POSITION DESCRIPTION QUESTIONNAIRE

STIPENDS FOR ACADEMIC FACULTY

Instructions:
The purpose of this questionnaire is to gather information to be used in determining the stipend salary range for this position.  The incumbent should complete this form and submit it to the Dean/Director.  The position description questionnaire will then be forwarded to the stipend placement review committee for a recommendation on the appropriate stipend salary range.  If this is a request for a review of an existing position, you must attach additional justification explaining the changes that have occurred.  If you need any assistance in completing this form contact the Faculty Human Resources Office at 784-6082 or the Office of the Provost at 784-1740.

     *******************************************************************

POSITION DESCRIPTION

	1.
	Incumbent’s Name:
	     
	Date:
	     

	3.
	Current Title:
	     

	
	Proposed Title:
	     

	4.
	Department:
	     

	5.
	College/Division:
	     

	6.
	Account number from which stipend will be paid     

	7.
	Academic Reduction Requested:       Yes       No

     If yes, Current Load       Requested Load     


     *******************************************************************

I certify that the statements in this description are accurate and complete to the best of my knowledge.

Employee’s Signature




Date

I/we have reviewed the statements on this form and certify to their accuracy.


Immediate Supervisor’s Signature


Date

Dean’s/Director’s Signature



Date

Proposed Range

Range Approved by the Vice President: 
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	1.
	Summary Statement:  State the major function(s) of the position and its role in the University.  List the major responsibilities, indicating the percentage of time devoted to each.  Attach an organizational chart for the unit which reflects this position in it as well as those supervised by this position.

	
	     

	2.
	Describe the complexity of the unit being administered.

	
	

	
	Staffing:

	
	
	Number of faculty,  Full-time          Part-time          LoA      

	
	
	

	
	
	Number of classified staff,  Full-time          Part-time          Hourly      

	
	
	

	
	
	Number of student employees       

	
	
	

	
	
	Other            Please describe      

	
	
	

	
	Students and Degree Programs

	
	
	Number of undergraduate and graduate degree programs and/or majors offered

	
	
	     

	
	
	Number of undergraduate and graduate students majoring in the program(s)

	
	
	     

	
	
	Number of total student FTE in the program(s)

	
	
	     

	
	
	Complexity of instructional offerings within the unit which provide service to other units

	
	
	     

	
	Non-instructional activities provided by the unit (e.g. service, outreach, public service activities)

	
	     

	
	Number and size of budgets

	
	     

	
	Number and size of grant/contract programs

	
	     

	
	Other activities not covered above
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	3.
	Describe the responsibility and authority of the position

	
	

	
	Personnel management (including promotion/tenure/merit/annual evaluation of faculty and classified staff)

	
	     

	
	Authority in hiring and retention of personnel

	
	     

	
	Recruitment of faculty, classified, and graduate assistants

	
	     

	
	Faculty development

	
	     

	
	Budget development, allocation and management responsibility and authority

	
	     

	
	Allocation of other resources (space, equipment, etc.)

	
	     

	
	Responsibility for department management (e.g. setting goals, developing mission statements, implement policy, making work assignments, etc.)

	
	     

	
	Other responsibilities not covered above

	
	     

	4.
	Describe how the decisions and judgements made by this position impact the department, division and/or university as a whole.
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