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UAW POSITION AUDIT GUIDE
Office professional positions at Michigan Tech are classified based on the duties and responsibilities assigned and exercised.  While there are many reasons that employees should be recognized for their contributions to the University, classification is based solely upon the duties assigned to a position. Remember, it is the job, not the person being reclassified.  Some person related factors not taken into account when reclassifying the position are longevity, length of service, dedication, performance and working relationship with a supervisor. 

UAW contract language is subject to change each year.  For detailed, up to date language on the audit process see Article XIV of the UAW contract.  A copy of the UAW Contract is available on the web at http://www.admin.mtu.edu/hro/forms/UAWcontract2010.pdf. (Right click to open hyperlink) 
Please direct further questions about the audit process and completing the forms to the Human Resources Department.

A supervisor cannot just change a position to a new level.  According to UAW contract language the only way to change a position level is to go through the UAW audit process.  The UAW Position Audit Form must be completed by the employee.  A supervisor can encourage an employee to complete an audit, but the supervisor cannot fill out the form.  

It is the supervisor’s responsibility to review the information in the UAW Position Audit Form and verify its accuracy.  If the information listed on the form is not accurate, it should be addressed with the employee prior to submission of the form.  After reviewing and discussing the form with the employee the supervisor will complete the UAW Position Audit Supervisor Comments/Signature Form.

Should the audit process reveal that the employee is under classified, the University may either discontinue assigning the employee those duties and responsibilities found not to be inherent in her/his current classification, or reclassify her/him to the particular position determined by the audit process to be proper. If it is determined that a position is actually at a lower level it will be reclassified as such, however the employee’s salary will be maintained.  

Things to Consider When Filling out the Audit Form 
· The form and audit process are meant to look at a position as a whole, not the person in the position.
· Submitting an audit form to Human Resources initiates the audit process. Keep in mind if your position has changes only in one area it does not necessarily mean it is time for an audit.

· The primary duties may be seasonal in nature, that is, they change depending on the time of year or semester.  Be sure to bring this up during the audit interview.

· Throughout the audit form, please make sure to include those tasks that bring more complexity to your position due to volume.  If the complexity of your job is greater due to tasks that require you to deal with high volume (for example, payroll, processing forms, dealing with large numbers of customers), include this information when answering questions.  
· When filling out the form, check the box(es) that represent the majority of your duties and responsibilities.  Do not check boxes for things you only do occasionally.
After Forms are Submitted to Human Resources

The next step in the process is an audit interview with a designee from Human Resources along with the employee and their supervisor to gather additional information about the position.  Specific questions will be asked about knowledge, skills, and responsibilities referenced in the audit form.  You are encouraged to bring samples of your work with you to the interview.  
The interview is your opportunity to clarify, elaborate, and explain your position and responsibilities in an informal setting.  There may be occasions where calls will be made to contacts/departments with whom you interact to substantiate information on your audit form.
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UAW POSITION AUDIT FORM

	Position Title:
	     
	Current UAW Level:
	     

	Name:
	     
	Phone:        
	

	Reports to (Title):
	     

	Department:
	     
	Date:      
	


Click on the appropriate box(es) below.
This reclassification request is based upon changes in the position as a result of: 

 FORMCHECKBOX 
 Evolution of responsibilities over time
 FORMCHECKBOX 
 Reorganization of positions or responsibilities
 FORMCHECKBOX 
 Transfer or re-delegation of duties and/or responsibilities from another position(s)
Significant changes in the position are reflected in one or more of the following areas:

 FORMCHECKBOX 
 Supervisory responsibility
 FORMCHECKBOX 
 Knowledge and skills required to perform the job
 FORMCHECKBOX 
 Scope of assignments/responsibilities
 FORMCHECKBOX 
 New functions not previously performed in the unit
 FORMCHECKBOX 
 Complexity of problems or assignments

[image: image3]Describe six to 10 of your job responsibilities by starting with what you feel is most important in your job.  Please also explain each duty in detail.  Place an ‘X’ in the box for the frequency of each duty/responsibility.  The text box will expand as more room is required.  
Also indicate if a duty or responsibility is new since your last position review or since you entered the position.
Consider the areas and topics below when compiling your primary duties and responsibilities.

· Accounting

· Advancement activities

· Affirmative Programs

· Annual reports

· Back-up for others in my office

· Budget

· Committees

· Correspondence

· Course information

· Customer service

· Equipment/Technology acquisition

· Faculty and/or staff applications

· Finance

· Graduate students

· Human Resources

· Marketing

· Payroll

· Proofread for errors

· Publications

· Purchasing

· Research Accounting

· Report preparation

· Research proposals

· Special events

· Special projects (ongoing expectations of position)

· Specialized duties

· Student Records (undergraduate and graduate student information)

· Training activities

· Travel

· Undergraduate students

Duty/Responsibility   FORMCHECKBOX 
  Place an X here if this is a new duty since last review or since you entered the position

