PREFACE
Supervisors and managers are responsible for assigning job duties to employees to assure that the mission of their unit is accomplished.  The position description serves as a useful supervisory tool for this and other administrative purposes.  The position announcement is utilized in the search process to recruit qualified candidates.

This manual describes the various aspects of how a position description and a position announcement are used in staff management within the context of pertinent university, state and federal guidelines.  It also provides specific guidelines for developing or revising position descriptions and position announcements.

LEARNING OBJECTIVES
On completing this workshop, participants will be able to:

· Identify the role of position descriptions in various management processes.

· Understand the University process for assigning job titles.

· Identify and apply pertinent university, state, and federal guidelines in assigning

· position duties.

· Understand and develop required and preferred qualifications.

· Prepare a position description using duty statements.

· Prepare a position announcement.

· Understand the position management services provided by the Department of

· Human Resources and the Office of Equal Opportunity.

TABLE OF CONTENTS

INTRODUCTION. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .4

Position Description Definition. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .4

Group Exercise: Identifying uses of Position Description. . . . . . . . . . . . . . . . . . . . . . . . . 4
UNIVERSITY PROCESS FOR UNCLASSIFIED STAFF 

JOB TITLE ASSIGNMENTS. . . . . . . . . . . . . . . . . . . . . . . . . . .. . . . . . . . . . . . . . . . . . . . 5
UNIVERSITY PROCESS FOR SUBMITTING POSITION DESCRIPTIONS AND ANNOUNCEMENTS THROUGH ADMINISTRATIVE CHANNELS. . . . . . . . . . . . . . 7

PERTINENT UNIVERSITY, STATE AND FEDERAL GUIDELINES. . . . . . . . . . . . . .8

 
Fair Labor Standards Act (FLSA). . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 8

 
Americans with Disabilities Act (ADA). . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 8

 
Risk Exposure and Other Special Requirements. . . . . . . . . . . . . . . . . . . . . . . . . . .8

 
Confidential Designation. . . . . . . . . . . . . . . . . . . . . . . . . . .. . . . . . . . . . . . . . . . . . 8

 
Position Descriptions as Basis for Annual Evaluation. . . . . . . . . . . . . . . . . . . . . . 9

COMPLETING A POSITION DESCRIPTION

 
Guidelines for Completing Unclassified Staff Position Descriptions. . . . . . . . . . 10


Guidelines for Developing Unclassified Position Descriptions . . . . . . . . . . . . .  11

 
Guidelines for Developing Duty Statements. . . . . . . . . . . . . . . . . . . . . . . . . . . . .13

Group Exercise: Developing Duty Statements. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .14
 
Guidelines for Developing Required and Preferred Qualifications. . . . . . . . . . . .15

DEVELOPING POSITION ANNOUNCEMENTS. . . . . . . . . . . . . . . . . . . . . . . . . . . . . 16

DEVELOPING AN ORGANIZATIONAL CHART. . . . . . . . . . . . . . . . . . . . . . . . . . . . 18
HUMAN RESOURCES SERVICES . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 19

EQUAL OPPORTUNITY SERVICES . .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 19
APPENDIX A:
Provisions of Fair Labor Standards Act (FLSA) 




and Pertinent University Policies . . . . . . . . . . . . . . . . . . . . . . . . . 20

APPENDIX B:
Reasonable Accommodation and Essential Job Functions. . . . . . 33

APPENDIX C:
Sample Position Descriptions. . . . . . . . . . . . . . . . . . . . . . . . . . . . 37

APPENDIX D:
Sample Action Verb Definitions. . . . . . . . . . . . . . . . . . . . . . . . . .48

APPENDIX E:
Sample Position Announcements. . . . . . . . . . . . . . . . . . . . . . . . . 63

APPENDIX F:
Sample Organizational Charts. . . . . . . . . . . . . . . . . . . . . . . . . . . .69

INTRODUCTION

Position Descriptions are required for all unclassified staff and faculty positions.

DEFINITION:

A position description  identifies the duties and responsibilities assigned to a position, as well as the required and preferred qualifications necessary to perform those duties.  The position description is used as a management tool for a number of administrative processes, including those regulated by university, state and federal guidelines.

GROUP EXERCISE: Identifying uses of Position Descriptions.
How would you describe the uses of a position description during a person’s employment?

________________________________________________________________________

NOTES:

UNIVERSITY PROCESS FOR UNCLASSIFIED STAFF

JOB TITLE ASSIGNMENTS
Position Types:  Two types of unclassified staff titles exist.

· “Official” Title - This title is utilized for human resources, benefits, payroll, budgetary and equal opportunity purposes.  A number of University policies are based on this “official” designation (e.g. faculty, classified, unclassified professional or academic staff, student, etc.).  This title must be reflected on the list of “official” titles which are approved by the State of Kansas and maintained in the Human Resource/Payroll System.  These titles often do not reflect the specific job duties assigned to a position.

· “Working” Title - This title is utilized by departments and staff members to characterize the specific duties assigned to a position.  “Working” titles are often used on position announcements, business cards, correspondence, in the faculty /staff directory, etc.  The working titles should appropriately reflect the level of responsibilities assigned to the position.

Title Assignment:
Unclassified staff titles are initially selected by the department head with the approval of the appropriate senior administrator.  A change in title may represent a promotion and may be associated with a pay increase.  Some divisions of the University have established criteria for promotional progression within the sector, while other divisions depend upon recommendations from department heads or managers to consider promotional title changes.  Most promotions are made effective with the budgetary cycle.

The Department of Human Resources must approve the designation of the “official” title for all unclassified professional staff positions.  Human Resources designates all positions as either hourly or salaried based on the Fair Labor Standard Act (FLSA) criteria.

Position Description Review:
The Department of Human Resources must review the position description after it has been submitted through administrative channels for the situations listed below.  This review will not delay the search process:  

· when an unclassified, professional staff vacancy occurs, 

· if a new unclassified, professional staff position is created,

· or the duties of an existing position have been restructured.

· Or if the official title of a position is changed.

A restructured position is one which results in:

· a major change of position duties

· a promotion

· a title change with or without a salary increase

If a title changes as a result of acquiring an advanced degree a position description should be submitted to Human Resources for FLSA review.

If minor changes in duties have been made the updated position description does not need to be submitted to the Equal Opportunity Office; send it directly to Human Resources.

It is recommended that this review occur before a search begins. That review is conducted in order to:

· determine or confirm the Fair Labor Standards Act (FLSA) designation for the position (exempt, salaried or non-exempt, hourly).

· determine whether the position should be assigned to the classified or unclassified service.

· identify the appropriate “official” title.

· assist in salary assignment considerations upon request.
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PERTINENT UNIVERSITY, STATE AND FEDERAL GUIDELINES

Various University, State and Federal guidelines listed below relate to the assignment of duties for a position.  They also affect your responsibilities as a supervisor and manager.

· Fair Labor Standards Act (FLSA)


Position Description determines eligibility for over-time (OT) compensation.


* Supervisory Responsibility



      Notify employees of OT policies.



      Monitor hours worked to avoid OT if unnecessary for hourly staff.



      Authorize in advance any needed OT for hourly staff.



      Assure appropriate compensation provided for hourly staff.

· Americans with Disabilities Act (ADA)

Position Description establishes essential functions.


Used to determine a person’s ability to perform the job with or without an accommodation.


* Supervisory Responsibility


      Assure position description includes essential functions.  (See Appendix B)


      Inform employees of ADA rights; refer to Equal Opportunity Office.


      Discuss options for and make appropriate reasonable accommodations if requested.  (See Appendix B)

· Risk Exposure and other Special Requirements


Duties establish exposure level and risk category to blood-borne pathogens, requiring training and protective gear if high risk.  Other special requirements may also exist which require special certification, training, licenses, etc.  For example drug/alcohol testing is required for Law Enforcement positions and those positions that require a Commercial Drivers License.


* Supervisory Responsibility



      Assure training and protective gear is provided to high risk employees.



      Assure safe working environment.



      Assure appropriate professional certifications.

· Confidential Designation


Duties establish accessibility to confidential records which may disqualify an individual for bargaining unit membership.


* Supervisory Responsibility



      None

· Position Description as Basis for Annual Evaluation


University policy specifies that unclassified professional staff receive an annual, written performance evaluation.  The policy also states that: “The duties stated in the position description shall provide the primary basis for the evaluation.”


*Supervisory Responsibility



      Establish performance goals, utilizing position descriptions



      as one criteria, and evaluate staff performance.

GUIDELINES FOR COMPLETING UNCLASSIFIED STAFF POSITION DESCRIPTIONS
The University wishes to assure that position descriptions for unclassified professional staff contain consistent information to facilitate its use for multiple purposes.  The Provost’s Office has approved the following information as being basic requirements on a position description.  A brief explanation of each item is provided while sample position descriptions are provided in Appendix C.  If you need assistance in developing a position description, please feel free to contact your administrative channels or Human Resources.  A format for the position description may be found on the Human Resources Web site (www.ukans.edu/home/hres) or obtained on disk from the Human Resources Department.

