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DATE:          
  
TO: Erik Smetana, Manager – Recruitment, Compensation & Organizational Development

REQUESTING MANAGER:                         TITLE:               
DEPARTMENT NAME/UNIT:                       CAMPUS PHONE:      
This request seeks to (select one): 

 FORMCHECKBOX 
 Create a new title to the campus (a job description MUST be attached). 
 FORMCHECKBOX 
 Reclassify a current employee into an appropriate title and grade.
 FORMCHECKBOX 
 Retitle a current employee into an appropriate title based on function/department with no change in pay. 

 FORMCHECKBOX 
 Review a title as part of a reorganizational effort which may result in reclassification and a change of grade. 

The manager as listed above, requests authorization to have Human Resources conduct an audit for the purpose of determining the appropriate title and compensation level for the position listed below. 

TITLE:               



   POSITION NUMBER:        
INCUMBENT (if applicable):               
  CAMPUS PHONE (if applicable):           

     
JUSTIFICATION FOR REQUEST (attach additional sheets if necessary): 
ENDORSEMENT

My endorsement of this form and the attached completed copy of the Position Classification Questionnaire (PCQ) confirm that:

· I have reviewed the attached materials and fully support this request. 

· In the case of a reclassification request, I believe that the current job title of the incumbent may no longer describe his or her duties and responsibilities because this position has significantly, inherently, and permanently changed in nature. 

· I agree to abide by the findings of Human Resources in regards to title, classifications, and compensation. 

___________________________________

___________________________________

____________

Signature (Authorizing Manager)


Printed Name (Authorizing Manager)
   
Date

___________________________________

___________________________________

____________

Signature (as appropriate)



Printed Name (as appropriate)

   
Date
___________________________________

___________________________________

____________

Signature (as appropriate)



Printed Name (as appropriate)

   
Date

___________________________________

___________________________________

____________

Signature (Vice Chancellor)


Printed Name (Vice Chancellor)
   

Date

NOTE: Authorizations on this form do not denote a reclassification of the position. Upon approval from the appropriate Vice Chancellor, copies of this form will be sent to Human Resources, at which point the position may be reviewed for a possible reclassification. Audit requests related to Information Technology positions must also secure the campus CIO’s authorization, positions funded through a grant must also secure the Vice Provost of Research Administration’s authorization.
 







        
                    
GENERAL INFORMATION
Requested Action:    FORMCHECKBOX 
 New Position      FORMCHECKBOX 
 Reclass Incumbent  
 FORMCHECKBOX 
 Reclass Vacant Position

	University Job Title:
	     
	Job Code #:
	     

	Employee Name:
	     
	Position #: 
	     

	Empl ID:
	     
	FTE:             
	     

	Employee Phone #:
	     
	Division/College:   
	     


	Supervisor’s Name:
	     
	Dept Name & ID:   
	     

	Supervisor’s Title:  
	     
	Reports-To-Position #:
	     

	Supervisor’s Phone #:
	     
	Date:              
	     


The purpose of this questionnaire is to collect detailed content information for University of Missouri staff positions. As a supervisor/manager your input is very important, as your answers will be used as official documentation for evaluating the job in the University’s Global Grading System and for developing job descriptions. If you have any questions about completing the form, please contact Human Resources at 516-5805. 
Describing the primary purpose of the position, the essential job duties, and the description associated with the job evaluation factors will require narrative in your own words. Most of the remaining questions are standardized and will require only that you check the appropriate box. You are welcome to further describe the answer to any question at the end of the form or through additional pages. Please include an organizational chart illustrating the organizational level in which the position exists and reporting relationships. 
Please keep the following concepts in mind as you complete the questions:

	Current
	Describe the position as it currently exists, not as it was in the past or may be in the future.

	Typical
	Describe the position as it is typically conducted over an extended period of time (such as a year); do not describe just a particular dimension of the position or a temporary assignment.

	Accurate
	Avoid understating or overstating the position’s duties and requirements. It may be helpful to think about the responses as though you were explaining the position to new staff.

	Others’ Assessment
	Consider how the position would normally be performed by the typical staff. Feel free to discuss responses with employees in the position, colleagues, or other managers. 


I. POSITION SUMMARY

Briefly describe the primary purpose of the position. Please indicate if the focus of the position is on supervising or managing student workers or university staff members and the title of positions directly supervised. Specific questions on the nature of this supervision are included in the questionnaire. Use the space below to describe the position at the University (please attach additional sheets as necessary).

