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Position Description Questionnaire (PDQ)
Iowa Board of Regents


  Merit System
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Regents Merit System
Request for Position Classification Review

Incumbent: 
Current Classification: 
Reason for Request (provide a detailed description): 
     
New Position:   FORMCHECKBOX 
    Existing Position:   FORMCHECKBOX 
    Approximate Date of Last Review of Position:      
Requested By:
Name:                                                                        Title:      
Signature:

Date:

Supervisor’s Signature:

Date:


[image: image2.wmf]
Department Head’s Recommendation
Date:      

Recommended Classification (attach supporting documents):      

Department Head’s Signature:

Date:



Dean’s Signature (if applicable):

Date:



Division Head’s Signature:

Date:


The department head will forward the employee’s request with their recommendation within 14 days of the date the request was received.
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Resident Director’s Recommendation (to be filled out in UHR)
Date:      

Recommended Classification:      

Job Analyst’s Signature:

Date:



Resident Director’s Signature:

Date:



Does the incumbent meet the minimum qualifications for the class proposed?
 FORMCHECKBOX 

Yes
 FORMCHECKBOX 

No

Merit System Director’s Decision
Date:      

Classification Assigned:      

Merit System Director’s Signature:


68-3.127 (19A) Reviews of Position Classification:
Permanent employees and department heads may request a position classification review, and such requests shall be in written form. The employee’s request will be forwarded to the resident director with a recommendation from the department head within 14 days of the date of the request. The resident director or designee shall review the employee’s and department head’s request and with a recommendation forward the request to the merit system director within 20 working days. The merit system director or designee shall review and respond within 20 working days to the resident director who will inform the employee and department head. If the employee or department head is not satisfied with the merit system director’s decision, that person may appeal the decision in writing within seven days of the merit system director’s decision to a qualified classification appeal committee appointed in accordance with the procedures approved by the board of regents.
The classification appeal committee will conduct such investigation as it deems necessary to determine the proper allocation of the position, and will notify the involved parties of its decision within 45 calendar days after the committee receives the appeal. Any further requests for review of the same position must be presented to the resident director in compliance with this rule and will be considered a new classification review. A new classification review will not be allowed for one year following the final decision on a request for review unless there have been substantial changes in the duties and responsibilities of the position. An appeal will be considered on the basis of duties and responsibilities assigned at the time of the original classification review, and in no case will the assignment of additional duties and responsibilities following the resident director’s investigation of the original request for review be considered during the process of appeal as outlined above.
This rule is intended to implement Iowa Code section 8A.413.
Instructions (Please read carefully):
The purpose of this PDQ is to gather information on the duties and responsibilities of the position. Please provide descriptive information in sufficient detail to establish a clear understanding of the position.

This information may be supplemented by personal interviews and/or observation. Please call University Human Resources if you have any questions.

Position Function: Briefly describe the purpose or function of this position:  
     
Changes: What demonstrable changes in duties (additions/deletions) have taken place since the last review of this position?


Checking of Incumbent’s Work: How, by whom and with what frequency is your work inspected, checked, or verified? Summarize.  
     
Supervision of Others: Percentage of time performing supervisory work?       
	Extent of Your Supervision (Check appropriate boxes below.)

	# Supervised

Job Title

Head Count

Full-time Equivalent

Hire

Discipline

Train

Evaluate
Terminate

Assign Work
Check Work
     
     
     
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

     
     
     
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

     
     
     
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

     
     
     
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

     
     
     
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

     
     
     
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 




Financial Responsibility:
Describe the nature of your responsibility for money, machines, equipment and supplies.
     
What loss can occur through an honest error? Losses include dollar outlays and non-monetary or human considerations. Summarize.
     
Records and Reports: What records do you prepare which require you to gather, analyze and summarize data?
     
Equipment: List the names of the machines, hand tools, instruments and equipment used in your work on a regular basis. 

Task Statements:
	% of Time
	Description of Regularly Performed Duties

	    
	     


	    
	     


	    
	     


	    
	     


	    
	     


	    
	     


	    
	     


	    
	     



Statement of Immediate Supervisor (this portion to be filled out by supervisor.):

Comments/Recommendation Concerning the Reclassification Request:
     
The University of Iowa ( Compensation & Classification ( Phone: 319-335-5298 ( https://hr.uiowa.edu/careers/merit-positions
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