GUIDELINES FOR DEVELOPING UNCLASSIFIED 

POSITION DESCRIPTIONS
The required elements of the position description were developed by University representatives and approved by the Provost’s Office.  A copy of the form format may be obtained on a disk from Human Resources or from the Human Resources web site (www.ukans.edu/home/hres).  Provided below are general guidelines for completing the position description.  Sample position descriptions are provided in Appendix C.

1.
DEPARTMENT/UNIT


List the name of the position’s primary department.

2.
TITLE

“Official” human resources/payroll title (along with working title if appropriate).

3.
TYPE OF APPOINTMENT

Examples are: for an unclassified staff position, “regular appointment subject to an annual review and reappointment”, for a temporary position, “temporary,” “limited term” appointment through. . .”

4.
FTE

Indicate full time or part time (indicate percentage for part time)

5.
JOB CODE NUMBER

A 6 digit code from the PeopleSoft-Human Resources/Payroll System.


e.g. 011500, 026200, 040300

6.
FLSA STATUS

Exempt (salaried) or Non-exempt (hourly)

7.
POSITION NUMBER

An 8 digit number from the PeopleSoft-Human Resources/Payroll System.

8.
SUPERVISOR


Current supervisor’s name and “official” title.

9.
LAST UPDATED

The date that this document was last updated.

10.
DUTIES

Describe in detail the main responsibilities and duties performed.  These duties should be described in such a way that an employee can be evaluated from this list.  Primary responsibilities should be listed first.  Group duties in meaningful categories and use separate paragraphs to describe assigned duties.  The average number of duties is between 5 to 8.  Do not make a long listing of unrelated tasks. Use task statements, beginning with action verbs (e.g. responds, develops, repairs, manages, interprets, etc.).  The phrase “is responsible for” is an unnecessary redundance.  Be sure to include essential job functions but do not label them as such.  Duties should be written so that levels of discretion and judgement can be ascertained.

11.
FOR AN ACCURATE FLSA DETERMINATION

The following is also needed:

· Position overview

· Level of autonomy

· Supervisory responsibilities

12.
REQUIRED QUALIFICATIONS

Minimum qualifications needed to perform the job at the time of hire.  Required education, experience, knowledge, skills, abilities, and professional licenses or certificates should be listed.  Consider the essential job functions in listing required skills and abilities.  These same qualifications must be listed on the position announcements.

13.
PREFERRED QUALIFICATIONS

Qualifications that are desirable, but not essential to perform the job.  These preferred qualifications must be listed on the position announcement.

14.
SIGNATURE LINES

A place for the employee and supervisor to sign and date.

15.
ADDITIONAL INFORMATION

Risks:
List any risks, exposures or hazards if applicable (e.g. blood borne pathogen exposure).


Normal Work Hours:
List normal work hours for each day of the work week


(e.g., 8-5 M-F).  This information facilitates time/leave data entry in the system.


Location: List work site location if other than Lawrence.

GUIDELINES FOR DEVELOPING DUTY STATEMENTS
Duty statements are used to describe position responsibilities.  They tell the reader what work is performed in the position.  They serve as the primary source of information to those persons who will assign a title to the position.  They also serve to define the work so that job goals and professional development needs may be identified.

Often those persons who make FLSA and title decisions based on the position description work in administrative offices and are far removed from the work site.  Their impression of the work is drawn solely from the description provided by the duty statement.   

A well written duty statement will answer the following questions:

1)
WHAT IS HAPPENING?  The first word in the statement should be an action verb describing the action taking place.  Avoid using action verbs which are unclear and ambiguous.

2)
TO WHOM/WHAT IS THE ACTION BEING DIRECTED?  Next part of the statement describes the person or object that receives the action. 

3)
WHY IS THE ACTION BEING DONE?  The third part of the statement describes the purpose of the action.  Often this part begins with the phrase “. . . .in order to. . . .“

4)
HOW IS THE ACTION COMPLETED?  The final part of the statement lists the necessary methods used to do the work.  Often this part of the statement begins with phrases such as “. . . through the use of. . .” or “. . . by using. . . .”  This part is optional.  This part may be used to further define or clarify an ambiguous action verb used to begin the statement.

Group Exercise: Developing Duty Statements
Improve the quality of these duty statements with your group.

1.
Assists in preparing the budget.

2.
Handles complaints.

3.
Advises students.

4.
Represents the School.

5.
Serves on the Policy Steering Committee.

6.
Coordinates administrative liaison functions.

Sample action verb definitions which can be used in duty statements are included in Appendix C.

GUIDELINES FOR DEVELOPING REQUIRED AND PREFERRED QUALIFICATIONS
Required and preferred qualifications are necessary for the hiring process to recruit and select the most qualified candidates.  The required qualifications are the minimum qualifications necessary to be selected and must be possessed at the time of application.  Required qualifications must be job-related and accurately reflect the education, experience, knowledge, skills and abilities necessary to perform the job.  Preferred qualifications are not essential to perform the job, but can assist in selecting among persons who meet the required qualifications.  

It is important to focus on the purpose of the job and results desired, not the manner in which those results are currently accomplished.  Persons with disabilities may simply perform tasks differently.

GUIDELINES FOR DEVELOPING POSITION ANNOUNCEMENTS

A position announcement is an abbreviated position description; therefore, the position description is the framework for the position announcement.  The position announcement is a brief introduction of the position with the intent to attract applicants.  The search process begins with the position announcement as well as the position description.

The following is a list of items, with a brief explanation, that should be included on a position announcement.  The items in bold are those additional items that are not required on a position description.  A sample position announcement is provided in APPENDIX E.


1.
DEPARTMENT/UNIT


2.
TITLE: official state title, along with working title if appropriate

3.
STARTING DATE: informs the applicant when he or she may be expected to begin work.

4.
TYPE OF APPOINTMENT: informs the applicant of the type of appointment.  For example, appropriate language for unclassified staff would be “regular appointment subject to review and reappointment”; for a faculty position, “academic year, tenure track”; or for a temporary position, “temporary”, “limited term” appointment through. . . .”

5.
SALARY: (optional) could be stated as a range, minimum, or fixed salary.


6.
FLSA: (optional, if known) salaried/exempt or hourly/non-exempt


7.
FTE: full time or part time (if part time, indicate percentage)


8.
DUTIES: an abbreviated list of duties from the position description

9.
REQUIRED QUALIFICATIONS: minimum qualifications needed to perform the job


10.
PREFERRED QUALIFICATIONS: qualifications that are desirable, but not essential to perform the job


11.
CONTACT PERSON: include address and phone number


12.
APPLICATION PROCEDURES: requirements for a completed application


13.
DEADLINE/REVIEW DATE (rolling deadline):  The deadline should be set so that applications will be accepted for a minimum of ten (10) working days following the last publication of the major advertisement, five working days for internal searches.  (The intent is to assure that applicants have adequate time to apply before the deadline/review date.  Additionally, the appearance of a passed deadline/review date in a publication may discourage potential applicants from applying.)  When considering the following options, the unit should consider which option would provide a diverse and reasonably sized pool:



1) “Review of applications will begin. . .”


(This provides an initial review date but allows applications to be accepted until the position is filled.)



2) “First consideration (priority) will be given to applications received by...”


(This provides a date after which applications need not be considered, but may be considered.  If this option is used, a longer application period is recommended.)



3) “Applications must be received by. . .”


(No applications can be accepted after the date.  If this option is used, an application period of at least 30 days is recommended.)  The EO Office must be consulted prior to a department/unit using different deadline language.

14.
INTERVIEW DATES: (optional) estimated dates when interviews may take place

15.
EQUAL OPPORTUNITY/AFFIRMATIVE ACTION STATEMENT: The University of Kansas is an Equal Opportunity/Affirmative Action Employer.  The University encourages applications from underrepresented group members.  Federal and state legislation prohibits discrimination on the basis of race, religion, color, national origin, ancestry, sex, age, disability, and veteran status.  In addition, University policies prohibit discrimination on the basis of sexual orientation, marital status, and parental status.

DEVELOPING AN ORGANIZATIONAL CHART
An organizational chart is a graphic representation of reporting lines within a unit.  It is useful not only to describe supervisory lines but also to assist in determining levels of responsibility.

An organizational chart is recommended for each Unclassified Staff position description.  The elements which may be reflected on the organizational chart are listed below:

· Department/unit name

· Official job title of each position shown.

· PeopleSoft/Human Resources Payroll System position number or incumbent name of each non-student position.

· Student positions listed should simply be labeled as “Students” with number of employees supervised.

· Reporting lines showing supervisory relationships should connect positions.  Dotted lines generally represent indirect or supplementary reporting authority.

· Date of organizational chart.

· Sample organizational charts are included in Appendix E. 

HUMAN RESOURCES SERVICES
The Department of Human Resources provides a number of services that relate to position management as noted below.  These services can be requested as needed.

· Determines FLSA designation for all positions.

· Conducts organizational studies for assistance in restructuring job duties for a job or for restructuring several jobs within the department.  Advice can be provided about the most effective assignment of duties and about the most effective organizational structure.

· Facilitates the development of new “official” unclassified job titles with the State.

· Determines whether a position is assigned to the classified or unclassified staff service.

· Approves the determination of the appropriate “official” job titles for unclassified professional staff.  This process occurs in consultation with administrative channels.

· Provides assistance in the development of unclassified professional staff position descriptions.