Examples: Supervisory Role: The primary purpose of this position is supervising two Account Clerks and providing quality control in the recording and tracking of payments in PeopleSoft.
Individual Role: The primary function of this position is to record and track payments in PeopleSoft.

     
II. ESSENTIAL JOB DUTIES

MOST IMPORTANT RESPONSIBILITIES / DUTIES

List the major position tasks, starting with the most important, for which the job is responsible. Use statements that start with action verbs such as type, compose, maintain, direct, develop, analyze, plan, etc. Think in terms of what, why, and how the duties of the job are performed. For example, a typical responsibility statement for a Programmer / Analyst might be: “Develop detailed design specifications for data processing systems.” A Secretary may respond: “Type correspondence for review, edit and signature.”
Estimate the percentage of time spent performing the listed task. The following chart will assist you in estimating time percentages on an annual basis.

	Percentage
	Day
	Week
	Month
	Year (annual)

	5%
	30 minutes
	2 hours
	1-1 ½ days
	2- ½ weeks

	10%
	1 hour
	4 hours
	3 days
	5 weeks

	20%
	2 hours
	1 day
	6 days
	2- ½ months


Time spent for any task should account for at least 5% of total time, unless it is an essential part of the position (e.g., negotiating a contract every two years). If the time spent for any one responsibility exceeds 25%, consider splitting the task statement into two or more statements. The total of all percentages should account for at least 80% to 90% of the position’s time and should not exceed 100%. Please limit responses to the number of lines provided in the grid on the following page.

List responses below from the most important (1) to the least important (10). 
	
	Essential Position Responsibilities / Duties
	Estimated % of Time

	
	Example: Total accounts, check math and update reports as required
	20%

	 1.
	     
	     %

	 2.
	     
	     %

	 3.
	     
	     %

	 4.
	     
	     %

	 5.
	     
	     %

	 6.
	     
	     %

	 7.
	     
	     %

	 8.
	     
	     %

	 9.
	     
	     %

	10.
	     
	     %

	
	Total
	 100 %


Identify any of the above listed tasks which were added in the last year by listing the number 
(1 through 10) of the new tasks:       ,      ,      ,      ,      
III. JOB EVALUATION FACTORS

The questionnaire covers eight job evaluation factors through a series of questions. The questions are identical for all positions. For the following eight job evaluation factors, please provide a one or two sentence description of the factor as it pertains to this position.

	
	FACTOR:
	DESCRIPTION:

	 1.
	Formal Education
	     


	 2.
	Work Experience
	     


	 3.
	Planning
	     


	 4.
	Impact of Actions
	     


	 5.
	Problem Solving
	     


	 6.
	Communications
	     


	 7.
	Supervision & Management
	     


	 8.
	Working Conditions / 
Physical Effort
	     



1. FORMAL EDUCATION

This factor identifies the minimum requirements in terms of formal education which are required of the position in order for it to be performed at least satisfactorily. Knowledge may have been acquired through a formal diploma / degree program, training or a combination of both. Remember: This is the education level required for the position, not necessarily the incumbent’s level of education. Please check only one response.

 FORMCHECKBOX 

H.S. Diploma or GED preferred

 FORMCHECKBOX 

H.S. Diploma or GED required

 FORMCHECKBOX 

Vocational or Technical School required

 FORMCHECKBOX 

Associate’s Degree or Two Year College equivalent required

 FORMCHECKBOX 

Bachelor’s Degree required; Major:      


 FORMCHECKBOX 

Master’s Degree required; Major:        


 FORMCHECKBOX 

M.D., Ph.D., Law Degree or equivalent doctoral degree required

2. WORK EXPERIENCE
This factor evaluates the time normally required for a person with the necessary educational background to develop the required skills and abilities to do a specific job under normal levels of supervision.

Note: The factors of education and experience should be evaluated independently. However, it is recognized that when recruiting staff, these factors may be used interchangeably (e.g., a candidate may qualify for employment by supplementing a lack of formal education with significant position-related experience).