     
Frequency:       Daily
Weekly
Monthly
Semester    Yearly

                      FORMCHECKBOX 
         FORMCHECKBOX 
         FORMCHECKBOX 
          FORMCHECKBOX 
            FORMCHECKBOX 

Duty/Responsibility   FORMCHECKBOX 
  Place an X here if this is a new duty since last review or since you entered the position

     
Frequency:       Daily
Weekly
Monthly
Semester    Yearly

                      FORMCHECKBOX 
         FORMCHECKBOX 
         FORMCHECKBOX 
          FORMCHECKBOX 
            FORMCHECKBOX 

Duty/Responsibility   FORMCHECKBOX 
  Place an X here if this is a new duty since last review or since you entered the position

     
Frequency:       Daily
Weekly
Monthly
Semester    Yearly

                      FORMCHECKBOX 
         FORMCHECKBOX 
         FORMCHECKBOX 
          FORMCHECKBOX 
            FORMCHECKBOX 

Duty/Responsibility   FORMCHECKBOX 
  Place an X here if this is a new duty since last review or since you entered the position

     
Frequency:       Daily
Weekly
Monthly
Semester    Yearly

                      FORMCHECKBOX 
         FORMCHECKBOX 
         FORMCHECKBOX 
          FORMCHECKBOX 
            FORMCHECKBOX 

Duty/Responsibility   FORMCHECKBOX 
  Place an X here if this is a new duty since last review or since you entered the position

     
Frequency:       Daily
Weekly
Monthly
Semester    Yearly

                      FORMCHECKBOX 
         FORMCHECKBOX 
         FORMCHECKBOX 
          FORMCHECKBOX 
            FORMCHECKBOX 

Duty/Responsibility   FORMCHECKBOX 
  Place an X here if this is a new duty since last review or since you entered the position

     
Frequency:       Daily
Weekly
Monthly
Semester    Yearly

                      FORMCHECKBOX 
         FORMCHECKBOX 
         FORMCHECKBOX 
          FORMCHECKBOX 
            FORMCHECKBOX 

Duty/Responsibility   FORMCHECKBOX 
  Place an X here if this is a new duty since last review or since you entered the position

     
Frequency:       Daily
Weekly
Monthly
Semester    Yearly

                      FORMCHECKBOX 
         FORMCHECKBOX 
         FORMCHECKBOX 
          FORMCHECKBOX 
            FORMCHECKBOX 

Duty/Responsibility   FORMCHECKBOX 
  Place an X here if this is a new duty since last review or since you entered the position

     
Frequency:       Daily
Weekly
Monthly
Semester    Yearly

                      FORMCHECKBOX 
         FORMCHECKBOX 
         FORMCHECKBOX 
          FORMCHECKBOX 
            FORMCHECKBOX 

Duty/Responsibility   FORMCHECKBOX 
  Place an X here if this is a new duty since last review or since you entered the position

     
Frequency:       Daily
Weekly
Monthly
Semester    Yearly

                      FORMCHECKBOX 
         FORMCHECKBOX 
         FORMCHECKBOX 
          FORMCHECKBOX 
            FORMCHECKBOX 

Duty/Responsibility   FORMCHECKBOX 
  Place an X here if this is a new duty since last review or since you entered the position

     
Frequency:       Daily
Weekly
Monthly
Semester    Yearly

                      FORMCHECKBOX 
         FORMCHECKBOX 
         FORMCHECKBOX 
          FORMCHECKBOX 
            FORMCHECKBOX 


[image: image4]
Place an ‘X’ in the box that best fits the position’s decision making responsibilities.
This position’s duties and responsibilities:

 FORMCHECKBOX 
 are carried out according to straightforward and standardized policies, procedures, precedents, etc.  There may be an occasional need for me to exercise judgment in selecting alternative courses of action.

 FORMCHECKBOX 
 regularly require interpretation of policies, procedures, precedents, etc. which are appropriate to selecting alternative courses of action.

 FORMCHECKBOX 
 are governed by relatively complex standards and guidelines.  I must regularly exercise independent judgment in selecting alternative courses of action or in making decisions.

Provide example(s) of the decisions you made in this position.

     
Provide example(s) of the decisions you refer to your supervisor.
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Place an ‘X’ in the box that most closely describes the impact of the position’s actions.
 FORMCHECKBOX 
 Decisions made about operations, financial resources and/or people affect a small work group or project team within the department
 FORMCHECKBOX 
 Recommendations or decisions are made about operations, financial resources, and/or people/customers usually affect the entire department
 FORMCHECKBOX 
 Recommendations or decisions made about operations, financial resources, and/or people/customers usually affect the department, but may at times affect operations, services, individuals, or activities of others outside of the department
 FORMCHECKBOX 
 Decisions or recommendations made about operations, financial resources, and/or people/customers routinely affect the activities of the University
Provide example(s) to support your selections for scope of judgment.
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Place an ‘X’ in the box that best fits the work direction this position receives. 
 FORMCHECKBOX 
 Supervisor is present and assigns and reviews work, addresses expectations, and answers operational questions.  Job responsibilities are generally addressed by systems, procedures and standard rules of operation.
 FORMCHECKBOX 
 Supervisor is available to organize work set priorities and objectives, and assist in problem resolution.  Job responsibilities are guided by some systems, procedures and broad guidelines.
 FORMCHECKBOX 
 Supervisor sets objectives and receives advice and input as needed.  Job responsibilities are directed by precedent, policy or generally accepted principles.
 FORMCHECKBOX 
 Supervisor provides general direction for setting objectives.  Job responsibilities are directed by policy and organizational objectives.