· May assist units in salary assignment considerations for unclassified professional staff positions upon request.

· Assists units in analyzing essential job tasks for reasonable accommodation.

EQUAL OPPORTUNITY SERVICES
The Equal Opportunity Office also provides services that relate to position management as noted below.  These services can be requested by the department as needed.

· Develops or revises position announcements/descriptions for unclassified and faculty positions.

· Determines the requirements for a search for unclassified staff and faculty; and monitors that search process.

· Authorizes promotions and transfers for unclassified staff.

· Assists unit in analyzing essential job tasks for reasonable accommodations

Appendix A:

Provisions of Fair Labor Standards Act (FLSA)

and

Pertinent University Policies/Guidelines

PROVISIONS OF FLSA

· Minimum Wage

· Child Labor Restrictions

· Record Keeping

· Overtime Liability

· Equal Pay Act

FLSA DOES NOT REQUIRE:

· Vacation, holiday, severance or sick pay

· Meals or rest periods, holidays off, or vacations

· Premium pay for weekend or holiday work

· Pay raises or fringe benefits

· A discharge notice, reason for discharge, or immediate payment of final wages to terminated employees.

CHILD LABOR RESTRICTIONS
Non-Agricultural Work

AGE

   18 + years

Any job, whether hazardous or not, unlimited hours.

   16-17 years

Any non-hazardous work for unlimited hours.

   14-15 years
Outside of school hours in various non-manufacturing, non-mining, non-hazardous job; no more than 3 hours on a school day, 18 hours in a school week; 8 hours in a non-school day or 40 hours in a non-school week, work cannot begin before 7:00 a.m. nor end after 7:00 p.m., except June 1st through Labor Day when hours are extended to 9:00 p.m.
RECORDKEEPING
· FLSA requires certain records to be kept for all covered employees, including

those exempt from minimum wage and overtime provisions.

· Personal information on employees such as detailed records on time, payroll,

and personal data is mandatory.

· Specific records, such as basic employment and earning records, wage rate tables, and work time schedules must be kept two years.

· Other records, such as payroll records, certificates, collective bargaining agreements, plans and trusts must be kept three years.

· If compensatory time is provided in lieu of overtime pay, a signed agreement must be made with each employee prior to start of work that the employee will accept compensatory time credit instead of overtime pay.

FLSA  STATUS  DEFINITIONS
Noted below are explanations of exempt vs. non-exempt status under the FLSA provisions.

EXEMPT STATUS (Salaried)
An exempt employee is paid an annual salary to perform tasks narrowly defined by the U.S. Department of Labor as executive, administrative or professional.  An exempt employee is hired to do work, to perform a multiplicity of tasks, irrespective of how many hours it takes to perform such work.  The work performed, rather that the time spent performing work, is the focal point in the exempt determination.  An exempt employee does not earn time and a half for hours worked beyond forty during the workweek; an exempt employee is not entitled to compensatory time for working over forty hours in a week or working at home or on the weekend.  An exempt employee does not take accrued vacation, sick or discretionary time off on an hourly basis; an exempt employee may take a day or half day off, regardless of how many hours that day may represent.

NON-EXEMPT STATUS (Hourly)
The non-exempt employees compensation is based upon time worked.  The forty-hour week is statutorily determined as the base week for pay by the hour.  (The Universitys work week is from Sunday 12:00 a.m. to Saturday 11:59 p.m.)  Any hours worked beyond forty are compensated by time and a half of the base hourly wage.  Accruals for time off are based upon hours worked; usage of such time is calculated on an hourly basis.

SUMMARY

In summary, the compensation for any exempt employee is determined by the scope of the work performed.  Time off is computed on the basis of a day or half-day.  The compensation of a non-exempt employee is determined by the actual time worked, and accrued benefit time off is computed by the hour.

LONG TEST CRITERIA FOR DETERMINING EXEMPT FLSA STATUS

FLSA determinations are made by the Department of Human Resources for University positions.  Provided below is a highly summarized listing of the Along test@ criteria for determining FLSA exempt status.  There are a number of additional, involved administrative regulations utilized in making FLSA determinations.

Administrative Exempt
1.
Primary duties consist of either:

(A)
non-manual or office work directly related to management policies or general business operations;

(B)
performance of administrative functions in an educational establishment in work related to academic instruction or training.

2.
Customarily and regularly exercises discretion and independent judgement, as distinguished from using skills or following procedures.

3.
Supervision:

(A)
regularly and directly assist a person employed in an executive or administrative capacity; or

(B)
performs under only general supervision work requiring special training, 

experience, or knowledge; or

(C)
executes special assignments and tasks under general supervision.

4.
Does not devote more than 20% of the work hours during the week to the performance of nonexempt work.

5.
Is paid a weekly salary of not less that $155, exclusive of board, lodging or other facilities.

Professional Exempt
(If allow experience trade-off for education, than lose exemption.  Professional exempt applies to traditional professions only.)

1.
Primary duties consist of work requiring either:

(A)
advance learning in the field of science or learning customarily acquired by a prolonged course of specialized intellectual instruction, as distinguished from general academic education, apprenticeships or routine training; or

(B)
original or creative work depending primarily on invention, imagination or talent; or

(C)
teaching, tutoring, lecturing or instructing, for a school system of educational institution.

2.
Customarily and regularly exercises discretion and independent judgement.

3.
The work product is predominantly intellectual and varied as opposed to routine mental,

manual, mechanical or physical work.

4.
Does not devote more than 20% of the work hours during the week to the performance

of nonexempt work.

5.
Is paid a weekly salary of not less that $170, exclusive of board, lodging or other facilities.

Executive Exempt
1.
Primary duties consist of managing or directing the operation of the agency, department, or subdivision thereof.

2.
Customarily and regularly directs the work of two or more full time employees.

3.
Has the authority to hire and fire employees, or their recommendation to hire, fire, promote or change status of employees carry considerable weight.

4.
Customarily and regularly exercise discretion in matters of importance.

5.
Does not devote more that 20% of their work hours during the work week to the performance of nonexempt work.

6.
Is paid a weekly salary basis not less that $155, exclusive of board, lodging or other facilities.

UNIVERSITY OF KANSAS, LAWRENCE CAMPUS

FAIR LABOR STANDARDS ACT (FLSA)

Guidelines for Time Management of Non-Exempt Hourly
Staff and Student Employees
I.
Time records should already be kept by departments for existing non-exempt staff, and 
for those that have changed from exempt to non-exempt status as a result of review.

II.
An agreement with employees in non-exempt positions should be reached between the department and employee regarding the employees acceptance of the Universitys overtime policy to allow compensatory time to be accrued for any hours for which the employee is eligible.  A written record should be made of this for current staff and placed in the employees personnel file.  This is accomplished via the use of the enclosed KU Overtime/Compensatory Time Policy Agreement form which is provided in the new employee packets at time of hire.

III.
A.
Department should require that all overtime be approved by the supervisor in advance.  In determining when 40 hours has been worked, all hours worked shall be counted (see Number VI in this section, Part C, (1).).

B.
No supervisor should allow an employee to work past his/her normal quitting time without authorization.  Compensation becomes automatically due the employee if we either  require or allow him/her to work in excess of 40 hours per week.

C.
Lunch periods of at least thirty minutes uninterrupted duration providing an employee freedom to engage in his/her own activities may be deducted from total work hours in the calculation of overtime.  (A lunch break would have to be counted as work time if, for example, an employee was monitoring a research experiment while eating lunch at his/her desk or acting as a receptionist for incoming telephone calls.)

D.
Break periods are considered work time and may not be deducted in the calculation of overtime.

IV.
A.
Training, if required, is time worked and counts toward overtime computation.  Commuting time to and from training is time worked if the employee drives to training.  Passengers are not compensated for travel time outside the normal hours of work on normal work days but are compensated for travel time on scheduled days off or if traveling during hours that would normally be hours worked during the work week or are actually performing work.

B.
Travel time to required conferences, meetings, etc., off campus, is time worked and counts toward overtime computation.

V.
A.
Time spent by classified staff on stand-by is considered time worked if the employee cannot use the time effectively for his/her own purposes due to restrictions.  The full hourly rate must be paid for such time and it will count toward overtime.

B.
Time on a beeper and other stand-by arrangements for classified staff which do not restrict the employees use of time can be handled at on-call rate ($1.00/hour), and will not count as time worked for overtime purposes.

VI.
A.
There are two ways in which time over 40 hours could be compensated:

1.
PAY

Hours worked paid at 1 1/2 times the hourly rate on appropriate paycheck if authorized by administrative channels.

a.
Time worked and time given off within the same work week: Adjusted time off may be granted on an hour for hour basis.  There are limits on rearranging schedules to avoid overtime, (see Number VI in this section, Part C, (2)), and such rearrangement for employees covered by current memorandum of agreement may be prohibited in certain circumstances.

b.
Time worked and time off given outside the work week: Compensatory Time must be granted at the rate of 1 1/2 hours off for each hour worked over 40 hours.  Compensatory Time must be credited.  A Comp Hours accrual bank is allowed and must not exceed the following schedule for Comp Hours Limit:

90 hour limit*/180 days to use balance

(*90 Comp Hours = 60 hours of OT worked)

Employees whose hours accrued exceed the maximum allowable must be paid overtime at the time and a half rate for those hours in excess.

