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	Southwest Texas Junior College

Service Staffing Assessment and Request
	To be completed by Director

	Complete this form to establish a new position or to justify adding additional staff in your service unit.  Please be as accurate and detailed as possible.  The information provided will be used to determine the most appropriate classification for the position and a job description if one is not available.  Contact the Administrative Services Office for assistance in completing this form.


	Name and Title of Person Completing Form:
	     

	Date


	     

	Department:
	     
	Phone
	     

	Proposed Title:
	     

	Job Duties:
	List the anticipated duties beginning with the most important.  Estimate the approximate percentage of time to be spent on each (total not to exceed 100%).  Using the four scales below, indicate the amount of experience you believe is needed to perform each duty, how often you perform each duty, who decides how and when to do each duty, and the importance of each duty to the functioning of your service unit.

	Experience Needed
	Frequency
	Discretion
	Importance

	1. Should be able to do on first day

2. Should be able to do at end of six months

3. Should be able to do at end of one or more years
	1. Once per semester/ year
2. Monthly
3. Weekly
4. Daily/almost daily
	1. Employee told how and when to perform duty
2. Employee told how to do

3. Employee told when, but decides how

4. Employee decides how and when
	1. Normal
2. High
3. Critical

	% of Time
	Duty/Task
	Experience
	Frequency
	Discretion
	Importance

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     


	What percentage of this position’s time should be spent in supervisory duties and who will they supervise?
	     

	List specific job related skills necessary in this position.

	     

	     

	List preferred and required educational credentials for this position.

	     

	     

	How much and what type of prior experience is necessary to perform the duties of this position?

	     

	     

	Why is this position necessary?  How is the work currently being done? 

	     

	     

	Please attach a copy of your departmental organizational chart indicating the location of the new position.  Also attach data to support the deficiency claim if available, such as industry staffing standards for your functional area.


I certify that to the best of my knowledge, the information submitted is correct and complete.

___________________________________


____________________________



     Signature






    Date
Revised 5/22/2008