 FORMCHECKBOX 
 Employee independently establishes goals and objectives.  Job responsibilities involve recommending policy and significant policy exceptions.
Provide example(s) for your selection for independence of action.

     

[image: image7]
Place an ‘X’ in the box that best fits this position’s scope of supervision. 
 FORMCHECKBOX 
 This position has no supervisory responsibility.
 FORMCHECKBOX 
 This position is responsible for instructing and directing the work of a small number for students or temporary staff.  
 FORMCHECKBOX 
 This position is responsible for instructing and directing the work of a large number (greater than five) of students or temporary staff.  
 FORMCHECKBOX 
 This position is responsible for instructing and directing the work of regular employee(s) in a lower classification or for the work of a larger number of students and temporary staff members
 FORMCHECKBOX 
 This position is responsible for instructing and directing the work of a large number (greater than five) of students and regular employee(s).  

Provide example(s) for your selection for scope of supervision.

     

[image: image8]
Place an ‘X’ in the box that best fits the scope of contacts/customer service for this position. 
 FORMCHECKBOX 
 Occasionally exchange/interpret information with a limited set of contacts.

 FORMCHECKBOX 
 Frequently exchange/interpret information with a limited set of contacts.

 FORMCHECKBOX 
 Occasionally exchange/interpret information with a diverse set of contacts.

 FORMCHECKBOX 
 Frequently exchange/interpret information with a diverse set of contacts.

 FORMCHECKBOX 
 Occasionally resolve complex problems and/or coordinate projects with a limited set of customers.

 FORMCHECKBOX 
 Frequently resolve complex problems and/or coordinate projects with a limited set of customers.

 FORMCHECKBOX 
 Occasionally resolve complex problems and/or coordinate projects with a diverse set of customers.

 FORMCHECKBOX 
 Frequently resolve complex problems and/or coordinate projects with a diverse set of customers.

Provide example(s) for your selection for scope of contact/customer service.

     

[image: image9]
Software is an integral part of office professional positions on campus, but since it is used so frequently, it is easy to forget how various software packages are used. When completing this section, indicate how you use software or technology when performing the duties and responsibilities of your position.  Software or technology that is unique or exclusive to your department will need to be explained in detail.
Place an ‘X’ in the box that best fits the software (or other technology) skills for this position.
 FORMCHECKBOX 
 This position requires fundamental abilities in standard office software packages.
 FORMCHECKBOX 
 This position requires advanced abilities in standard office software packages.

 FORMCHECKBOX 
 This position requires advanced abilities in standard office software packages and ability to utilize specialized software packages.
Provide example(s) for your selection for software (or other technology) skills.

     
Employee’s Signature

I certify that the information given in this document is accurate and complete.

	Signature:
	
	Date:
	


[image: image10.png]



UAW POSITION AUDIT SUPERVISOR COMMENTS/SIGNATURE FORM

Please complete the questions below based on the position that is being audited.  The text boxes will expand as they are completed.
What do you consider the most important aspects of this position?

     

 

What do you consider the most important qualifications of an employee in this position?

     

 

Please provide any additional information that will provide a more complete picture of this position.

     
 

Please comment on the type and extent and supervision that you provide to the employee in this position.  To what extent does the incumbent make his or her own priorities?  Do they take actions that are not approved by others?

     

 

Give examples of problems that the employee would be asked to deliberate upon and solve during the course of performing duties.  Give some examples of decisions that the employee is authorized to make without your prior review.

     
Any additional information
     
Supervisor’s Signature
I certify that I have reviewed the information in the UAW Position Audit Form and completed this Supervisor form with the best of my knowledge regarding the position.
	Signature:
	
	Date:
	


Financial Manager Approval (needed only if the supervisor does not have budget authority over the position)

I certify that I am aware of the request for an audit.

	Signature:
	
	Date:
	


PRIMARY DUTIES AND RESPONSIBILITIES	





DECISION MAKING 





INDEPENDENCE OF ACTION





SCOPE OF SUPERVISION – Responsibility for directing others.  Functional supervision includes the assigning of duties and tasks, but not responsibility for hiring, firing, or disciplinary matters.  








SCOPE OF CONTACTS/CUSTOMER SERVICE  








SOFTWARE (OR OTHER TECHNOLOGY) SKILLS














SCOPE OF JUDGEMENT
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