2.
COMPENSATORY TIME
B.
Employees eligible for overtime have to be credited for overtime worked regardless of whether the overtime was authorized or not, if the supervisor knew, or should have known, the employee was working beyond normal work hours.  The burden is on the department to show from records kept that an employee is not entitled to the overtime.  Hence, department administrators should have employee, based on detailed daily records kept, certify hours worked at the end of each work week.  Records of hours actually worked by employees should be kept by departments for at least three years.  Employees should also be reminded of the Universitys policy that no overtime is to be performed without the department heads approval, and departments should follow up with appropriate discipline for any violations.
C.
Generally, overtime is to be credited for any workday in which the employee exceeds the standard workday by 7-1/2 minutes or more, and for which an equal trade-off is not made in the balance of the same work week.  The exact time should be reported for those using time clocks.  Employees who consistently and regularly exceed their standard workday may have to count all such amounts of time, even if less than 7-1/2 minutes.

(1)
Hours worked are defined as those hours which the employee was actually at his or her location of work, and was performing the regular duties associated with their positions.  For this purpose, paid time off entered during the normal work week such as vacation, holiday, sick, bereavement, jury, paid leave of absence, or compensatory time off, should not be included in the weekly calculation formula.

(2)
State regulation for classified staff, restricts the circumstances under which trade-offs can be made by requiring one of the following:  five calendar days notice of a change in work schedule; a prior written statement of circumstances under which an employee may be required to take equivalent time off; or the employee voluntarily agrees to take equivalent time off.  (K.A.R. 1-5-24 (f))

Provisions of existing memoranda of agreement with employee organizations may also stipulate restrictions.

VII.
Employees desiring to use accumulated compensatory time should follow the procedure for scheduling vacation time off.  Employees leaving State service or transferring to another state agency with unused compensatory time will be paid this balance in addition to regular pay.

UNIVERSITY OF KANSAS, LAWRENCE CAMPUS

OVERTIME/COMPENSATORY TIME POLICY AGREEMENT
The federal Fair Labor Standards Act (FLSA) describes how eligible employees (i.e. those designated as non-exempt) can be compensated for hours worked beyond a forty-hour work week.  Within those guidelines, the University of Kansas established a FLSA, overtime/compensatory time policy as noted below.

The University of Kansas, Lawrence campus, reserves the option to either allow compensatory time or to pay overtime for which an employee is eligible under FLSA.  A non-exempt employee must have supervisory authorization to work beyond his/her normal forty hour work week.  The University will generally compensate a non-exempt employee for any time worked over forty hours with compensatory time (1.5 hours for each hour worked).  Overtime pay may be granted to a non-exempt employee with the appropriate authorization from University administration.  This policy may be superseded by specific arrangements established in existing Memoranda of Agreement when applicable.  A non-exempt employee may accrue, use or cash out compensatory time consistent with FLSA provisions and University policy.

As a new employee hired after February 1, 1991, you are hereby informed of the Universitys FLSA, overtime/compensatory time policy.  Your signature below signifies your understanding of the policy and your willingness to accept and to comply with it during your employment with the University.

_____________________________________

       Employees Signature

                   __________________

        Date

ADDITIONAL FLSA TRAVEL GUIDELINES FOR NON-EXEMPT STAFF
Commuting:

· driving from home to work and work to home is generally not considered work time

· commuting in a state owned vehicle is compensable unless the employee agrees that such time is not compensable

Travel During the Same Day:

· travel between different sites during a work day is generally compensable

· once an employee reports to the first reporting site and continues to travel, such time is generally compensable

· travel as a part of the employers principal activity is compensable

Call Back or Emergency Calls for Non-Exempt Classified Staff:

· travel involving a substantial distance is compensable

· only work time or traveling a substantial distance would be compensable work time.  (K.A.R. 1-5-25 does provide a 2 hour minimum for classified staff)

Out of Town Travel
Special one-day assignment (CFR 785.37):
· travel during a special one-day assignment is a principal activity and therefore compensable

· if the employee leaves from home to go to a different reporting site, you can deduct the time regularly spent in commuting to and from work

Overnight travel (CFR 875.41):

· travel which occurs during the employees regular working hours is compensable, this is also true for travel which occurs on non-working days, e.g. Saturday.

· travel outside of regular work hours where the employee is a passenger on a plane, train, bus, car, etc. is not compensable.

· if an employee is required to drive or required to ride as an assistant or helper such time is generally compensable.

· travel done outside work hours is generally not compensable.

Work While Traveling:

· time spent working while traveling is compensable

· time spent at a motel with freedom to use their time for their own purposes is not compensable

GUIDELINES FOR HOLIDAY COMPENSATION

Compensation for holidays is NOT required by FLSA.  It is, however, provided to staff based on University and State policies as described below.  

Holiday credit is granted at regular rate of pay on officially designated holidays for all eligible staff appointed to regular positions.  Veterans Day is not an officially designated holiday for unclassified staff.

All classified staff (even those who are not eligible for overtime compensation) are eligible to be compensated at the rate of one and one-half (1 1/2) times for any hours worked on a legally designated State holiday.  Only time actually worked on a holiday by non-exempt staff will contribute toward the calculation of possible overtime compensatory time.  The compensation is normally provided as holiday compensatory time and is to be taken as time off or paid within twelve (12) months of its accrual.

Any unclassified non-exempt employee, other than an employee appointed to a temporary position, is eligible to be compensated at the rate of one and one-half  (1 1/2) times for any hours worked on an official holiday.  Only time actually worked on a holiday by non-exempt staff will contribute toward the calculation of possible overtime compensatory time.  The compensation is reported as holiday compensatory time and is to be taken off within twelve (12) months of its accrual.

Appendix B:

Reasonable Accommodation and

 Essential Job Functions 

REASONABLE ACCOMMODATION

Reasonable accommodation must be provided to enable a qualified applicant to perform the essential functions of the job he/she is seeking, and to enable a qualified employee with a disability to perform the essential functions of a job currently held.  Modifications or adjustments may be required in the work environment, in the manner or circumstances in which the job customarily is performed, or in employment policies.

Essential functions are one method used to determine whether an accommodation for a disability is “reasonable”.  Many persons with a disability can perform without an accommodation; however, they need to know essential functions to decide if they can do the job with or without accommodation.  Persons with disabilities may simply perform tasks differently.

Inquiry into essential functions when considering reasonable accommodations is not intended to second-guess an employer’s business judgment concerning work standards, either qualitative or quantitative, nor are employers required to lower their standards.  The employer is also free to change the requirement of a job should legitimate reasons dictate.

ESSENTIAL JOB FUNCTIONS
Those functions that an individual who holds the position must be able to perform with or without a reasonable accommodation.

The “fundamental job duties” of the position, the “core” tasks of a job without which the position would not exist, as contrasted with the “marginal job duties.”

The focus should be on the purpose of the job and the result desired, not the manner in which those results are currently performed.

Evidence of what is an essential function:

· The department's judgment.

· Written position descriptions prepared ahead of time.

· The amount of time spent performing the function.

· Consequences of not performing the function.

· Work experience of past incumbents.

· Work experience of current incumbents in similar jobs.

· Terms of a collective bargaining agreement.

A task may be considered essential if:

· The position exists to perform the function.

· Number of employees available to perform that function is limited.

· The function is highly specialized so the incumbent is hired for his/her expertise or ability to perform that function.

IMPORTANCE OF ESSENTIAL FUNCTIONS
Applicants can decide whether they can do the job with or without an accommodation.

Departments can determine whether an applicant is qualified.

Departments can develop interview questions.

Departments in conjunction with Equal Opportunity Office can determine whether an accommodation is reasonable.

Inquiry into essential functions when considering reasonable accommodation does not require that performance or production standards be lowered.

Appendix C:

Sample Position Descriptions

1.
DEPARTMENT:  Life Span/Media Services

2.
TITLE:  Director of Media Services

3.
TYPE OF APPOINTMENT:  Regular appointment subject to an annual review and 
reappointment.

4.
FTE:  Full-time

5.
JOB CODE:  040300

6.
FLSA STATUS:  Exempt

7.
POSITION NUMBER:  J0000000

8.
SUPERVISOR: John Doe, Director

9.
LAST UPDATED: May, 1997

10.
DUTIES:

Provides leadership for the growth of this department relating to media production and informational services.  Identifies, attracts and obtains externally funded media related projects and services.  Meets with constituents to outline services and products available.  Ascertains customer needs.  Develops grant proposals for external funding.

As director and production supervisor, monitors the timely completion of all department products.  Ensures that all media department products and services are of uniform high quality and are acceptable to consumers and audiences.  Provides leadership in planning, developing, modifying and production of products.  Interviews, hires, trains, and evaluates production staff.

Plans, budgets, and provides oversight in tracking department fiscal needs.  Purchases and recommends for purchasing updated equipment and technology to meet customer needs.  Schedules meetings to provide feedback to staff, fiscal support staff, and project directors.

Attends seminars or training sessions to keep abreast of technical developments reflecting recent and emerging changes in technology.  This would include but not limited to instructional and presentation multi-media formats, communication technologies, and computer, audio, and video production.

