin excess of the established minimum. Both conditions must be take into consideration
and met. The position must function at alevel higher than the entry level of the band and the applicant must possess qualifications
beyond the minimum established for the Band. For example, a vacant position assighed to Band A has been assigned and is expected
to perform duties and responsihilities at the Independent Worker Level and the applicant exceeds the minimum qualifications
established for Band A.

Up to 8% of the 24% maximum allowed above the DNHR may be attributed to the assignment of duties and responsibilities beyond the
entry level of the Band, that is, for Band A beyond the Entry Level (e.g., intermediate or independent level worker) and for Band B
beyond the journeyworker level (e.g., working supervisor or lead worker) and up to 16% may be attributed to the applicant exceeding
minimum qualifications in the context of the applicable guiding standards.

The applicant who exceeds established minimum qualifications for a position (i.e., the applicant possesses job related qualifications,
experiences and/or characteristics that exceed minimum qualifications) may be recommended for up to 24% attributable to the
applicant exceeding minimum qualifications.

b. Guidelinefor percentage ranges for salary placement above the DNHR have been provided for reference purposes, e.g., 2-8% range, 10-16%
range, up to 24%, and more than 24%.

(2) Inthe event that an employee’ s current rate of compensation is equal to or greater than 24% of the DNHR, the appropriate Chancellor,
Vice President or appropriate designated University Executive may designate a rate of compensation above the DNHR not to exceed 10%
above the employee’ s current rate of compensation and such new rate of compensation shall not to exceed the maximum rate of the Band
to which the employee’ s position is assigned. Requests exceeding 10% of the employee’s current rate of compensation shall be submitted
to the President for approval.
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Attachment 9

Instructions to Request to Hire Above the
Designated New Hire Rate (DNHR)

1. To be eligible for an appointment above the DNHR the individual shall meet or

exceed all published minimum gualification reqguirements with particular focus
on those requirements specific to essential position functions; and preferably, the

individual should meet or exceed a significant number of the published desirable qualifications. In
all cases, the individual shall be distinguished from all 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 must be as complete and comprehensive as possible and must be
provided for each criteria for full consideration of the request.

3. At the time that any request to hire above the designated DNHR is recommended,
the following documents must be “in-hand” and made available upon request:

a. Completed Form 17 with full assessment of all applicants

b. Certified copies (i.e., the individual has certified by signature to the truth and
accuracy of information provided) of the application and/or resume
documenting pertinent work experience, education/training, skills, etc.

C. Copies of other relevant documents, e.g., transcripts, performance
appraisals, offer letters from other employers, etc., corroborating information

4, Copies of the request and all accompanying documents are to be maintained for
three years from the date that any request is approved.

5. With respect to the review and authorization of salary placement above the
designated new hire rate, it is the responsibility of the approving authority to
evaluate each request in the context of ensuring salary equity and compliance with
EEO mandates particularly with regard to pay, and to authorize only appropriately
justified requests.

6. Programs may recommend a hiring rate above the DNHR in the following
situations:

(@) Primarily for positions in Bands A and B, consideration shall be given to the
level of the position being filled and the demonstrated possession by the
individual of qualifications in excess of the established minimum. Both
conditions must be taken into consideration and met. The position must
function at a level higher than the entry level of the band and the applicant
must possess qualifications beyond the minimum established for the Band.
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(b)

For example, a vacant position assigned to Band A has been assigned and
is expected to perform duties and responsibilities at the Independent Worker
Level and the applicant exceeds the minimum qualifications established for
Band A.

Up to 8% of the 24% maximum allowed above the DNHR may be attributed
to the assignment of duties and responsibilities beyond the entry level of the
Band, that is, for Band A beyond the Entry Level (e.g., intermediate or
independent level worker) and for Band B beyond the journeyworker level
(e.g., working supervisor or lead worker) and up to 16% may be attributed to
the applicant exceeding minimum qualifications in the context of the
applicable guiding standards.

The applicant who exceeds established minimum qualifications for a
position, i.e., the applicant possesses job related qualifications, experiences
and/or characteristics that exceed minimum qualifications may be

recommended for up to 24% (for employees whose current salary equals or exceeds
24% the DNHR a request may be submitted for an adjustment of up to 10% greater than
the employee’s current rate of compensation not the exceed the maximum of the Band)

attributable to the applicant exceeding minimum qualifications.