Check the minimum amount of prior related work experience required of new staff filling this position. 
	Work Experience
	Learning Curve

	 FORMCHECKBOX 
   0 to 3 months
	 FORMCHECKBOX 
   1 year
	 FORMCHECKBOX 
   1 to 1 ½ years
	 FORMCHECKBOX 
   5 years

	 FORMCHECKBOX 
   4 to 6 months
	 FORMCHECKBOX 
   2 years
	 FORMCHECKBOX 
   1 ½ to 2 years
	 FORMCHECKBOX 
   > 5 years

	 FORMCHECKBOX 
   7 to 9 months
	 FORMCHECKBOX 
   3 years
	 FORMCHECKBOX 
  < 5 years
	 FORMCHECKBOX 
   10+ years

	 FORMCHECKBOX 
   10 to 12 months
	 FORMCHECKBOX 
   5 years

	 FORMCHECKBOX 
   < 1 year
	 FORMCHECKBOX 
   > 5 years


3. PLANNING 
3a. Planning Scope 
This factor explores how far into the future the position is generally required to plan its highest level of work activities. Indicate the typical time frame for the majority of planning and do not include one-time special projects.

 FORMCHECKBOX 

Daily: 

  Seldom plan beyond the current day.

 FORMCHECKBOX 

Current Week: 
  Plan work activities that are expected to occur within a few working days. 

 FORMCHECKBOX 

1 to 4 Weeks:
  Plan work that is expected to occur from one to four weeks or on  a monthly basis.

 FORMCHECKBOX 

1 to 3 Months: 
  Plan work that is expected to occur in the next one to three months or quarterly.

 FORMCHECKBOX 

4 to 12 Months:
  Plan work that will occur during the next year and have some effect on the department’s 




  annual expenditures and/or revenues. 

 FORMCHECKBOX 

1to 3 Years: 
  Formal plans that exceed one year, but not three years beyond normal operational 




  planning.

 FORMCHECKBOX 

3 Years or More: Formal plans that are strategic in nature and have future impact 
beyond three years.

3b. Planning Level

Please choose the level which best describes the impact of strategic planning activities of this position: 

 FORMCHECKBOX 

Individual position only.

 FORMCHECKBOX 

This position and its peers (i.e., the team in which the position exists).

 FORMCHECKBOX 

The position, its peers, and direct reports.

 FORMCHECKBOX 

This position and the department in which it resides (Department or equivalent).

 FORMCHECKBOX 

This position, the department in which it resides and the Division/School/College to which it reports.

 FORMCHECKBOX 

Campus-wide.

4. IMPACT OF ACTIONS
4a. Impact on Budgets, Revenues and Grants

In evaluating this factor, please consider the extent to which the position supports, recommends, controls or delegates decisions on budget, revenue generation and grants. Please indicate the highest level of this authority the position exercises. Here are some activities to keep in mind when considering the options:

The authority to commit the university to a purchase, sale, lease or other arrangement with external parties is “signature authority.” 
· Authority to approve requisitions through the PeopleSoft purchasing system. 
· Authority to approve purchasing card transactions

· Authority to approve expenditures benefitting an employee, plus all reimbursements to the employee. This includes travel expenses, lodging, meals, registration fees for a conference, dues for individual memberships in professional associations.

Supports: The position tracks expenditures for an organizational level. The position has no decision making or spending authority, but some budgetary proficiency is required to advise on revenues, expenses and budgetary status and processes. May include data entry but is primarily concerned with monitoring and reporting. 

Recommends: Position makes recommendations on budgetary decisions. The position could have the authority to approve expense items or expenditures benefiting employees. The position may also recommend or advise on revenue-generating activities and grants. 

Controls: The position is responsible for developing the budget for an organizational level of the university. This includes the accountability for all expenses within an organizational unit of the university. Control includes final decision making authority on grants and revenue-generating activities. 
Please indicate the level of authority for budgets, revenues and grants, and the dollar amount of the budget, revenue or grant activity assigned to this position, where applicable: 
	
	Operating Budget
	Revenue Generating
	Grants

	Supports:
	$     
	$     
	$         

	Recommends:
	$     
	$     
	$     

	Controls:
	$     
	$     
	$     


4b. Level of Duties and Impact of the Position
Please check the box that best describes the position:
 FORMCHECKBOX 

Tasks involved in the position range from very specific and routine tasks to tasks in which actions are based on standard procedures. The duties impact this position only, with little or limited impact on other positions within the work team or unit. Work is considered as routine or basic. There is no opportunity for independent judgment. 
 FORMCHECKBOX 

