Reclassification Questionnaire



UNDERGRADUATE ADVISOR

Employee Name        Date Completed      
Department Name       Dept Code     
Current Title Code      Current Payroll Title      
Name of person filling out questionnaire 
 FORMCHECKBOX 
 Same as above







 FORMCHECKBOX 
 Supervisor      






 FORMCHECKBOX 
 MSO/Other      

If this questionnaire has been completed by the Employee… 

Check here if the Supervisor has reviewed this document and supports the content:     FORMCHECKBOX 

How to complete this questionnaire

The below questions will help the Compensation Analyst determine the appropriate classification for your job.  Please complete the questions to the best of your ability.  Contact the Compensation Analyst for your department if you have any questions.

SCOPE

1.
Number of students in undergraduate majors (including double majors)
     
2.   Number of undergraduate FTE (total course enrollments)
     
3.   Number of undergraduate courses
     



4.
Number of undergraduate courses filled or overenrolled
     


5.
Number of degree & pre-professional programs and minors
     
6.   Number of undergraduate summer courses
     
7.   Number of undergraduate summer students
     


COMPLEXITY

1. How many total courses in your department fulfill one or more 


General Education Requirements?   
     
2.
Does your department have a pre-major?
yes  FORMCHECKBOX 

no   FORMCHECKBOX 

3. Does your department have entrance auditions and/or placement 


examinations? 
yes  FORMCHECKBOX 

no   FORMCHECKBOX 



4.
Please describe your role in connection with these requirements:




     
5. Are you responsible for recruiting, hiring and supervising:


a.  career staff?
yes  FORMCHECKBOX 

no    FORMCHECKBOX 
 


b.
peer advisors?
yes  FORMCHECKBOX 

no    FORMCHECKBOX 




6.
Are you responsible for any Payroll/Personnel On-Line System


(PPS) such as preparation, reviewing, or backup?
yes  FORMCHECKBOX 

no    FORMCHECKBOX 

7. Are you responsible for identifying and inviting honors students into


the department honors program?
yes  FORMCHECKBOX 

no   FORMCHECKBOX 

8.  
Are you responsible for nominating students for awards and honors?  yes  FORMCHECKBOX 
    no   FORMCHECKBOX 
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