11.
OVERVIEW:  The Director should possess the necessary vision, skills, and experience to 
provide the enhancement, development and growth of this department related to media production and informational services.

12.
REQUIRED QUALIFICATIONS:

1.
Bachelor’s degree in media production or a related field.

2.
Demonstrated effective management experience including delegation of tasks, cooperation, flexibility, decisiveness and ability to motivate staff.

3.
Demonstrated understanding of the role of modern communication, multimedia production, Internet and emerging related technologies, and instructional technologies.

4.
Demonstrated effective oral and written communication.

13.
PREFERRED QUALIFICATIONS:


1.
Advanced degree in media production or a related field.

2.  
Two or more years of administrative experience in budgeting, personnel evaluation, and program development.

3.  
Demonstrated ability to identify, seek, obtain and manage financial support in competitive processes.

4.  
Demonstrated ability in the translation of technical information for professional and public consumption related to research, training and technical assistance.

14.
SIGNATURE LINE:


______________________________ Employee Signature


______________________________ Supervisor’s Signature

15.
ADDITIONAL INFORMATION:

1.
DEPARTMENT:  Research and Public Service, Graduate Fellowship

2.
TITLE:  Program Assistant

3.
TYPE OF APPOINTMENT:  Regular appointment subject to an annual review and 
reappointment

4.
FTE:  Full-time

5.
JOB CODE:  026800

6.
FLSA STATUS:  Non-Exempt

7.
POSITION NUMBER:  J0000000

8.
SUPERVISOR: Jill White, Director

9.
LAST UPDATED: New position

10.
DUTIES:

Researches, plans and organizes seminars to provide information about leadership and creativity as part of the Fellows program.  Procures speakers, schedules rooms, makes travel arrangements and prepares correspondence to participants.


Schedules committee meetings with the Trustees and Program Manager for the selection of fellows.  Prepares nominations for review, tabulates results for presentations to trustees, informs departments of decisions made.  Works with departments to host students for campus visits and interviews, schedules rooms and makes travel and hotel arrangements for candidates.


Maintains inquiry database for Managing Trustee.  Updates information to include marketing and recruiting activities.  Provides requirement information by way of telephone or written correspondence to students, mentors and trustees.


Provides back-up assistance to all program staff with regard to student, staff and presenter contacts, scheduling and dissemination of information.

11:
OVERVIEW: The Program Assistant will hold primary responsibility for the Personal Development Program of the Graduate Fellowship.

12:
REQUIRED QUALIFICATIONS:


1.
Bachelor’s degree


2.
Demonstrated effective oral and written interpersonal communication skills


3.
Basic word processing, spreadsheet, and database experience.

13.
PREFERRED QUALIFICATIONS:


1.
Master’s degree


2.
Knowledge of University of Kansas Ph.D. programs


3.
Experience in organizing symposia and meetings

14.
SIGNATURE LINE:


______________________________ Employee Signature

 
______________________________ Supervisor’s Signature

15.
ADDITIONAL INFORMATION:

1.
DEPARTMENT:  University Career and Employment Services

2.
TITLE:  Associate Director

3.
TYPE OF APPOINTMENT:  Regular appointment subject to an annual review and reappointment.

4.
FTE:  Full-time

5.
JOB CODE:  016300

6.
FLSA STATUS:  Exempt

7.
POSITION NUMBER:  J0000000

8.
SUPERVISOR: Vacant, Director

9.
LAST UPDATED: September, 1996

10.
DUTIES:


Assists the Director in the overall management of the Center.  Acts on behalf of the Director in his/her absence.  Provides statistical reports to the Director for use in managing center staff activities and resources.

Administers employer development program.  Organizes classified and student staff in setting-up on campus interviews.  Reviews and revises policies and procedures relating to this program.

Counsels students on proper job search strategies.  Assists with resume, cover letter and reference preparation.  Provides cold-call counseling and mock interviewing critiques.

Manages the career planning and placement activities for students and graduates in the College of Liberal Arts and Sciences and the School of Fine Arts.  Conducts meetings with the faculty in the College of Liberal Arts & Sciences and the School of Fine Arts to ascertain the need for changes in program design.

In conjunction with the Office Supervisor, assigns and reviews tasks of the classified staff.  Completes priority outcomes and evaluation forms for classified staff.

11.
OVERVIEW: As Manager of the career planning and placement activities, the incumbent 
has a great deal of autonomy.

12.
REQUIRED QUALIFICATIONS:


1.
Master’s degree


2.
Excellent written and oral communication skills.


3.
A minimum of three years of administrative experience in higher education.

13.
PREFERRED QUALIFICATIONS:


1.
Experience working with Macintosh and/or PC computers.


2.
Supervisory experience.


3.
Experience working in a career service/placement office.

14.
SIGNATURE LINE:


_____________________________ Employee Signature


_____________________________ Supervisor’s Signature

15.
ADDITIONAL INFORMATION:

1.
DEPARTMENT:  Kansas Geological Survey

2.
TITLE: Information Resource Specialist

3.
TYPE OF APPOINTMENT:  Regular appointment subject to annual review and reappointment.

4.
FTE:  Full-time

5.
JOB CODE: 049600

6.
FLSA STATUS: Non-Exempt

7.
POSITION NUMBER:  J0000000

8.
SUPERVISOR:  John Brown, Director

9.
LAST UPDATED:  May, 1996

10.
DUTIES:

Develops, implements and maintains varied and complex informational, educational and other applications on an information server according to INTERNET protocols.

Provides training to KGS staff on developing and maintaining information resources.  Using the telephone or desk side assistance, supports clients and staff using Netscape, HTML and other comparable tools.  Provides technical assistance in the form of problem-solving to other sections in the areas of automated mapping, plotting, map projection, computer graphics, and database development.

Acts as central point of contact regarding the KGS homepage on the INTERNET.  Consults with Associate Director of Public Outreach about survey policies concerning the KGS home page.  Coordinates staff to proofread home page submissions with the KGS editorial staff.

Assists other State agencies, university departments, and other designated areas with connecting to the INTERNET server and the INTERNET database in order to provide access to geological and natural resource information.

Maintains, monitors, and operates UNIX OS, Solaris OS, Macintosh, and Windows NT.  Respond and adapt to new methodologies, hardware, software, database management systems and computer languages to enhance the abilities available to KGS staff.

11.
OVERVIEW:

12.
REQUIRED QUALIFICATIONS:

1.  
Bachelor’s degree in a relevant field.

2.
One year of employment experience with multiple applications.

13.
PREFERRED QUALIFICATIONS:

1.
Demonstrated ability to adapt to new methodologies, hardware/software database management systems, and computer language as the computer industry evolves to new technologies.

2.
Employment experience training staff on development and maintenance of information resources.

14.
SIGNATURE LINE:


______________________________ Employee Signature


______________________________ Supervisor Signature

15.
ADDITIONAL INFORMATION

1.
DEPARTMENT: Chemistry

2.
TITLE: Assistant Professor

3.
TYPE OF APPOINTMENT: Academic year, tenure track

4.
FTE: Full-time

5.
JOB CODE: 023000

6.
FLSA STATUS: Exempt

7.
POSITION NUMBER: J0001945

8.
SUPERVISOR: Jane Brown, Chairperson

9.
LAST UPDATED: January, 1998

10.
DUTIES:


Initiate, organize, maintain and direct a vigorous graduate research program in organic chemistry or a closely allied area leading to external grant support and publication in recognized refereed journals in the field of research.

Teach each semester at the undergraduate or graduate level primarily in organic chemistry.

Participate in the regular academic activities of the Department of Chemistry, including committee assignments, oral exams, seminars, and advising students.

11.
OVERVIEW:

12.
REQUIRED QUALIFICATIONS:

1.
Ph.D. and research training in organic chemistry or closely related field.

2.
Well-defined plans for development of a vigorous research program of national and international repute in organic chemistry or a closely allied area.

3.
Potential or demonstrated ability in effective teaching of organic chemistry at the graduate and undergraduate levels.

13.
PREFERRED QUALIFICATIONS:


1.
Postdoctoral experience in organic chemistry or a related area.


2.
Teaching experience at the university level.

14.
SIGNATURE LINE:


__________________________Employee Signature


__________________________Supervisor Signature

15.
ADDITIONAL INFORMATION:

Appendix D:

Action Verb Definitions

ACTION VERB DEFINITIONS

The following words are valuable for identifying and defining the activities of a job.  Through the use of concise terminology, it is possible to minimize ambiguity or misunderstanding relative to what is being done.  It is not a complete list, however, and job description writers may find other suitable words.

Accounts
To furnish a justifying analysis or explanation.

Acquires
To buy or take possession of.

Adapts

To modify to suit or fit specific needs.

Adjusts
To bring the parts of something to a true, more desirable, or effective



position.

Administers
To carry out or regulate organizational or program operations,



policies, and procedures; to apply a remedy.

Adopts

To accept and use as one’s own.

Advises
To provide, based on specialized knowledge and usually only on request, information, ideas, suggestions, or informed opinions which aid/support others in deciding on a course of action or making a decision.

Advocates
To endorse in an assertive and deliberate manner.

Allocates
To set aside money, property, power, or other resources for a particular individual/program, group of individuals/programs, or an organization.

Allots

To distribute a share or portion for a specific purpose.

