POSITION REVIEW REQUEST

TO:  Supervisor/Team Leader

Please complete this form to establish new duties or change position duties.

1. Describe new/changed duties by writing a major duty(ies) statement and attaching to this request. 

NOTE:  Be sure to identify the percentage(s) of time (out of the full-time position) it will take to perform the new/changed duties.

2. Describe the mission and function statements with which these new/changed duties most closely align:

3. Identify the employee, if any, currently held responsible for performing these duties:

4. If higher level duties are being assigned from one position to another, due to a management directed action, do you need to look at the possibility of downgrading the eroded position?

YES                 NO       
If no, please explain:

5. Are these duty changes in any way influenced or a result of an employee performance problem?

YES                NO        
If yes, please explain:

6. Are you requesting these changes because the volume of work for these type of duties has increased significantly and you need more than one full-time position to accomplish?

YES                  NO      

7. Are you requesting these changes because you cannot replace a staff member?

YES                   NO      
If yes, please explain staff losses/changes:

8. Have you checked with an HR Representative to confirm that this employee meets Office of Personnel Management qualifications for the new position?

YES                   NO      

                                                                                                                              

Signature                                                                                                Date

