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OFFICE SUPPORT SERVICES Approved Class:
POSITION EVALUATION FORM Effective Date:
ANALYST NOTES Analyst:
1. Department Employee
2. Class. Requested Position #
3. Action Requested: Establish new position Reclass. Restudy
4. Discussed with: Title
Title
Title
5. Restudy Flag W/H ___Non-exempt

Other
Date
Date
Date
Date

._BRIEFLY STATE ORGANIZATIONAL PROFILE, PLACEMENT AND SUPERVISOR/TITLE:

. PRIMARY PURPOSE(S) OF THE POSITION:

BRIEFLY DESCRIBE THE ROLE (REFER TO ROLE DESCRIPTION AND EXPLAIN REASON FOR ROLE SELECTION):

MAJOR CHANGES IN DUTIES AND RESPONSIBILITIES OR ORGANIZATIONAL RELATIONSHIPS:

. EVALUATION OF DUTIES:

FUNCTIONS:

Percentage

Rank

Level

Public Contact

Records & Reports

Composition

Office Equipment

Files

Mail

Supervision

Other

Overall Level

B. COMMENTS: Summarize significant information about any function which affects the level of the position. Explain

variation in percentages from those listed on position description.




C. SUPERVISION EXERCISED (If applicable):

Assign & Resolving Setting Work Selection/ | Performance | Counseling # of Emp. Total
Review Problems Standards Training Salary Review Disciplining Supervised Points
Work
Points
Conversion 15 - 40 pts Lead Worker Series
Scale 70 - 105 pts Supervisor (one level above base level of work supervised)

120 or more pts

Supervisor (two levels above based level of work supervised)

Comments: Explain the points assigned and determine if additional credit should be given for Lead Worker or

Supervisor.

D. DATA ANALYSIS: Explain your conclusions on the level of functions in this job in terms of applicable allocation factors.

Explain level considerations and functions compared to those in the Guide. Include example of complex or technical

processes or procedures.

VIl. POSITION AND BENCHMARK COMPARISONS: Make comparisons with similar and/or benchmark positions. Discuss in

terms of allocation factors.

VIIl. RECOMMENDATIONS: Recommend an official title based on role and level. Recommend appropriate working title.
Include other comments for redesign, position management issues, etc.
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