Alters

To make different without changing into something else.

Amuses
To provide any form of distraction that contents the mind.

Analyzes
To separate all or any part of something into its constituent parts for the purpose of identifying and examining relationships of the parts to one another and to other factors.

Answers
To speak or write in reply to an inquiry.

Applies
To put to use for a purpose.

Appoints
To officially designate.

Appraises
To give an expert judgment of worth or merit.

Approves
To exercise final authority with regard to the acceptability of an action.

Arbitrates
To act with defined authority to resolve a dispute.

Arranges
To prepare for an event.

Assembles
To convene individuals out of common interest or purpose; to fit together with component parts of a structure or machine.

Assesses
To determine the exact value or extent prior to judging it or using it as the ground for a decision.

Assigns
To specify or designate tasks or duties to be performed by others.

Audits

To examine accounts in a final, official sense to verify their correctness.

Authorizes
To give permission for or to empower through vested authority.

Awards
To confer or bestow for performance or quality.

Balances
To arrange or prove so that the sum of one group equals the sum of another.

Bargains
To negotiate the terms of a sale, exchange, or other agreement.

Batches
To group into a quantity for a future operation.

Budgets
To plan a summary of probable expenditures and income for a given period.

Calculates
To determine by mathematical or statistical processes.

Calibrates
To check, adjust, or standardize the graduation of.

Carries
To move something or someone from one place to another, using the hands.

Categorizes
To group on the basis of a comparison of certain readily perceived characteristics and criteria.

Certifies
To officially endorse something in conformance with set standards.

Checks
To compare with a source as to verify accuracy.

Circulates
To move from person to person or place to place.

Classifies
To arrange, distribute, or group facts/items according to common characteristics.

Cleans

To remove dirt or impurities; to prepare for cooking.

Climbs
To move progressively upward.

Coaches
To befriend and encourage individuals on a personal, caring basis.

Codes

To translate words or figures into symbols (letters or numbers).

Collaborates
To work jointly with.

Collates
To assemble in proper numerical or logical sequence.

Collects
To bring data or material together in a group or mass.

Compares
To examine for the purpose of discovering similarities or differences.

Compiles
To place information or arrange material from other documents into a formalized order.

Composes
To create by artistic labor.

Computes
To determine by arithmetical processes.

Condenses
To shorten material without altering its meaning.

Confers
To seek and compare views, opinions, and judgments with others through discussions.

Confirms
To assure the accuracy, consistency, or completeness of.

Consolidates
To bring together; to combine several into one.

Constructs
To make or form by combining parts; to draw with suitable instruments and under specified conditions.

Consults
To give expert/definitive professional advice.

Controls
To evaluate, verify, regulate, and/or be informed about actions to the point of influencing or directing activities/functions toward conformance with plans or desired results.


Converts
To alter the physical or chemical nature of something.

Conveys
To transfer by legal means ownership of property from one individual to another.

Coordinates 
To guide, regulate, or adjust the interrelated and interdependent activities of individuals or functions of a unit(s) to facilitate a common action and to attain a common purpose or goal.

Copies
To reproduce an original.

Corrects
To eliminate error or defect.

Correlates
To establish a direct or inverse relationship.

Corresponds
To communicate with others in writing.

Counsels
To provide advice, usually on one’s own initiative, in which a course of action is suggested or urged and some recourse of follow-up is implied.

Counts
To list or name, one by one, to find the total number of units involved.

Creates
To bring into existence; to produce through imaginative skill.

Debates
To discuss and argue a question formally, and usually in public.

Decides
To make up one’s mind as to action, course, or judgment.

Defends
To ward off something that actually threatens; to repel something that actually attacks.

Defines
To determine and state the limits and nature of; to give the distinguishing characteristics of.

Delegates
To designate with authority another to perform tasks or duties which in turn may carry specific degrees of accountability and authority.

Deliberates
To consider carefully and thoroughly a matter with abstract/complex variables to arrive at a conclusion.

Delivers
To carry something to an intended destination.

Demonstrates
To explain or make clear by using examples/experiments or showing the operations of.

Describes
To give an account in words that create a visual image in the minds of others.

Designates
To choose an incumbent or to detail a person to a certain post.

Designs
To conceive, create, and execute the form or shape of a physical object or the method for doing something.

Destroys
To completely tear down, do away with, or bring to an end.

Detects
To take notice of something by physical means (e.g. visual, tactile).

Determines
To fix conclusively or authoritatively the course, character, functions, or scope of something.

Develops
To expand or realize the potentialities of; to bring gradually to a fuller, greater, or better state.

Devises
To form in the mind by new combinations or applications of ideas or principles; to invent.

Diagnoses
To identify a disease, malfunction, or cause of disorder by symptoms or distinguishing characteristics.

Digs

To break and turn over or remove with a tool.

Directs
To personally oversee, inspect, or guide the work of others, with responsibility for ensuring certain standards of performance are met.

Disburses
To pay out or distribute with authority.

Disciplines
To penalize individuals or groups, whose behavior is contrary to existing regulations; to establish habits of self-control.

Discovers
To intentionally search for and acquire or find something that already exists but is new to the discoverer.

Discusses
To exchange views to arrive at a better understanding.

Dismantles
To take apart or raze; to remove furniture or equipment.

Dispatches
To send off or out.

Dispenses
To give a carefully weighed or measured portion to each of a group as a right or as to need.

Displays
To show; to place before the views of others.

Disseminates
To spread or disperse information or ideas.

Distributes
To deal out portions or spread about units among a number of recipients.

Drafts
To prepare papers or documents in preliminary form for clearance and approval by others.

Drives

To start, stop, and control the movement or action of machines.

Dumps

To empty out or unload in a heap or mass.

Duplicates
To make a copy or reproduction through the use of machinery.

Edits

To correct spelling, faulty phrasing, and imperfect punctuation, and



mark a manuscript to ready it for publication.

Elaborates
To work out in detail; to give details.

Elects

To vote for.

Eliminates
To get rid of; to set aside as unimportant.

Employs
To use or engage the services of; to provide a job with consideration.

Encourages
To inspire with spirit and hope.

Endorses
To support or recommend actively.

Enlists

To secure the support and aid of.

Enters

To write down in a record, diary, log, or list; to make an entry of.

Entertains
To provide some activity or attraction that will give pleasure or relieve monotony or boredom.

Escorts
To accompany another or others to give protection or to watch over; to accompany as a courtesy or honor.

Estimates
To make a rough approximation of the size, extent, or value of.

Evaluates
To judge reports, data, plans, or performances in relation to established goals, policies, and standards; to compare critically to a standard for suitability.

Examines
To look over closely to determine the condition, quality, validity,



or nature of.

Exchanges
To give or take one thing in return for another.

Exercises
To train by drills and maneuvers in order to strengthen and develop.

Exhibits
To put forward prominently or openly, either with the express intention 



or with the results of attracting other’s attention or inspection.

Experiments
To undertake an action to discover something not yet known or to demonstrate something known.

Explains
To make clear or easier to understand that which appears vague, causeless, or inconsistent.

Extracts
To pull out by effort; to make a selection or quotation of; to determine by calculation.

Fabricates
To build by assembling; to manufacture.

Fastens
To make secure by locking, shutting, buttoning; to fix firmly in place.

Feeds
To move into a machine or opening in order to be used or processed; to furnish with something essential for growth and sustenance.

Files

To arrange in a methodical manner; to rub smooth or cut away with a tool.

Forecasts
To predict or indicate a condition or event beforehand as a result of rational study of available data.

Formulates
To prepare mentally a rough plan, policy, or procedure.

Garners
To gather and store in a granary.

Gathers
To pick, pluck, and cull a crop.

Gauges
To assess a thing as authentic, good, or adequate or the degree it is so in



relation to a standard measure or scale.

Generates
To originate by a vital, chemical, or mechanical process.

Governs
To exercise continuous sovereign authority over.

Grades

To divide into groups based on ascending or descending order.

Guards

To watch over to keep safe from any potential attack or harm.

Guides
To show the way or approach by applying intimate knowledge or experience of the way or approach and of all its difficulties.

Hauls

To move by pulling or drawing; to transport by vehicle.

Hires

To engage the services of for a set sum.

Hypothesizes
To form a tentative assumption to test its logical or empirical consequences.

Identifies
To recognize, acknowledge, or establish based on the characteristics of.

Illustrates
To make clear something which is difficult, abstract, or remote from experience especially to use pictures or sketches to make vivid or real what is being explained.

Implements
To carry out or into effect a plan, program, or operation.

Imports
To bring in from a foreign or external source.

Improves
To correct or advance something by supplying what it lacks or wants.

Indexes
To classify information, usually by subject matter or name to facilitate reference.

Indicts

To bring charges against an individual or organization.

Informs
To make known; to call attention to.

Innovates
To exercise creativity in introducing something new or in making changes.

Inspects
To search, through direct observations, for conditions such as errors, defects, flaws, or shortcomings.

Installs
To establish in an indicated place, condition, or status; to set up for use in service.

Instructs
To impart knowledge systematically.

Interprets
To explain meanings or intentions, not immediately apparent to others, in light of individual judgment; to translate.

Interviews
To obtain facts or opinions through oral inquiry or examination.

