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Name:           Request for Classification – New Position 
    

Job Title:           Request for Reclassification 
    

Department:           Update of Position Description 
   

Supervisor:              
 Name      Title 

 (HR Office Use Only)   
Current Position Title:        Proposed Position Title:       

     
Current Position No.:        Proposed Position No.:       

     
Position Established:        Change Approved:    Yes           No 

     
Form 613 Reference #:        Date Approved:       

     
Audit Dates:       

     
  

(A)  Description of your Work:  List the specific tasks you perform.  Explain your most important task first.  Describe each 
task in terms of what you do, why you perform the task and how the task is performed. 

  
% of Time Task 
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(B) List the name and Job Title of those whom you supervise. 
                           
Name  Job Title  Name  Job Title 
  
                           
Name  Job Title  Name  Job Title 
  
                           
Name  Job Title  Name  Job Title 
  
                           
Name  Job Title  Name  Job Title 
  
                           
Name  Job Title  Name  Job Title 
  
                           
Name  Job Title  Name  Job Title 



California State University, San Bernardino    Human Resources Department 
 

Position Description 
 

[Position Desc.]  11/07/00  Page 3 

  
( C) Describe the kind and degree of supervision or direction, which you receive.  If different for your various tasks, explain 

for each task. 
       

 
 
 
 
 
 

  
(D) What regulations, procedures, manuals, precedents, or other such guides do you use in your work? 
       

 
 
 
 
 
 

  
(E) What aspects of your work requires an interpretation of regulations, procedures, manuals, etc.? 
       

 
 
 
 
 
 

  
(F) What skills, knowledge, abilities or special techniques are required in your work? 
       
  

 
 
 
 
 
 
 

(G) With whom in the College community and/or outside community, other than your supervisor of those you supervise, are 
you required, in the course of your work, to give information to or secure information from or interpret regulations, etc.? 

       
 
 
 
 
 
 

  
(H) State briefly what is done by the unit in which you work –  explaining how your job fits in with the other in the unit. 
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(I)  Other position on campus in which you have experience. 
       

 
 
 
 
 
 
 

  
  

 
 
 

     
Name of Employee  Signature of Employee  Date 
 
 
 

    

     
Name of Supervisor  Signature of Supervisor  Date 
 
 
 

    

     
Name of Department Head  Signature of Department Head  Date 
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