

IAB PD Request Form – MyUA Formatting

	JUSTIFICATION FOR THE ACTION

	Type of action requested:*
	Choose One:
Temporary Pool
New Position
Modification

	Reason for request:*
	Choose One:
Recruitment
Update/Reclassification
Temporary Pool

	Recruitment Reason:*
	Choose One:
Temporary Help
New Position
Resignation
Termination
Leave Coverage
Restructure
Family Medical Leave
Other

	Justification for the Position:*
	<Please give the reasons why this position is being created/reclassified.>

	POSITION DETAILS

	Supervisor:
	 

	Time Sheet Approver: 
	

	Position number:
	

	Working Title:*
	

	Position type:*
	Choose One:
Adjunct Faculty
Crafts and Trades
Faculty Full-time
Faculty Part-time
Graduate Student Worker
Marine Worker
Officer/Senior Administrator
Post Doc
Staff Full-time
Staff Part-time
Student Employee
Temporary

	Appointment Type:*
	Choose One:
Regular
Term-Funded 
Temporary
Tenure-track
Non Tenure-track

	Recruitment process:*
	UAF Recruitment Process

	Will this position perform supervisory duties?:*
	Choose One:
Yes
No 

	Will this position operate as a Second Line Supervisor?:*
	Choose One:
Yes
No 

	Will this position act as a lead for employees?:*
	Choose One:
Yes 
No

	Lead or supervisory duties are _____ to the work of the position.:
	Choose One:
Primary
Incidental

	Direct Subordinate PCN(s): separate PCNs with a semi-colon:
	

	Will this position perform timesheet approval duties?:*
	Choose One:
Yes
No 

	 
	A Time Sheet Approver can be a supervisor/ lead or other employee with reasonable knowledge of the work performed that is in at least a peer position or higher 

	Will this position perform Payroll/Personnel Assistant (PPA) or Cost Center Clerk (CCC) duties?:*
	No 

	Is this a confidential position?:*
	Choose One:
Yes
No 

	 
	If you have questions about determining confidential employee status please contact IAB HR. 

	Area:*
	This is assigned based on the location of the work assignment.

	Grade:
	

	MAU:* 
	University of Alaska Fairbanks 

	Division:* 
	UAF Vice Chancellor for Research 

	School:* 
	Institute of Arctic Biology 

	Department:*
	

	Team:*
	

	TKL:
	T215 (IAB)
T216 (IAB-Toolik)

	Job Location:*
	

	Classification:*
	 

	FLSA Exemption Status:
	This is assigned based on the job classification.

	JOB DUTIES
% of time Duties / Responsibilities / Essential or Marginal 

<Sample Formatting:
10 / Travel management. Coordinates travel paperwork for staff for travel between Fairbanks and research site(s). Travel functions include preparing travel authorizations, encumbering funds for travel, and preparing and submitting TERs for staff travel. / Essential >

##% / Duties to be performed / (Essential or Marginal?)
##% / Duties to be performed / (Essential or Marginal?)
##% / Duties to be performed / (Essential or Marginal?)
##% / Duties to be performed / (Essential or Marginal?)
##% / Duties to be performed / (Essential or Marginal?)
##% / Duties to be performed / (Essential or Marginal?)
##% / Duties to be performed / (Essential or Marginal?)

	Knowledge/Skills/Abilities:*
	Knowledge, skills, and abilities required for this position. If there are any preferred K/S/A’s, then please note them with PREFERRED.

	Required Experience:*
	Required experience for this position. If there is any preferred experience, then please note it with PREFERRED.

	Typical Education or Training:*
	Typical Education or training required for this position. If there is any preferred education or training, then please note it with PREFERRED.

	Advertising summary:*
	

	 
	Please provide a brief description of your department and pertinent job information not listed in the duties and KSAs. (This will be completed by IAB HR if not provided by the PI/supervisor.)

	Describe budget responsibility of this position. Check all that apply:*
	__Is Responsible for authorizing expenditures
__Monitors fiscal activity
__Maintains budget and fiscal records
__Develops budget
__Manages overall budget
__Forecasts expenditures
__Other
__None

	Budget size (annual):
	

	If 'Responsible for authorizing expenditures' please indicate amount:
	

	If 'Other' please provide details:
	

	PEER POSITIONS

	Peer Positions (list PCN-Job Title-Incumbent - separate entries with a semi-colon):
	

	LABOR DISTRIBUTION

	Fund:*
	

	Org:*
	

	Percentage 1:*
	

	Fund 2:
	

	Org 2:
	

	Percentage 2:
	

	Fund 3:
	

	Org 3:
	

	Percentage 3:
	