This job follows procedures which require specific training and considerable experience to learn and apply correctly. Knowledge of jobs and processes within the work team or unit, and even outside of the work team or unit, are necessary to accomplish the work of the position effectively. Other work teams are impacted by the work performed in this position. Work is typically varied within the subject area and complex, but standardized. Limited opportunity for independent judgment, though expertise is developed concerning specific tasks within the work area or team. 
 FORMCHECKBOX 

This position represents an in-depth knowledge of the work. It can be a quality control function to ensure that teams coordinate with one another. This job contributes to the work in other areas of the University. It must understand how other areas interact and contribute to the overall objectives established. Work is analytic, non-standardized, widely varied. Independent judgment is required to identify, select and apply the most appropriate course of action among available options, to interpret precedents and to adopt standard methods or practices to meet variations in facts or conditions. 
 FORMCHECKBOX 

This job must understand, coordinate and develop the relationships among the various work processes and teams. This job impact is broad and extends beyond its immediate reporting relationships. Knowledge of the University and understanding of other organizations within the industry is required. Work is broad in scope, covers one or more areas and may impact other departments. Independent judgment is required to assess changing facts or conditions and evaluate, modify or replace existing approaches. 
 FORMCHECKBOX 

This job understands the entities within the University, its principles and processes in representing the University to both internal policy/decision makers and external stakeholders. Work is multi-faceted. Internal policy is created at this level. (Division Director, and above.)
5. PROBLEM SOLVING

Please check the box that best describes the position: 
 FORMCHECKBOX 

Problems or questions are typically addressed by finding the right policy or procedure. Anything beyond that is referred to a supervisor or senior member of the team.
 FORMCHECKBOX 

Problems are those typically encountered in the usual course of business. Though not always covered by policy or guideline, problems are similar to those seen before where precedence or closely related issues determine the response. The problem and response are reported to a supervisor without further action being necessary.
 FORMCHECKBOX 

Problems in this position are not covered by policy, procedure or precedent and may require the input of co-workers, supervisor and maybe management to determine alternatives and the preferred course of action.
 FORMCHECKBOX 

At this level reports of information, and identification of patterns or trends are necessary to determine if and where specific problems exist. Typical claims of problems are anecdotal or a reaction to perceptions which may or may not be accurate. Diagnosing the problem and framing the response are critical before reacting, responding and/or applying quick or temporary solutions which may or may not be necessary. 
6. COMMUNICATIONS
Each subsequent level assumes the lower levels of communications are also required. Please check the box that best describes the position. 
 FORMCHECKBOX 

Position requires the ability to read, listen, hear, filter and understand questions and concerns of others within the context of the job duties prescribed. 
Responding to routine inquiries from internal and/or external parties is a normal part of job duties. Inquiries outside the normal course of duties are referred to or confirmed by the next level of authority prior to providing a response. Responses must be clear and understandable. Communications are conducted with courtesy and tact. Some contacts may be awkward or include sensitive information, but most involve the normal exchange of information.
 FORMCHECKBOX 

The position requires those skills listed above with greater ability to tactfully communicate difficult information because the content is complicated or sensitive, or the audience must be re-directed or convinced of a policy or decision. Communicating complex information with difficult contacts is an important part of the job. Communications can be both oral or written, providing documentation as to the University’s position on particular questions or issues. 
 FORMCHECKBOX 

This position requires regular communications with individuals or groups which may be either internal or external to the University. 
Communications may be in writing or verbal, and may include formal presentations that inform, explain or illustrate with the goal of persuading or convincing others. Communications at this level may be difficult because of the content and/or the audience. A high level of audience awareness and tailoring communications to fit the audience is required. 
 FORMCHECKBOX 

This position communicates with both internal and external constituents and senior level officials on a regular basis. 
Communications include external stakeholders at a high level. Skills require consolidating complex topics to understandable concise ideas with limited time constraints. Negotiations may be involved at this level, though typical communications are to inform, influence, persuade and convince senior level officials who are involved in or affected by a course of action and its impact on the University. 
7. SUPERVISION & MANAGEMENT
This factor assesses the responsibility for directing others. The university typically utilizes two different levels of supervision:


1) Functional supervision: Lead worker activities assigning and reviewing work, providing guidance and assistance when needed. 
2) Administrative supervision: Recommending or selecting staff, structuring and assigning work, evaluating performance, making recommendations on pay and promotions, coaching and disciplining staff. Managerial positions direct the work of supervisors or of teams of professional positions (typically those requiring a degree). 
Fill in the table below with the number and FTE of the position’s direct and indirect reports. 
	
