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ANALYST NOTE FORM

IDENTIFYING INFORMATION:

	Agency/University Name:
	Division/Section/Unit:


	Position Location:


	
	Position Number:
	

	Employee’s Name:


	
	Date of Contact:
	

	Supervisor’s Name:

	
	Supervisor’s Position Number:


	

	Date of Interview:
	

	Present Classification/Salary Grade/Competency Level:
	.

	Recommended Classification/Salary Grade/Competency Level:
	

	Analyst Signature:


	
	Date:
	


INSTRUCTIONS: This Analyst Note Form is intended to condense the information used in determining the overall classification level of a position. Focus on key functions and do not repeat any information detailed in the position description.

ORGANIZATIONAL PROFILE:  Discuss changes in the position since the last review and/or justification, and any organizational impact on other positions internal and external to the work unit.  Attach proposed organizational chart that reflects changes.
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DATA ANALYSIS:  Focus on key functions which determine the overall classification level of position in terms of appropriate allocation factors and appropriate comparisons.  If no position comparison(s) exists in your agency or university, compare with class concept(s).  For career banded positions, focus on key functions which determine the overall classification and complexity level of the position in terms of the appropriate competencies and appropriate comparisons.  If no position comparison(s) exists within your agency or university, compare with competency profile(s).

RECOMMENDATION:  Include conditions relevant to the recommendation, such as approved but flagged for restudy.