	POSITION REQUIREMENTS

	Physical demands:*
	Check All That Apply:
[image: https://admin.dc4.pageuppeople.com/v5.3/provider/_images/icon_checkbox.gif]Balancing
[image: https://admin.dc4.pageuppeople.com/v5.3/provider/_images/icon_checkbox.gif]Climbing
[image: https://admin.dc4.pageuppeople.com/v5.3/provider/_images/icon_checkbox.gif]Crouching/Stooping
[image: https://admin.dc4.pageuppeople.com/v5.3/provider/_images/icon_checkbox.gif]Feeling/Handling
[image: https://admin.dc4.pageuppeople.com/v5.3/provider/_images/icon_checkbox.gif]Pulling/Pushing
[image: https://admin.dc4.pageuppeople.com/v5.3/provider/_images/icon_checkbox.gif]Repetitive movement
[image: https://admin.dc4.pageuppeople.com/v5.3/provider/_images/icon_checkbox.gif]Speaking
[image: https://admin.dc4.pageuppeople.com/v5.3/provider/_images/icon_checkbox.gif]Standing
[image: https://admin.dc4.pageuppeople.com/v5.3/provider/_images/icon_checkbox.gif]Walking/Running
	[image: https://admin.dc4.pageuppeople.com/v5.3/provider/_images/icon_checkbox.gif]Carrying
[image: https://admin.dc4.pageuppeople.com/v5.3/provider/_images/icon_checkbox.gif]Crawling
[image: https://admin.dc4.pageuppeople.com/v5.3/provider/_images/icon_checkbox.gif]Driving
[image: https://admin.dc4.pageuppeople.com/v5.3/provider/_images/icon_checkbox.gif]Keyboarding
[image: https://admin.dc4.pageuppeople.com/v5.3/provider/_images/icon_checkbox.gif]Reaching
[image: https://admin.dc4.pageuppeople.com/v5.3/provider/_images/icon_checkbox.gif]Sitting
[image: https://admin.dc4.pageuppeople.com/v5.3/provider/_images/icon_checkbox.gif]Squatting
[image: https://admin.dc4.pageuppeople.com/v5.3/provider/_images/icon_checkbox.gif]Twisting/Bending
[image: https://admin.dc4.pageuppeople.com/v5.3/provider/_images/icon_checkbox.gif]Writing
[image: https://admin.dc4.pageuppeople.com/v5.3/provider/_images/icon_checkbox.gif]None

	Environmental and Hazardous Conditions:*
	Check All That Apply:
[image: https://admin.dc4.pageuppeople.com/v5.3/provider/_images/icon_checkbox.gif]Animals/Wildlife
[image: https://admin.dc4.pageuppeople.com/v5.3/provider/_images/icon_checkbox.gif]Close/Cramped Quarters
[image: https://admin.dc4.pageuppeople.com/v5.3/provider/_images/icon_checkbox.gif]Disease
[image: https://admin.dc4.pageuppeople.com/v5.3/provider/_images/icon_checkbox.gif]Electrical Hazards
[image: https://admin.dc4.pageuppeople.com/v5.3/provider/_images/icon_checkbox.gif]Fire Hazards
[image: https://admin.dc4.pageuppeople.com/v5.3/provider/_images/icon_checkbox.gif]Indoor Temperature Extremes
[image: https://admin.dc4.pageuppeople.com/v5.3/provider/_images/icon_checkbox.gif]Moving Machinery/Heavy Equipment
[image: https://admin.dc4.pageuppeople.com/v5.3/provider/_images/icon_checkbox.gif]Noise
[image: https://admin.dc4.pageuppeople.com/v5.3/provider/_images/icon_checkbox.gif]Radiation
[image: https://admin.dc4.pageuppeople.com/v5.3/provider/_images/icon_checkbox.gif]Vibration
[bookmark: _GoBack][image: https://admin.dc4.pageuppeople.com/v5.3/provider/_images/icon_checkbox.gif]Weather Extremes
	[image: https://admin.dc4.pageuppeople.com/v5.3/provider/_images/icon_checkbox.gif]Chemicals
[image: https://admin.dc4.pageuppeople.com/v5.3/provider/_images/icon_checkbox.gif]Darkness/Poor Lighting
[image: https://admin.dc4.pageuppeople.com/v5.3/provider/_images/icon_checkbox.gif]Dust/Fumes
[image: https://admin.dc4.pageuppeople.com/v5.3/provider/_images/icon_checkbox.gif]Explosives
[image: https://admin.dc4.pageuppeople.com/v5.3/provider/_images/icon_checkbox.gif]Heights
[image: https://admin.dc4.pageuppeople.com/v5.3/provider/_images/icon_checkbox.gif]Mechanical Hazards
[image: https://admin.dc4.pageuppeople.com/v5.3/provider/_images/icon_checkbox.gif]Near-Continuous Use of Video Display Terminal
[image: https://admin.dc4.pageuppeople.com/v5.3/provider/_images/icon_checkbox.gif]Pathogens
[image: https://admin.dc4.pageuppeople.com/v5.3/provider/_images/icon_checkbox.gif]Traffic
[image: https://admin.dc4.pageuppeople.com/v5.3/provider/_images/icon_checkbox.gif]Violence
[image: https://admin.dc4.pageuppeople.com/v5.3/provider/_images/icon_checkbox.gif]Normal Office Environment

	Additional Physical Demands:
	<List any additional physical demands of the position here>

	Lifting Demands:
	Choose One:
Up to 25 pounds
Up to 50 pounds 
Up to 75 pounds
Up to 100 pounds

	Frequent Travel:*
	Choose One:
Yes
No 

	Travel Procard:*
	Choose One:
Yes
No 

	Department Procard (non-travel):*
	Choose One:
Yes
No 

	Will this position work with minors?:*
	Choose One:
Yes
No
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