Inventories
To catalog; to count and list; to make an itemized record of.

Invents

To create; to think up or imagine.

Investigates
To make a methodical, searching inquiry into a situation.

Issues

To put forth or to distribute officially.

Itemizes
To enumerate one after another; to set or note down in detail.

Joins

To bring or put together

Judges
To investigate and compare the evidence and merits of all issues in a case and decide where the truth lies.

Justifies
To prove or show to be right or reasonable in light of individual belief or facts.

Leads
To guide or direct others on a course or in the direction of without final responsibility for results achieved.

Lifts

To use effort to overcome the force of gravity.

Loads

To place in or on a means of conveyance.

Locates
To search for and find.

Lubricates
To apply a substance to machinery to reduce friction in operation.

Manages
To guide and coordinate worker activities and organizational or program policies, rules, practices, methods, and standards.

Manipulates
To move, guide, or place objects or materials with skill and dexterity.

Manufactures
To make or process raw material into a finished product.

Maps

To make a survey of for the purpose of representation.

Matches
To pair up or put into a set those items possessing equal or harmonizing attributes.

Measures
To determine the quantity, mass, extent, or degree of in terms of a standard   unit or fixed amount.

Mediates
To interpose with parties to reconcile them; to reconcile differences.

Mends

To repair; to restore to soundness that which is broken or torn.

Mixes

To combine or blend particles, parts, or elements into one.

Modifies
To limit or restrict the meaning of; to make minor changes in.

Monitors
To watch, observe, or check for a specific purpose.

Motivates
To stimulate the active interest or desire within someone for something.

Moves

To go or transport from one point to another.

Negotiates
To confer with others for the purpose of reaching agreement.

Notifies
To send a formal notice giving required or pertinent information.

Nullifies
To make of no value or consequence; to cancel out.

Observes
To obtain data visually.

Obtains
To acquire or gain possession of.

Opens

To make available for entry or passage.

Operates
To start, stop, control, and adjust machinery or equipment.

Organizes
To take steps to set up the administrative structure or functions of an office or process.

Originates
To bring into being; to initiate.

Outlines
To make a summary of the significant features of a subject.

Overhauls
To make repairs, adjustments needed to restore to good working order.

Oversees
To watch; to monitor.

Packages
To wrap or box an item or group of items.

Permits
To consent to; to authorize.

Persuades
To induce others by argument or entreaty to accept a belief or position; to prevail upon others to take a course of action.

Picks up
To collect or lift an object or material.

Plans
To devise a detailed means of course of action for attaining an objective/goal.

Posts
To transfer to carry information from one record to another; to display prominently.

Predicts
To foretell on the basis of observation, experience; or scientific reason.

Prescribes
To recommend medical treatment with authority.

Presents
To lay as a charge before the court; to offer for view.

Preserves
To keep safe; to protect; to keep free from decay.

Prevents
To stop something from occurring; to take advance measures against.

Procures
To obtain possession of.

Produces
To grow; to make, bear, or yield something.

Programs
To arrange or work out a sequence of operations to be performed by equipment or machinery.

Promotes
To advance to a higher level or position; to foster the growth or development of.

Proofreads
To read copy of a printer’s proof against the original manuscript.

Proposes
To formulate and suggest for adoption.

Pulls

To cause to move in the direction toward the source of the force.

Purchases
To buy or procure by committing funds.

Pushes

To use force upon an object to move it away from the source of the force.

Quantifies
To determine or express the amount of

Questions
To interrogate; to inquire.

Ranks

To determine or assign the relative importance of data, people, or things.

Rates

To determine the rank of in relation to others of the same kind.

Reaps

To cut grain and pulse for harvest.

Rebuilds
To make extensive structural repairs.

Recommends
To suggest and support for adoption a course of action.

Reconciles
To adjust; to make congruous; to seek agreement.

Records
To set down in writing; to preserve in some permanent form.

Reduces
To narrow down; to diminish in size or amount.

Refers

To send or direct for aid, treatment, information, or decision.

Refines
To free from impurities, imperfections, or vulgarities; to make more polished.

Registers
To enter in a record or list officially.

Regulates
To order or restrain by rule, method, or established mode.

Reinforces
To strengthen with additional forces.

Rejects

To refuse to hear, receive, or admit.

Releases
To permit the publication or dissemination of.

Remits

To send money in payment of.

Repairs
To put into good or fitting order something that is injured.

Replaces
To provide a substitute for something now lost, gone, or worn out.

Reports
To give an account, in detail, of facts and figures.

Represents
To foster general interest in, through speeches, and consultation and contacts with individuals, groups, and constituencies.

Rescinds
To make void; to repeal; to abrogate a contract by restoring preexisting conditions.

Rescues
To free a person or animal from imminent danger by prompt or vigorous action.

Researches
To perform a systematic, critical, intensive investigation directed toward development of new or fuller knowledge of the topic or issue studied.

Resolves
To decide to do or refrain from doing something; to take remedial action.

Retrieves
To recover from a location where previously placed, set, or thrown.

Reviews
To consider or to reexamine results for the purpose of giving an opinion or approval.

Revises
To rework in order to correct or improve; to make a new, improved, or up-to-date version.

Rewards
To give something in recompense for worthy behavior.

Salvages
To rescue or save (as from wreckage or ruin).

Scans

To survey from point to point in a cursory manner.

Schedules
To plan a timetable; to set specific time for.

Scores

To assign a numerical evaluation.

Screens
To examine for the purpose of separating one group.

Seals

To secure the contents of by closing with adhesive.

Searches
To systematically look over and through for the purpose of finding an item.

Selects

To decide on one, or a few from several possibilities.

Sells

To give up property to another for money or other valuable consideration.

Sends

To dispatch by a means of communication; to convey.

Serves

To attend to the personal needs or requests of people.

Services
To make fit for use by providing maintenance, supplies, repairs, or installation.


Smells

To acquire and examine the odor or scent with the nose.

Solicits
To approach with a request or plea; to strongly urge.

Solves

To answer a question or work out a problem.

Sorts
To group or categorize according to systematic relations or common characteristics; to put in a definite place or rank according to kind, class, or other category.

Stacks

To load or arrange in a somewhat orderly heap or pile.

Stores

To put away for future use; to deposit or receive for safe keeping.

Studies
To contemplate; to learn all the possibilities, applications, variations, or relations of a subject before making plans and/or taking action.

Submits
To direct attention to something for consideration.

Summarizes
To present in a concise and compact manner.

Supplies
To provide space, equipment, material, and other non-financial resources.

Surveys
To look at or consider in a general or comprehensive way; to determine the location, form, or boundaries of by measuring the lines and angles.

Synthesizes
To compose or combine parts or elements in order to form a whole.

Systematizes
To arrange or make by the use of a method or orderly planning.

Tabulates
To put in table form; to set up in columns, rows.

Teaches
To apply a guided process of assigned work, discipline, direct study, and the presentation of examples to increase the general knowledge of another person.

Tends

To start, stop, and monitor the functioning of machinery and equipment.

Testifies
To provide oral or written testimony on facts known.

Tests
To put a thing to decisive proof by thorough examination under controlled conditions.

Totals

To add up; to compute.

Traces

To copy as a drawing.

Trades

To give in exchange for another commodity; to make a purchase.

Trains

To develop a particular faculty or skill in others to bring them up to a



predetermined standard of work performance.

Transacts
To carry on or handle business in accordance with a prescribed procedure.

Transcribes
To transfer data from one form of record to another or from one method of preparation to another, without changing the nature of data.

Transfers
To change from one mode of conveyance to another, or from one depository to another.

Translates
To turn into one’s own or another language.

Transmits
To transfer or send from one person or place to another; to send out a signal either by radio waves or over a wire.

Treats

To give medical or surgical care; to subject to chemical action.

Turns
To make to rotate or revolve; to cause to move around so as to effect a desired end (as locking, opening, shutting).

Tutors
To instruct on an individual basis and in a special subject or for a particular occasion or purpose.

Types

To write with a typewriter.

Updates
To make current with the most recent facts, methods, or ideas.

Ushers

To guide to a particular place.

Washes
To clean by means of water and/or other substances by dipping, tumbling, or scrubbing.

Waxes

To rub, polish, cover, smear, or treat with a sealing substance.

Weighs
To determine the heaviness of an object.

Writes
To set down letters, words, sentences, or figures on paper or other suitable material.

Appendix E:

Sample Position Announcements
SCHIEFELBUSCH INSTITUTE FOR LIFE SPAN STUDIES

KANSAS UNIVERSITY AFFILIATED PROGRAM

DIRECTOR OF MEDIA SERVICES AT PARSONS
Position Announcement

The mission of LSI is to conduct research, provide training and technical assistance, and engage in public service related to children, youth, and adults with developmental disabilities.  The Media Services Department enhances this mission through support of faculty and staff in the development of new and innovative information systems and products and through dissemination of information generated by educational research, innovative training, and technical assistance.  The Director should possess the necessary vision, skills, and experience to provide leadership for the enhancement, development, and growth of this department related to media production and informational services.

RESPONSIBILITIES:
1.
Provide leadership for the growth of this department relating to media production and informational services.

