Administrative Council
November 8, 2006

Career Banding

All career banding position descriptions are due to Karen Patrick no later than Friday, December 1.  Please disregard the due date given at the Human Resources information sessions.  After the descriptions are received by Karen, they will be reviewed to try to be sure they will crosswalk into the most appropriate Career Band and level.  If a description appears weak in any area, comments and recommendations will be made and the forms will be returned to the supervisor for possible revision.  Once the supervisor has reviewed the recommendations for revision and has chosen to either make the changes or not, the forms need to be returned to Karen.  Karen will forward all descriptions to Human Resources by a date agreed upon by Human Resources and the Dean’s Office.
Career Banding Overview:
Career Banding is a competency driven system where forward movement within the respective bands is reflective of competencies that employees acquire in accordance with a personal career plan agreed between them and their manager. It is also a system that is market based, providing a tool for managers to assist in the competitive hiring and retaining of competent employees. The Administrative Support group is composed of 4 “bands” (Administrative Support Associate, Administrative Support Specialist, Administrative Support Supervisor, and Executive Assistant). Within each band there are 3 levels (Contributing, Journey, and Advanced). 

Career Band Definitions:

“Contributing” (level) – knowledge, skills, and work behavior minimally necessary to perform a job at an entry level.

“Journey” (level) – fully applied knowledge, skills, and work behavior

“Advanced” (level) – highest and/or broadest scope of knowledge skills and work behavior

“Key Responsibilities” (in job description) – broad areas of responsibilities.

“Essential Tasks” (in job description) – the tasks an employee performs that fall within the Key Responsibility. These should include the frequency of tasks as well as other descriptors.

“Functional Competencies” (in job description) – the knowledge, skills, and abilities an employee has in order to perform the tasks.

Helpful Tips:
· You may use the Essential Task lists provided by HRS and add your own specific descriptions to better fit the tasks performed by the position.

· Functional Competencies will need to be tailored to your specific department/program.

· Functional Competencies can be repeated for multiple Key Responsibilities

· List broad areas of responsibility as Key Responsibilities (example: manage graduate assistantship budget)
· The primary function of unit and primary purpose of position – use this section to explain the purpose and complexity of your department/program/position. 

· Use section on Additional Comments to further identify intricacies of the department and complexities of the position. When discussing complexities, consider the type/amount of information the employee needs to know about the program and the variety of people, the employee deals with on a regular basis. If your program crosses disciplines, you may want to explain this.
Questions (and Answers):
Does this new job description matter? How much time is it worth? Yes – this description does matter! The employee’s current position description will determine where the employee crosswalks. The new job description will be used by HRS and the employee’s supervisor to determine if the employee has been correctly “banded” once the plan is approved by OSP. Employees and supervisors will NOT be able to change the job description after it is submitted to HRS.
If there is a responsibility or task that the supervisor feels is part of the job but the current employee either can’t or won’t do it should this task be included in the new job description? Yes. If the task is part of the job put it in the description and address it in the PMP.

Does quantity matter? Quantity does matter. If you can, try to explain the complexity of the task where quantity is important. Example: In a large department where the staff employee is responsible for scheduling and budgeting for classes, do include the number of faculty and classes involved.
If someone is doing work above and beyond the requirements of the position, should it be included in the job description? Yes, if the supervisor feels it is important.

Do we need to limit our description of the unit and position to the number of sentences identified on the form? No.

Are there statistics on those who were already banded and how maintained their status, were downgraded, or promoted? Yes. In the previous classes that have been banded, the majority of employees maintained their status. A few employees were promoted and none were downgraded because of the process.

When will positions be banded? Positions will be banded when the plan is approved by OSP (possibly in February).

Will PMP form stay the same? There will be a new PMP form for those who are banded. Use the old PMP form for the 2006/07 academic year PMP cycle.
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