Guidelines for percentage ranges for salary placement above the DNHR have been

provided for reference purposes, e.g., 2-8% range, 10-16% range, up to 24%, and
more than 24%.
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DATE: (Date of Request)

TO: (Approving Authority)
FROM: (Requestor)
SUBJECT: Request to Hire Above the Designated New Hire Rate (DNHR)

Program Title:

Position Number: Position’s Career Group:

Position’s Band Assignment:

Individual’s Name:

Salary Information:
. Annual Designated New Hire Rate (DNHR) for the subject position: $
. Requested Annual Salary $

. % Percent Requested Annual Salary exceeds DNHR
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Criteria Analysis

Education, training, « Explain How Minimum Education/Training Met or Exceeded
certification and license:

¢ Education - formal
matriculation at an
accredited institution of
learning;

e Training - formal
instruction to enhance
proficiency or
qualifications;

« Certification - attestation
by a body, e.g.,
professional accrediting
organization, state
agency, etc., that one has
met specified
requirements and

+ License - authorization by
law to do some specified
act.

Work experience: The « Explain Relevancy of Prior Work Experience to Job:
individual's employment

history and description of
responsibilities performed.

» Explain How Prior Work Experience Meet or Exceed
Minimum Required (Quality and Quantity):

» Explain How Prior Work Experience May Contribute to
Likelihood that the Individual Will Meet or Exceed Work
Performance Expectations:
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Criteria

Analysis

Performance: Description of
the individual's work
accomplishments or
outcomes in the context of
work performance
expectations as determined
and reported by supervising
personnel.

» Explain How Prior Work Performance May Contribute to the
Likelihood that the Individual Will Meet or Exceed Work
Performance Expectations:

Competencies: Special
cognitive skills, e.g.,
complex analytical and
reasoning skills, and/or
special personal qualities or
characteristics, e.qg., ability to
establish rapport and
effectively communicate
complex abstract concepts.

» Explain How the Special Characteristics Possessed by the
Individual are Relevant to the Job:

» Explain How the Possession of Special Characteristics May
Contribute to Likelihood that the Individual Will Meet or
Exceed Work Performance Expectations:

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

Individual's Current Base Salary: $
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Criteria Analysis

- |
Market Comparisons

Internal Salary For each OHR provided median salary, provide comparative data: (a)
Comparisons on a percent requested salary is above or below median salary by dollar amount
systemwide basis between | and percentage, and (b) explain if any salary inequities may be result of the
individual’s salary and request to hire above the designated new hire rate and how the program
* OHR provided median intends to to address any identified salary inequities.

salary within same band
* OHR provided median Requested Salary:

salary within same band

and career group .
«  OHR provided median « Same Band - Dollar & Percent Requested Salary is Above

salary within same band or Below Median: $ & % difference

with other employees

with approximately same
number of years of APT | ® Same Band & Career Group - Dollar & Percent Requested

service Salary is Above or Below Median: $ & %
+ OHR provided median difference

salary within same band

with other employees
with same Ievpel )c',f « Same Number of Years - Dollar & Percent Requested

education Salary is Above or Below Median: $ & %
* OHR provided median difference

salary of all APT

personnel in the same

program « Same Education (Baccalaurate Degree) - Dollar & Percent
Requested Salary is Above or Below Median:
$ & % difference

« Same Program - Dollar & Percent Requested Salary is
Above or Below Median: $ & % difference

Program'’s rationale for hiring above the DNHR, in full consideration of the
difference between the comparative median salaries as noted above and the
requested salary and as appropriate the program’s plan to address any salary
inequities that may result from the request to hire above the DHNR:
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Criteria

Analysis

External Salary

Comparisons

» salary offered by
competing employers

» salary in comparison to
relevant salary surveys

Program Budget

Explain (with supporting documentation) how the requested salary above
the DNHR compares with other competing employers:

e Based on Salary Offered by Competing Employer(s):
0
» Dollar & Percent the Requested Salary is Above or Below
Salary Offered by Competing Employer(s): $
and %

* Relevant Salary Survey Data:
» Dollar & Percent the Requested Salary is Above or Below
Relevant Salary Survey Data:
+ Base Salary Reported in Relevant Survey:
$

« Difference $ and %
Explanation/Rationale for Requested Salary in Context of
Market Rate Comparisons:

Funding Plan: The long
range program
financial/budget plan of
future salary costs, including
future compensation
adjustments for merit or
other planned career growth
related adjustments.

| certify that (a) the program’s current Fiscal Biennium budget
allocation can accommodate all additional funding
requirements associated with this request, (b) the additional
funding required for the above DNHR salary rate has been
incorporated into the program’s long term financial plan and (c
future program funding requests shall not be solely based on
the need to accommodate the requested salary above the
DNHR.

Initials of Requesting Dean/Director/ Date
Provost/Program Administrator
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To the best of my knowledge the information provided is correct and the evaluations and
assessments were made objectively and should any equity adjustments within the program
be necessary based on this request to hire above the DNHR, the program shall be
responsible for funding such equity adjustments.

| recommend approval of this request.

Requesting Dean/Director/Provost/ Date
Program Administrator

Request: LI Approved [ Disapproved

Approving Authority Date
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