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Guide to Completing the Department of Personnel 
Position Review Request 

Introduction 
The purpose of the Department of Personnel Position Review Request is to collect information necessary to understand your position and compare it to available class specifications to determine the proper allocation. 

This guide has been designed to assist you with completing the Department of Personnel Position Review Request. After you have completed the form, your supervisor/manager will review and comment on what you prepare, sign the form and submit it to your agency or institution of higher education human resources office within 15 days of receipt.

Suggested Approach to Completing Your Position Review Request

It is suggested that you review: 

· The Department of Personnel Position Review Request and this guide to familiarize yourself with the information that you will need to convey. 

· The available class specifications which your agency or institution of higher education human resources office uses to evaluate your request and to determine the appropriate allocation for your position. 

· The description of your position that is currently on file and/or your performance evaluations. These sources are often good places to start your description of job duties. 

You may find it helpful to spend a small amount of time every day over several days or a couple of weeks to gather ideas and information you can use to complete your Position Review Request. Take time at the outset to formulate some ideas. Then on a daily basis, jot down thoughts and observations in the appropriate sections of the form. Your daily notes may cause you to add items you hadn't thought of initially or revise those that you listed but later found to be different (e.g. percentage of time spent on an activity was really more than recorded at first). Once you feel you have enough information to create a clear and concise description of your position, finalize the form. 

Position Review Request Instructions

Each numbered instruction corresponds to the numbered sections on the Position Review Request form.

1. Position Purpose

Summarize the main reason(s) your position exists. This statement should include the position's general function and overall level of responsibility. Please try to limit your summary statement to three or four sentences. It may be easiest to prepare this statement after the main job duties section has been completed.

Examples of some position purpose statements:

· My position serves as the administrator for our department's local area computer network of 20 workstations and 2 servers. It is responsible for network trouble shooting, hardware and software installation, and training staff. My position determines when hardware and software upgrades are necessary and makes purchasing recommendations. 

· I supervise two employees, and together we maintain all fiscal, payroll and purchasing records for our department. My position is responsible for designing and maintaining the record keeping and reporting systems our department uses. 

· I provide support for my department's graduate program. I correspond with and provide information to applicants, maintain all records for applicants and current students, and provide information in response to requests about the graduate program. 

2. Job classification you think provides the best match for the duties and responsibilities of your position

Specify the job classification you think should be assigned to your position. If you do not have an opinion, check the Do Not Know space.

3. Describe any specialized education, training, certification, skills, or competencies required to perform your duties.

Describe any training or certification that is required to perform your job. You do not need to describe such general educational experience as a bachelor's degree unless it is a job requirement.  List any specific skills or competencies that are required to perform your job.

Competencies are defined as those measurable or observable knowledge, skills, abilities, and behaviors critical to success in a key job role or function.

4. Main Job Duties

Describe the main job duties (those which take at least 5% of your time to perform) assigned to your position beginning with the tasks that are most important or responsible. Try to group similar tasks together into major duties and for each major duty, estimate the percent of time on a weekly or monthly basis that you devote to the task. Describe any responsibilities for determining methods of work, or innovative or creative responsibilities that are part of the job. 

Breaking a complex assignment down into its individual elements will make your job responsibilities clearer. See the following examples:

Avoid job responsibility statements like:

· I do laboratory research to study enzyme biochemistry. 

· I have responsibility for all of our department's budgets. 

Instead describe tasks:

· I read scientific literature and develop or modify laboratory methods to conduct experiments. 

· I obtain muscle samples from laboratory rats and homogenize them for enzyme extraction. 

· I use a centrifuge, an ultra centrifuge, and various chromatography methods to purify the enzyme. 

- OR -

· I maintain all of our department's purchasing and payroll records for both state funds and grants and contracts. 

· I review all purchase requests for compliance with agency/institution and funding agency policy. I review any problem requests with the purchaser to ensure that all expenditures comply with applicable policies and regulations. 

In the right hand columns indicate the % of time each duty requires. Check those duties you believe fall outside your current job classification and specify how long you have performed these duties. Forgetting to do so may result in a delay of your review. 

(Note – A spreadsheet for calculating percentages is available on the Department of Personnel web site at http://hr.dop.wa.gov/forms/dopforms.htm#pdf.)
5. Decision-making Authority

Provide examples of the kinds of decisions you make in your job. These could be decisions about prioritizing work tasks, establishing policies, making programmatic commitments, establishing budgets, designing or developing technical processes, etc.

6. Organizational Structure

Complete according to instructions on the form.

7. Budget Authority

Complete according to instructions on the form.

8. Employee Review

Check the box confirming who completed the form (you or your supervisor) and sign the appropriate signature line. If your supervisor prepared part or all of the form, please review the form and clarify any statements you disagree with or wish to provide additional information on.

9. Supervisor Review

The supervisor should carefully review the information provided on the Position Review Request, fill out the supervisory review page, complete internal routing, and ensure that the Position Review Request is sent to the agency or institution of higher education human resources office within 15 days of receipt.
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