Staff Job Description
Title of Position: 

Reason for Job Description (New or replacement):

Former Incumbent name:

If this hire is a replacement position, please indicate briefly the reason the incumbent left the position and the date:

Position Number: If the vacancy is a replacement for a previously filled position, list the existing position number; If new position enter TBD

Are you hiring for multiple levels/ranks, multiple positions, or both?

If posting for multiple levels and/or hires, please provide the Job IDs for all other workflows containing the additional Job Description forms here:

FOAP Information:

Budget Profile:  Choose from: R = Recurring State Funds;  B = Grant Funds;  N = Non-Recurring State Funds;  X = Non Budgeted (not in salary planner); RO, BO, NO are for open range jobs.
Proposed Salary Range: 

Months Per Year (9-10-12 months):

Percent Time:

Work Schedule (hours and days): 

Place of Employment (Urbana-Champaign or other city):

Classification (if known, enter a civil service classification.  IHR will modify after review):

Primary Function of Position (1-2 sentence summary):  
Proposed Working Title (any edits will change the workflow title):
Duties and Responsibilities (include percentages, duties may be grouped).  
This is a detailed job description of the position. Please list duties in order of importance. 
Please keep in mind that any information you want to have in the ad must appear here.
Position Requirements and Qualifications.  
It may be easier to write up the requirement/qualification section as it would appear in your ad, then cut and paste it into the sections below.  Education and Experience must be filled in; Training and Knowledge are optional.  If you know the civil service classification and are requesting the class spec minimums, enter N/A for Education and Experience.
Education. List any required or preferred degree areas:

Required:

Preferred:

Experience (including years if applicable):

Required:

Preferred:

Training, Licenses or Certifications:

Required:

Preferred:

Knowledge, Skills and Abilities:

Other Comments (allows for notes to inform IHR of additional details (ex: this is a lower level of a three level search):
Organizational Chart. List the organizational structure illustrating the chain of command from vice-presidential level down to all those reporting directly to position in question (such as AP, Grad students, UG students, civil service employees):

Vice Chancellor for Academic Affairs & Provost

Dean, College of Liberal Arts & Sciences

Is this a Security Sensitive or Protection of Minors position? Y/N
Information on Security Sensitive or Protection of Minors policy can be found here: http://humanresources.illinois.edu/hr-professionals/hiring-employees/background-check.html 
Does this position have purchasing authority of $5,000 or more?  Y/N
Does this position have supervisory responsibility of 20 or more?  Y/N
Applicants contact for interview: (enter in the name of the person LAS and IHR can talk to about the specifics of the position; normally this is the HR professional in a unit).  This field is not released to applicants.