	Number of Direct Reports
	Number of Indirect Reports

	
	# Employees
	% FTE
	# Employees
	% FTE

	Students
	     
	     
	     
	     

	Non-Exempt
	     
	     
	     
	     

	Exempt
	     
	     
	     
	     

	Totals
	     
	     
	     
	     


7a. Level of Supervision

Please check the box that best describes the nature of the supervisory authority:
 FORMCHECKBOX 

No responsibility for the direction of others.

 FORMCHECKBOX 

Functional supervision is provided for student or temporary employees.

 FORMCHECKBOX 

Functional supervision is assigned for staff members. 
Position is designated as the advisor or mentor to staff members requiring guidance or institutional knowledge gained through experience. May assign work, review for accuracy, volume and timeliness and provide input for evaluation of performance. 
 FORMCHECKBOX 

Administrative supervision involving staffing, training, assigning of work, setting objectives, evaluating performance, recommending pay increases or promotions. 
Ensures team members are developing and capable of performing at a high level. 
This level is supervision of non-exempt staff. 
 FORMCHECKBOX 

Management of a team of professionals including subordinate supervisor(s) in charge of a team or teams of employees. 
This position plans for the requirements necessary to meet future demands of the area(s) for which responsible. This level includes supervision of exempt and non-exempt staff. 

 FORMCHECKBOX 

Management of numerous teams of managers and professionals. 
Planning for the teams’ future demands and requirements. This role includes financial accountability for budgets developed by subordinate managers. 
 FORMCHECKBOX 

Management for multiple teams of managers in diverse activities that can encompass more than one job family (e.g., this role could encompass responsibility for finance and human resources in addition to its core responsibilities.) The managers of these subordinate teams typically have responsibility for their own independent budgets. 
8. WORKING CONDITIONS / PHYSICAL EFFORT
To comply with the Americans with Disabilities Act of 1990 (ADA), which prohibits discrimination against qualified individuals on the basis of disability, it is necessary to specify the physical, mental and environmental conditions of the Essential Duties of the job. Check all that apply: 
	PHYSICAL - On the job the employee must:

	 FORMCHECKBOX 
 Bend
	 FORMCHECKBOX 
 Sit
	 FORMCHECKBOX 
 Squat
	 FORMCHECKBOX 
 Stand
	 FORMCHECKBOX 
 Crawl
	 FORMCHECKBOX 
 Walk
	 FORMCHECKBOX 
 Climb
	 FORMCHECKBOX 
 Push/Pull
	 FORMCHECKBOX 
 Kneel

	 FORMCHECKBOX 
 Handle objects (manual dexterity)
	 FORMCHECKBOX 
 Reach above shoulder level
	 FORMCHECKBOX 
 Use fine finger movements

	 FORMCHECKBOX 
 Other:      __________
	Must carry/lift loads of:  FORMDROPDOWN 



	MENTAL - On the job the employee must be able to:
	ENVIRONMENTAL - On the job the employee is exposed to, works with/in/around:

	 FORMCHECKBOX 
 Read/comprehend
	 FORMCHECKBOX 
 Excessive noise

	 FORMCHECKBOX 
 Write
	 FORMCHECKBOX 
 Moving machinery

	 FORMCHECKBOX 
 Perform calculations
	 FORMCHECKBOX 
 Drives motorized equipment

	 FORMCHECKBOX 
 Communicate orally
	 FORMCHECKBOX 
 Works in confined quarters

	 FORMCHECKBOX 
 Reason and analyze
	 FORMCHECKBOX 
 Marked changes in temperature and/or humidity

	 FORMCHECKBOX 
 Other:      ______
	 FORMCHECKBOX 
 Dust, fumes, gases, radiation, infectious diseases, etc.

	
	 FORMCHECKBOX 
 Other:      ______


8a. Special Conditions of Employment 
Please list any licenses, certificates, credentials, bondability, altered work schedules, furloughs, travel, etc.
     
IV. COMMENTS

Supervisor Comments: 

Describe any aspects of the position that you feel the questionnaire has not covered: 
     
PLEASE NOTE: 
If requesting a title that is research related, please answer the additional questions in Section 9 on the following page;
if requesting a title that is in the information technology family of titles, please answer the additional questions in Section 10 and complete the IT Competencies Matrix which follows.
9. RESEARCH POSITIONS

When requesting a title that is research related, please answer the following questions (attach additional sheets as necessary):

9a. Please summarize the purpose or goal of the research this position conducts.

