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Documentation of Career Development
Instructions for Completing Form
Section 1 – Demographics (Employee and/or Supervisor)
[bookmark: _GoBack][bookmark: current]Employee Name:  Mary Hawk 	Current Classification/Job Code:   PAA2
[bookmark: dept]Department:   Big Department	Supervisor:   Adam Accountant
[bookmark: initiate][bookmark: date]Initiated by: Adam Accountant	Date Initiated: 12/1/2011 (m/d/yyy)
Section 2 - Scope/Responsibilities (Employee and/or Supervisor)
Please list the six most important activities that are performed.  If the duty is new since the last time the employee/position was classified, please indicate so and note the % of effort for the new work.  Identify the Key Areas of Responsibilities (KAR) for those six activities and the classification associated with it (which may be the current classification or another one).  Identify overall time spent performing each duty (does not need to equal 100%).  Also identify if these duties have been performed more than 6 months.
	Position Specific Duties
	New
	Key Area of Responsibility
	Classification
	% Effort
	>6 mo

	Monitor accounts, review and approve expenditures, and reconcile monthly financials for the department.  Previously did this for only the unit for 5% of effort.  
	|_|
	Financial Oversight & Budgeting: Monitor accounts/expenditures; reconciles statements.
	Accountant
	20
	|_|

	Prepare monthly reconciliations and assists Senior Accountant in month end and year end reporting.
	|_|
	Financial Reporting: Complete basic and some complex reconciliations and reporting 
	Accountant
	10
	|_|

	Analyze department expenses and prepare report for Senior Accountant for further analysis and recommendations to department leadership.  Formerly done 5% for unit only.
	|_|
	Financial Analysis and Planning: May perform limited analysis and prepare standard reports.
	  Accountant
	15
	|_|

	Make original and correcting journal entries; approve transactions; open and close accounts as directed by Senior Accountant for entire department.  Previously did this 3% of time for the unit.
	|_|
	Transaction Processing: Initiate basic and/or routine original and correcting journal entries
	Accountant
	10
	|_|

	Maintain records of accounting transactions for the department.  Performed this 2% of time for the unit only.
	|_|
	Compliance: Maintain records
	Accountant
	10
	|_|

	Research purchases, costs, etc., for budget development for the department.
	|_|
	Financial Oversight & Budgeting: May assist with unit budget information.
	Accountant
	10
	|_|




Section 3 – Knowledge/Skills/Abilities (KSA)/Competencies (Employee and/or Supervisor)
What new knowledge, skill, or ability (competency) was developed in order to take on the key areas of responsibility documented on this form?  Supervisor, please rate how developed the employee is in the KSA.
	Knowledge/Skills/Abilities
	Continuing to Develop
	Developed
	Well Developed

	Accounting: Follows regulations for entering and reporting the financial content in major accounting systems. 
	|_|
	|_|
	|_|

	Budgeting:  Describes major budget items in own organization in general terms.
	|_|
	|_|
	|_|

	General Ledger: Performs inputs to the general ledger. 
	|_|
	|_|
	|_|

	Financial Reporting: Uses basic tools to create simple financial reports. 
	|_|
	|_|
	|_|

	Managing Expenses:  Uses the basic tools necessary for managing expenses and  budgets. 
	|_|
	|_|
	|_|


Section 4 – Employee Recommendation Job Classification/Career Development (Only if Employee Initiated)
Which job classification (may be current or different) do you feel best matches the changes documented on this form?
[bookmark: title][bookmark: jobcode]Title:  N/A - Supervisor generating	Jobcode:       
[bookmark: Check6][bookmark: Check7][bookmark: Check8][bookmark: Check9]This appears to qualify for:	|_| Career Advancement	|_| Promotion 	|_| Career Shift	|_| No Change


The following section is for Supervisors Only
Section 5 – Supervisor Section
A. Assessment/Comments
Document if and how the employee has assumed each of the new, changed or expanded duties/competencies and the importance of these duties/competencies to unit operations.
As Mary's supervisor, I am submitting this request for a career shift.  Due to a resignation and lack of resources to rehire, Mary has expanded her financial skills which she performed as part of her Administrative Services Specialist job to assist me in managing the finances of our large department.  Our department has many accounts in various funding streams which require vigilance to assure financial integrity and meeting budget.  Mary's accounting background has provided her the basis for continued skill development and the focused expansion of her responsibilities into accounting.   It is time to recognize this shift in responsibilities as Mary has been fully performing accounting work for most of the last year.  
B. Overall performance rating at last formal performance review
[bookmark: appraisal]Date of Last Review: 1/27/2011  (m/d/yyyy)
[bookmark: yes][bookmark: no]Was performance commendable? 	|_| Yes	|_| No
C. Job Classification/Career Development Recommendation
Which job classification (may be current or different) do you feel best matches the changes documented on this form?
Title:  Accountant	Jobcode:  PBF1
This appears to qualify for:	|_| Career Advancement	|_| Promotion 	|_| Career Shift	|_| No Change
Section 6 – Employee and Supervisor Electronic Signature
I agree that this represents a true and accurate documentation of the work being performed.
[bookmark: emp]|_| Supervisor	|_| Employee
[bookmark: finaldate]	Date: 12/1/2011 (m/d/yyy)
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