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Documentation of Career Development
Complete Directions for Form available at (link)
Section 1 – Demographics (Employee and/or Supervisor)
Employee Name:  Ima Hawk 	Current Classification/Job Code:   HR Assistant PGA1
Department:   My Department	Supervisor:   Ura Boss
Initiated by: Ima Hawk	Date Initiated: 11/1/2011 (m/d/yyyy)
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

	Serve as search administrator for the college by monitoring the EOD process and auditing/developing search justifications.  The new duty is performing this role for the entire college which is 5% of my total effort.
	|X|
	Employment: Serve as search administrator
	HR Coordinator
	7%
	|X|

	Develop quarterly reports of leave usage for supervisor review; use department protocol for types of leave to exclude.  For routine FMLA requests (pregnancy, surgery of defined duration, etc.), process all FMLA paperwork and approve requests.  Previously I distributed reports and referred questions to my supervisor or the website.  This new responsibility is 8% of my total effort.
	|X|
	Leave Management: Monitor and analyze leave usage. Respond to questions that require minimal interpretation. Review and approve routine leave request.
	HR Coordinator
	10%
	|X|

	Develop and distribute report used during the annual review to determine if all compliances are met.  Schedule required trainings and promote participation.  Maintain records and send appropriate reminders of non-compliance.  Previously I only distributed reports and updated records.  This new duty is 9% of my total effort.
	|X|
	Compliance: Perform analysis. Organize programs. Document outcomes.
	HR Coordinator
	10%
	|X|

	Initiate all HR transactions and maintain accurate and complete personnel records
	|_|
	HR Transactions and Maintenance of Employee Info: Initiate transactions, maintain records, audit for accuracy
	HR Assistant
	20%
	|X|

	Track performance reviews by maintaining a schedule of due dates and sending reminders 1 month prior and 1 month after if delinquent.  Provide forms as needed.
	|_|
	Performance Management: Track performance reviews to assure completion.
	HR Assistant
	15%
	|X|

	Provide policy and procedure information to supervisors and employees.  
	|_|
	Consultation: Provide basic “how to” instructions.
	HR Assistant
	30%
	|X|



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

	Staffing, Hiring and Selection (EOD Procedures):  Plans, conducts, and documents steps in the employment process.
	|_|
	|X|
	|_|

	Time Off Programs (FMLA):  Follows relevant documentation and administration requirements.  Assists line managers in carrying out their documentation and administration responsibilities.

	|X|
	|_|
	|_|

	Data Gathering and Reporting (Compliance Documentation):  Applies basic data-gathering methodologies.  Identifies the key objectives of gathering data.

	|_|
	|X|
	|_|

	Specific HR Systems Application (HRIS Query Tool):  Utilizes all basic functions and features of a specific HR system.  Analyzes the information maintained within a specific HR system.
	|_|
	|X|
	|_|

	N/A
	|_|
	|_|
	|_|


Section 4 – Employee Recommendation for 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?
Title:  HR Coordinator	Job code:  PGA2
[bookmark: Check6][bookmark: Check7][bookmark: Check8][bookmark: Check9]This appears to qualify for:	|_| Career Advancement	|X| 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.
Ima has assumed responsibility for all searches and has done 7 during the past months.  Feedback from search committee chairs has been positive in that they appreciate her taking over the EOD process steps.  Only 1 form has been returned from EOD for additional information which demonstrates Ima’s skill in this duty.  By realigning responsibility for this duty with Ima, we have decreased the time researchers spent in the search process and have decreased the time to hire.  With grants and contracts this is essential.
The tool Ima developed for supervisors to be aware of leave usage has been appreciated.  It has made their discussion with staff timelier in addressing attendance issues.  She has been timely in processing FMLA forms.  She continues to expand her knowledge about union issues related to attendance and the various components of FMLA.  Attendance concerns were an issue for several supervisors who now have the data to address issues.  Ima has also freed up supervisor time previously spent on FMLA forms.
Ima has provided training opportunities that meet the busy schedule of our staff which has increased timely compliance.  Her graphic display of non-compliance rates has brought supervisors to pay attention to this issue.  She has been influential with those who are not timely in completing compliances with her pleasant but firm reminders.  Compliance with research and safety training is essential in our unit and we have greatly improved our compliance with the least amount of effort due to Ima’s efforts.
Ima continues to perform all her other duties as expected.

B. Overall performance rating at last formal performance review
Date of Last Review: December 5, 2010
[bookmark: yes][bookmark: no]Was performance commendable? 	|X| 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:  HR Assistant	Job Code:  PGA1
This appears to qualify for:	|X| 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]|X| Supervisor	|X| Employee
Date:  November 15, 2011
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