STAFF JOBS TOOLKIT:

Enabling the New
Staff Jobs Structure




Today’s Topic

Today we are talking about the
Staff Jobs Toolkit and its:

* Purpose
- and -
= Components STAFF JOBS



TOOLKIT PURPOSE

Purpose: to provide the tools and information needed to enable full
use of the new Staff Job Structure (previously called the GGS structure)

= Career Development Support
= Help managers and employees better visualize career paths

= Job Documentation

= With the move to more generic job titles, existing job documentation needed to be addressed
(job titles condensed from 5,000 to 700)

= Not realistic to develop one job description for all job incumbents using the old job
description format (result: job descriptions inaccurate for many positions)

Hmm...how
can we make
it better?
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OLD Job Description Format

TUNIVERSITY OF MISSOURI SYSTEM 2 GLOEBAL JOE DESCRIFTION
= All information on the old job e m— e
. : : e ”» Basic Function & Responsibilities:
d escrl ptl O n IS flxed :::.eet, gee::nd pru:.;:]:jnmaﬁmhciﬁmtﬁﬁors while performing light clarical and office maintenance duties,

Essential Fonetions (top five critical fonetions):

= Greet visitors, give directions, answer guestions and provids information,
= Answer telephone, route calls, answer rontine ingniries and taks meszages.
»  Perform light typing/word processing duotiss.

» “One size fits all” approach | S

= The same job description was used SR o ppreprte s s o depment e
for all incumbents in a title, even if the Sepervson Bxrcoed
duties described did not accurately m:;;i
reflect the work performed by all Bt it o e e S o e

and abilities can be acquired is necessary.
Ability to type may be necazzary depending upon the position available,
Ability to establish and maintain effective relationships with persons contacted in the course of the work is necessary.

Enowledge, Skills, & Abilities:

Supersedes:

Tedical Reoo:ds Transcriptionist; 525 - Office Support Assistant; roi0 — Secretary

|“r.'35 Clerk IT; 2780 - Clark Typist IT; %1.96 Veterinary Samples Aszistant; 3410 - DentalespensaryCﬂerk G343 — |




TOOLKIT COMPONENT Descriptions

Job Generic statement outlining the nature of work (by title groupings within job families)
Y = Defines the type of work performed without regard to the level at which it is performed
Work
Criteria that describes the level at which the work is performed, and sets the minimum
requirements (grouped by job family and job sub function)
Non-Leadership Criteria Leadership Criteria
Job Leveling = Education, experience and certification(s) = Education, experience and certification(s)
] = Knowledge » Knowledge, role and responsibilities
Guides * Scope » Scope
* |ndependence » Leadership
* |Impact * |Impact
= Pulls the “fixed” information from the Job Nature of Work and Job Leveling Guides into a
template to facilitate the creation of Position Descriptions
» PDTs o = Department adds the “flexible” job information (must fit within the parameters set by
Position Description i
Templates TR
= Specific job tasks (top 5 Essential Functions)
» Preferred requirements (if applicable)
Job Visualizations of career trajectories by job family
Hierarchies = Aid for career development discussions
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Job
Nature of
Work

“Fixed”
information
on

PDT’s

Job
Leveling
Criteria

“Flexible”
information
added by
department

TOOLKIT COMPONENT Interactions

“Fixed”
information
on

PDT’s

Position
Description



NEW PD Format

= The Nature and Level of work

are “fixed” (as set by the Nature of
Work and Leveling Guide for the job)

= Departments are able to define
the Essential Functions and
Preferred Qualifications

* The minimum level of
Supervision (both received and =

exercised), Minimum
Qualifications and KSAs are
also “fixed” (as set by the Leveling
Guide for the job)




TOOLKIT COMPONENT Interactions

» The Job Hierarchies charts provide
visual “maps” of potential career
paths

= The Staff Jobs Toolkit
documentation is designed for easy
reference and comparison of jobs
across job families by level,
category and job title groupings to
further support career planning

Job Nature
of Work

Job
Leveling
Guides

Career
Planning
Support

Job
Hierarchies
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