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= UIS Human Resources
= Contact:

Mark Owens
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BIState Universities Civil Service System-
Jovr\rr ng agency

- 3\/ definition, classification is the

= ase gnment of a position to a class.
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*‘?-Each campus administers its own
- Classification program.

® Every classification has its own exam, and
hence, employment register.
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J CJass‘-:"o' StructureTis divided intc
"étional Areas, which were developed
J\/\JF*D years ago and loosely based on
e ~ederal Dictionary of Occupational

= Titles
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== Examples are professional, clerical, skilled
trades, food services, etc.

® There are also work areas, which group
similar classes according to the type of
work.
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> J‘ne rJ:ff SPECiiicationMistS'aeneral duties inrar s
~IaSS|f|cat|on and identifies minimum
,Jccs,) bIe dualifications.

T narﬂ often levels or a hierarchy within a
Glassification series which describe duties and
responsibilities.
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-—=—="”T The classification may also be part of a
- Promotional Line, which is a progression of titles
within a classification.
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® (Class specifications are periodically reviewed and
revised or deleted statewide, including the
exams.
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1. Co ﬁ plete request form and submit
d Png with job description.

2. | HR will conduct a desk audit with the
= ~employee
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— 3. A job analysis will be performed by
=R

4. Findings issued, generally within one
month of receipt of request.
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SMEUIPOSE 01" a JOD Description (JD)- the
come} of a classification program,
aleng with the specifications. The ID
"a|ls the specific duties and
pon5|b|I|t|es of a particular position on
= Campus further defining the job.

o Impacts HR, the recruitment, the
Incumbent, job audits, and the
performance evaluation process.
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Jelr)ul H"‘”' granterrectve JD:
— Colkz boratlve effort of employee and
JJr"lsor

—Cle arly list duties and what is involved, which
'shiows level of responsibility

e ~f supervision is involved, spell it out. Who
~ and how many employees are supervised, and
~ to what extent.

— Include approximate percentage times spent
on each duty (see chart)

— Describe minimum qualifications, both
required and desired.
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o O)rc JJ nr Hona ‘E(WEWIP‘G‘EE?
rJ ﬂy state the main purpose of the
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- mportance

= —Obtain the proper signatures

~» Desired or preferred skills can be listed —
but does not change minimum
gualifications per specification.

® Job Description Examples
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r)J:'@ Goal of jot audits=toridentify the

e classification for a position.

ampus across the state develops its
r-i procedures within SUCSS guidelines.

e function as well as the duties are
— evaluated — the duties must be
permanent

® Anyone may request an audit.

B5(|
» ch

p—
—
-

H'

\



JJJ AC 1t- E@ioyeeReie} —

rlew rn\-\ a c C\" Shdrslbervisor can
r)rrﬁr),} e

SNiake 'some time to review the JD-

—nsure It IS accurate

"-’ = :Pay attention to the percentage times
~ assigned to duties- should total 100%

—Prepare notes and/or information for
review by HR during the desk audit
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"trme spent in the cIaSS|f|cat|on will be the
~— recommended title

® Review history of the position - what has
changed, how has position progressed in
responsibility and duties.
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—J‘re Mc-"n lon

Indicates you are a
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AL}r 0 rate?
ease describe the changes in your job
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= dutles

'-One of your duties is payroll- please
explain your involvement.
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o tcept findings and proceed accordingly
g— f,—ReJect upgrade, and remove duties
~ — Appeal recommended action

-® Appeal process — 2 step

— First appeal to campus HR director
— Second appeal to SUCSS




JEPRAUdIt —what happenstnext?™

SMiganclassificationsiswiecommendediata.
pigher level, there will be an upgrade in
Salaliy, generally 4-10% above current

J‘val Or to base of new range.

J _n upgrade, the employee must meet
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the Civil service exam.

® Effective date of any change — first pay
period following desk audit date or exam
date.



T
ESOURCES
"Audit GFmS’ |
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Job Descrlptlon Forms:

www Uis, edu/humanresources/classification/.
mtlons html

E< =

f:ff- - Compensation Policies:
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—= ;p"ﬂwww uis.edu/humanresources/classification/.

‘i " compensation.html
Civil Service System:

http://www.sucss.state.il.us/classspecs/admin.asp



http://www.uis.edu/humanresources/classification/audits
http://www.uis.edu/humanresources/classification/jobdescriptions
http://www.uis.edu/humanresources/classification/compensation
http://www.sucss.state.il.us/classspecs/admin.asp
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CORN J'H IS - e!!djamnv~' |
s. We encourage you to meet
with us regarding any specific

é' SS|f|cat|on or job audit needs.

lhank you for attending!



