UW—GREEN BAY RECLASSIFICATION ANALYSIS FORM

Instructions: Please respond to the below statements and after each section please provide an explanation as to what caused the changes listed.  BE SPECIFIC as to how those changes occurred and in what time frame.  Include such things as department reorganizations, changes in department procedures, program expansion or contraction, introduction of new equipment, termination of other employees in the work unit, etc.  REMEMBER: Reclassification is based on permanent and significant job change where higher level duties and responsibilities are performed to the extent that the position is better identified by a higher level classification.

When detailing the duties in each section, please list them as they appear on the position description, i.e. “A1.  Drafts memos for administrators….”  This position now drafts memos for administrators due to the incumbents increased knowledge of the program. 

	Section 1:  Indicate below those duties and responsibilities listed in the old position description that are no longer performed by the employee.

	

	Section 2:  Indicate below new duties and responsibilities not listed in the old position description, but are now found on the new position description.  

	     

	Section 3:  Indicate below those duties and responsibilities listed in the old position description which now constitute a lower percentage of employee’s work time.

	     

	Section 4:  Indicate below those duties and responsibilities which were formerly listed in the old position description, but now constitutes a larger percentage of the employee’s work time.

	     

	As the Supervisor of this position, do you support movement to the higher classification Yes FORMCHECKBOX 
 No FORMCHECKBOX 
 

	

	Please provide any additional/overall comments about the position and what justifies the position to be classified at the higher level:

	     

	Supervisor’s Signature 
	
	
	Date
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