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SUPPORT STAFF JOB RECLASSIFICATION REQUEST FORM 

You have the opportunity to review your job description for job function and/or job 

requirement changes. You are encouraged to review your job description. If you believe 

there is a significant change that would impact the responsibility level of your position 

and would warrant a review of your position, it is important for you to complete the 

following steps: 

Step 1 Complete the request, supplemental data form (see below) and 

attach any pertinent information. 

Step 2 Meet with Supervisor for review/discussion. 

Step 3 Supervisor must submit the Original Copy to the Human Resources 

Department before deadline. (Retain a copy for your records) 

SUBMISSION DEADLINE: FRIDAY, FEBRUARY 9, 2018 

 

REQUEST FOR JOB DESCRIPTION REVIEW 
(SUPPORT STAFF MEMBER COMPLETES) 

I request the opportunity to present additional information concerning my position, 
which I believe is relevant to the job description.  I have prepared this information on the 
Reclassification Supplemental Data Form. 
 

__________________________ _____                 ____________________________ 

Employee Signature      Date 

SUPERVISOR 

_______   I have met with the employee and reviewed the information provided.  I 

CONCUR and have provided additional clarification.  

 _______   I have met with the employee and reviewed the information provided.  I  DO 
NOT CONCUR and have provided additional clarification. 

 

_________________________________________   __________________                                    

Supervisor Signature                                  Date 
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SUPPORT STAFF JOB RECLASSIFICATION 
SUPPLEMENTAL DATA FORM 

 

Employee Name:  _______________________________ 
 

Position Title:   ________________________________________ 

 

Name of Supervisor: ________________________________________ 

 

I am submitting the following supplemental information in support of my 

request for review: 

Describe below, attaching additional pages, if needed, any pertinent information 
you believe supports this request for review. Information may include the 
following: 

 functions not included in your current job description  
 

 time spent completing the additional functions 
 

 the critical need for those functions 
 

 what you feel is your appropriate job title and why   
 

Keep a copy to review with your supervisor and forward the original copy to the 

Human Resources Department.  Following a discussion with your supervisor, 

he/she will forward the signed copies with any information he/she may feel is 

pertinent to the review. 

 

 

 


