y of Northern lowa Merit Classification Review Process

Department Contact /
Supervisor

Start Process

Employee Human Resource Services = Board of Regents (BOR)

New position?

Employee or supervisor i
submits a completed PDQ Yes
and organizational chart. +

Supervisor submits a
completed Position
Description Questionnaire
(PDQ) form.

L
T«

PDQ form routes
electronically for approvals.

]

P
Once fully approved, HRS conducts job audit as
PDQ is sent electronically P appropriate and prepares
to HRS. position description.

*

will review and approve
classification
recommendation within

Iflreclassification
of existing position l

20 working days.
Classification
recommendation
. submitted to BOR Merit
If new position System Director

classification Merit System Director
determinations to reviews and responds to
" . classification
position's supervisor and fication
the incumbent if recommendation within
el 20 working days.

Will the department or
employee be appealing
the classification
decision?

Process




University of Northern lowa Merit Classification Review Process (continued, page 2)

Department Contact /

Supervisor Human Resource Services Board of Regents (BOR)

Employee

Appeal must be submittec Board of Regents appoints

to BOR within 15 working - et
e P classification appeal
days of notification of -
- committee.
decision.

]

Appeal hearing is
conducted.

!

HRS communicates appeal Classi!wation Appeal

decision to position Committee makes
supervisor and the decision on the appeal
incumbent if applicable. within 45 calendar days.
v
New position? No:
A 4
C

Department works with
HRS to begin search if
appropriate.

h 4

End Process g




University of Northern lowa Merit Classification Review Process (continued, page 3)

Department Contact /
Supervisor

Human Resource Services | Board of Regents (BOR)

Employee

Reclassification is - U'pd.ate(:j pos[tlorl'
No P description is maintained
approved? by HRS.
A\ 4

End Process }

transaction to update

employee classification
and title if appropriate.

\ 4

End Process i

Process
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