     



9b. What type of experiments does this position do? Please provide examples. 

     

· How difficult are they? 
     







· Can they be learned on the job? 
     






· Who designs the experiments?  
     
9c. Does this position conduct source research for assigned projects? Please explain and provide examples:

      
9d. Does this position complete reports and written analysis for projects? Please explain and provide examples:

      
9e. Is a person in this position required to review applicable literature to a specialized area of research? Please explain 
and provide examples: 

     
9f. Does this position determine procedures and methods? Please explain and provide examples: 

     




9g. Is this position expected to modify protocols? Please explain and provide examples: 

     




· How significant are these modifications? 
     






· Does this position modify with or without the primary investigator’s permission? 
     





· Does this position design and/or fabricate equipment? Explain and provide examples. 
     






9h. Does this position direct program(s) or project(s) or a significant portion/phase of a program or project? Please 
explain and provide examples:
     






9i. Does this position give research related presentations?      

· To whom?      



· Does this position write and publish articles based on the research being conducted?      
· Would the person in this position be the sole author or co-author?      




10. INFORMATION TECHNOLOGY (IT) POSITIONS

When requesting a title that is in the information technology family of titles, please answer the questions below, and complete the IT Competencies Matrix which follows.

a. Does this job entail systems analysis techniques and procedures? Explain and give examples. 
     





b. Does this job entail the design, development, documentation, analysis, creation, testing, or modification of computer systems, programs, or machine operating systems? Explain and give examples.
      


c. Provide a list of the last three projects that a person in this position has worked on (or a list of proposed projects that she/he will work on). Include a brief description, time frame, resources used, and colleagues (include titles) with whom this position might work and their roles on the project.
      






d. Describe the scope and impact of the work this position does, e.g. program-wide, department-wide, college-wide, etc.      

e. What languages, operating systems, platforms, etc. does this position use on a regular basis?
      




f. What type of support, if any, does this position provide? (e.g. user, departmental). 
     







10a. IT Competencies Matrix
Instructions: Review the level designation description associated with each competency. Select the level of competency demonstrated by the incumbent for each category of skills from the drop down options labeled Select One. 
	
	Level Designation

                                          ENTRY                        SPECIALIST                   EXPERT                         PRINCIPAL

	Demonstration of Skills
	Technical

 FORMDROPDOWN 

	Demonstrates basic technical skills at the depth and scope required for the position.

	Demonstrates intermediate technical skills at the depth and scope required for position. Functional, working knowledge of technologies within area of specialty.
	Demonstrates advanced technical skills in carrying out responsibilities of position. Applies technology within and outside the body of knowledge and specialty of this position.
	Recognized in local IT community as the Expert for a major technology area.


	
	Problem Solving & Analysis

 FORMDROPDOWN 

	Developing basic problem-solving skills and appropriately applying proven solutions. Consistently delivers prescribed outcomes in a timely and accurate manner with appropriate guidance.

 
	Routinely and accurately recognizes new problems and determines working solution. Seeks new solutions to existing problems. Work assignments are typically given in terms of expected outcomes.


	Autonomously analyzes complex problems; identifies critical elements and alternatives, organizes existing resources and new information to implement most appropriate solution. Identifies emerging requirements and solutions.
	Understands needs of broader community, state of industry to design significant integrated solutions which successfully address the depth and scope requirements of all customers. Incorporates creative thinking to find optimum solution.

	
	Communication & Interaction

 FORMDROPDOWN 

	Demonstrates listening, oral and written communication skills sufficient to understand and carry out routine assignments. Interactions occur within defined parameters.
	Is able to communicate and interact with audience at level of detail required to resolve issues of moderate complexity.

 
	Is able to communicate and interact to readily and clearly define issues and predict effects / outcomes. Ensures users understand the scope of their requests and the consequence of their decisions.
	Communicates problems, technologies and policies with a wide and / or diverse audience. Frequently requires skills to instruct, advise, and / or consult multi-specialty / multi-department teams.

	
	Leadership

 FORMDROPDOWN 

	Realizes the contributions of others and productively works within a team environment.
	Works both independently and on a team and may have some responsibility for team deliverables.
	Responsible for interfacing team deliverables. Frequently has team leadership responsibilities.
	Leads the local IT community to cost effective solutions and ensures existing resources (systems & people) are utilized to fullest extent for maximum benefits to the community.
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