2.
Provide leadership in the planning, developing, modifying, and production of products.

3.
Plans, budgets, and provides oversight in tracking department fiscal needs.

4.
Supervises Media Services staff.

5.
Attend seminars or training sessions to keep abreast of technical developments reflecting recent and emerging changes in technology.

REQUIRED QUALIFICATIONS:

1.
Bachelor’s degree in media production or a related field.

2.
Demonstrated effective management experience including delegation of tasks, cooperation, flexibility, decisiveness, and ability to motivate staff.

3.
Demonstrated understanding of the role of modern communication, multimedia production, Internet and emerging related technologies, and instructional technologies.

4.
Demonstrated effective oral and written communication.

PREFERRED QUALIFICATIONS:
1.
Advanced degree in media production or a related field.

2.
Two or more years of administrative experience in budgeting, personnel evaluation, and program development.

3.
Demonstrated ability to identify, seek, obtain and manage financial support in competitive processes.

4.
Demonstrated ability in the translation of technical information for professional and public consumption related to research, training and technical assistance.

SALARY RANGE: $42,000-$45,000 (full-time).  Exempt, regular appointment subject to review and reappointment.

APPLICATION PROCEDURES: Review of applications begins August 6, 1998 and will continue until the position is filled.  A complete application includes a letter of interest, resume, and three names and addresses of references.  Submit to: John Billing, University Affiliated Program, 1640 Main Street, Parsons, KS   66041.  (785) 233-5675.

The University of Kansas is an Equal Opportunity/Affirmative Action Employer.  The University encourages applications from underrepresented group members.  Federal and state legislation prohibits discrimination on the basis of race, religion, color, national origin, ancestry, sex, age, disability, and veteran status.  In addition, University policies prohibit discrimination on the basis of sexual orientation, marital status, and parental status.
RESEARCH AND PUBLIC SERVICE

GRADUATE FELLOWSHIP

PROGRAM ASSISTANT

Position Announcement

The Program Assistant will hold primary responsibility for the Personal Development Program of the Graduate Fellowship.  The goal of the program is to provide the Fellows enrichment and a foundation of skills as a means to expand their perspectives and knowledge in areas such as leadership and creativity, public policy, cultural trends and other matters of broad interest.

RESPONSIBILITIES:
1.
Researches, plans, and organizes seminars to provide information about leadership and creativity.

2.
Assist Trustees and Program Manager in the selection process of the fellows.

3.
Maintains inquiry database for Managing Trustee.

4.
Provides back-up assistance to all program staff in regard to contacts, scheduling and


dissemination of information.

REQUIRED QUALIFICATIONS:
1.
Bachelor’s degree

2.
Demonstrated effective oral and written interpersonal communication skills

3.
Basic word processing, spreadsheet, and database experience.

PREFERRED QUALIFICATIONS:
1.
Master’s degree

2.
Knowledge of University of Kansas Ph.D. programs

3.
Experience in organizing symposia and meetings

SALARY RANGE: $28,000-$32,000 (full-time).  Non-exempt, regular appointment subject to review and reappointment.

APPLICATION PROCEDURES:
Review of applications begins July 7, 1998 and will continue until the position is filled.  A complete application includes a letter of interest, resume, and three names and phone numbers of employment references.  Contact person: Janette Jones, Graduate Fellowship, Research and Public Service, 222 Strong Hall, Lawrence, KS 66045.  (785) 864-5272.

The University of Kansas is an Equal Opportunity/Affirmative Action Employer.  The University encourages applications from underrepresented group members.  Federal and state legislation prohibits discrimination on the basis of race, religion, color, national origin, ancestry, sex, age, disability, and veteran status.  In addition, University policies prohibit discrimination on the basis of sexual orientation, marital status, and parental status.

UNIVERSITY CAREER AND EMPLOYMENT SERVICES

ASSOCIATE DIRECTOR
Position Announcement

RESPONSIBILITIES:
1.
Manages the career planning and placement activities for students and graduates in the College

of Liberal Arts and Sciences and School of Fine Arts.

2.
Administers the employer development program.

3.
Counsels students on proper job search strategies.

4.
Supervises the office classified staff.

5.
Assists the Director in the overall management of the Center.

REQUIRED QUALIFICATIONS:
1.
Master’s degree

2.
Excellent written and oral communication skills.

3.
A minimum of three years of administrative experience in higher education.

PREFERRED QUALIFICATIONS:
1.
Experience working with Macintosh and/or PC computers.

2.
Supervisory experience.

3.
Experience working in a career service/placement office.

SALARY RANGE: $29,600-$34,600 (full-time).  Exempt, regular appointment subject to review and reappointment.

APPLICATION PROCEDURES:
Review of applications begins June 30, 1998 and will continue until the position is filled.  A complete application will include a resume, letter of application, and names, addresses and phone numbers of three references.  Submit to: Dr. Terry Glenn, Director, University Career and Employment Services, 110 Burge Union, University of Kansas, Lawrence, KS 66045.  (785)864-3624.

The University of Kansas is an Equal Opportunity/Affirmative Action Employer.  The University encourages applications from underrepresented group members.  Federal and state legislation prohibits discrimination on the basis of race, religion, color, national origin, ancestry, sex, age, disability, and veteran status.  In addition, University policies prohibit discrimination on the basis of sexual orientation, marital status, and parental status.

KANSAS GEOLOGICAL SURVEY

INFORMATION RESOURCE SPECIALIST
Position Announcement

RESPONSIBILITIES:
1.
Develop, implement, and maintain varied and complex informational, educational and other applications.

2.
Provide training to Staff on developing and maintaining information resources.

3.
Act as central point of contact regarding the KGS homepage on the INTERNET.

4.
Assist other State agencies, university departments, and other designated areas with connecting to the INTERNET server and the INTERNET database.

5.
Maintain, monitor, and operate UNIX OS, Solaris OS, Macintosh, and Windows NT.

REQUIRED QUALIFICATIONS:
1.
Bachelor’s degree in a relevant field.

2.
One year of employment experience with multiple applications.

PREFERRED QUALIFICATIONS:
1.
Demonstrated ability to adapt to new methodologies, hardware/software database management systems, and computer language as the computer industry evolves to new technologies.

2.
Employment experience training staff on development and maintenance of information resources.

SALARY RANGE: $36,000-$42,000 (full-time).  Non-exempt, regular appointment subject to review and reappointment.

APPLICATION PROCEDURES:
A complete application includes a letter of application outlining qualifications, a resume, and the names and phone numbers of three references.  Send to: John Brown, Kansas Geological Survey, University of Kansas, Lawrence, KS 66045.  (785) 864-3333.  Review of applications begins July 1, 1998 and will continue until the position is filled.

The University of Kansas is an Equal Opportunity/Affirmative Action Employer.  The University encourages applications from underrepresented group members.  Federal and state legislation prohibits discrimination on the basis of race, religion, color, national origin, ancestry, sex, age, disability, and veteran status.  In addition, University policies prohibit discrimination on the basis of sexual orientation, marital status, and parental status.

CHEMISTRY DEPARTMENT

ASSISTANT PROFESSOR

Position Announcement

RESPONSIBILITIES:

1.
Initiate, organize, maintain and direct a vigorous graduate research program in organic chemistry or a closely allied area leading to external grant support and publication in recognized refereed journals in the field of research.

2.
Teach each semester at the undergraduate or graduate level primarily in organic chemistry.

3.
Participate in the regular academic activities of the Department of Chemistry, including committee assignments, oral exams, seminars, and advising students.

REQUIRED QUALIFICATIONS:
1.
Ph.D. and research training in organic chemistry or closely related field.

2.
Well-defined plans for development of a vigorous research program of national and international repute in organic chemistry or a closely allied area.

3.
Potential or demonstrated ability in effective teaching of organic at the graduate and undergraduate levels.

PREFERRED QUALIFICATIONS:
1.
Postdoctoral experience in organic chemistry or a related area.

2.
Teaching experience at the university level.

SALARY RANGE: $38,000-$42,000 (full-time).  Academic year, tenure track appointment.

APPLICATION PROCEDURES:
A complete application includes a letter of interest, vita, and three letters of recommendation.  

Send to: Marilyn Brown, Chemistry Department, University of Kansas, Lawrence, KS 66045.  (785) 864-1234.  

Review of applications begins October 1, 1998 and will continue until the position is filled.

The University of Kansas is an Equal Opportunity/Affirmative Action Employer.  The University encourages applications from underrepresented group members.  Federal and state legislation prohibits discrimination on the basis of race, religion, color, national origin, ancestry, sex, age, disability, and veteran status.  In addition, University policies prohibit discrimination on the basis of sexual orientation, marital status, and parental status.
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University Process for Submitting Position Descriptions and Announcements through Administrative Channels

Vacant,

New or Restructured Unclass. Prof. Staff Posn?

Develop Posn Descrip. To Request:

		 Official Title

		 FLSA Determination

		 Class/Unclass. Determination

		 Salary Consultation



Develop/Revise Posn Descrip. & Posn. Announcement   

(Posn Announcement Required Only for Vacancy)

Submit Posn Descrip. & Posn Announcement through Admin. Channels to EOO

EOO Submits Posn Descrip. To HR

EOO & HR Notify Dept. & Admin. Channels

Dept. or Admin. Channels Make Any Needed Changes on HR/Pay System








