	File No.:
	     

	Position No.:

	     

 AUTOTEXTLIST  \* MERGEFORMAT 

	Job Code:
	     

	RCUH Pay Range:
	     

	FLSA:
	     

	EEO Cat.:
	     

	WC Classification:
	     

	Effective Date:
	     


Job Title
Project Name

I. Summary of Duties:  Regular,      
, RCUH Non-Civil Service position with the Project Name, located in      
.  Continuation of employment is dependent upon program/operational needs, satisfactory work performance, availability of funds, and compliance with applicable Federal/State laws.

     

II. SCOPE OF POSITION:
A.
Reports to:
Principal Investigator, (     )

B.
Supervises:
     

C.
Budgetary and/or Fiscal Responsibilities:

     
	Direct:
	Amt.
	Indirect:
	Amt.

	Salary
	     
	Salary
	     

	Fringes
	     
	Fringes
	     

	Equipment
	     
	Equipment
	     

	Other
	     
	Other
	     


D. Signature Authorities:

	X
	Type of Action
	Defined Limitations

	 FORMCHECKBOX 

	Personnel Actions
	     

	 FORMCHECKBOX 

	Time Reports & Payroll Actions 
	     

	 FORMCHECKBOX 

	Purchasing Actions
	     

	 FORMCHECKBOX 

	Receiving Reports/Communications
	     

	 FORMCHECKBOX 

	Receiving Supplies/Services
	     


E. Level of Interaction:
       
III. MAJOR DUTIES & RESPONSIBILITIES | List 6-8 duties in order of importance, not by % values |  FORMCHECKBOX 
 + bold text = “primary duty” |  FORMCHECKBOX 
 = Essential Job Function:

     % FORMCHECKBOX 
1.


     % FORMCHECKBOX 
2.


     % FORMCHECKBOX 
3.


     % FORMCHECKBOX 
4.


     % FORMCHECKBOX 
5.


     % FORMCHECKBOX 
6.


     % FORMCHECKBOX 
7.


     % FORMCHECKBOX 
8.
Performs other duties as assigned.

IV. PRIMARY QUALIFICATIONS:
A. Education/Training:

B. Experience:


C.
Knowledge:


D.
Abilities and Skills:

E. Physical and/or Medical Demands:

F. Policy and/or Regulatory Requirements:  As a condition of employment, employee will be subject to all applicable RCUH policies and procedures and, as applicable, subject to University of Hawai‘i's and/or business entity's policies and procedures.  Violation of RCUH's, UH's, or business entity's policies and/or procedures or applicable State or Federal laws and/or regulations may lead to disciplinary action (including, but not limited to possible termination of employment, personal fines, civil and/or criminal penalties, etc.).
V. SECONDARY QUALIFICATIONS:

VI. REVIEWED BY INCUMBENT OF POSITION:  This position description is a summary of job functions, responsibilities and qualifications.  These designations of functions are subject to change as needs dictate.
Signature of Employee






Date


Print Name

JOB DESCRIPTION REVIEWED WITH THE INCUMBENT:
Signature of Supervisor or RCUH HR Representative


Date

---------------------------------------------------------------------------------------------------------------------

Note:  This sheet is attached to the position description.  This page will be maintained with your file copy of the official installation date of the position description.

PREPARED/RECOMMENDED AND SUBMITTED BY:
________________________________________
____________________

Principal Investigator




Date

CLASSIFICATION:
Exempt/Non-Exempt

RCUH Pay Range:
PR-     
	Factor
	Slotting
	Points

	Know How
	
	

	Accountability
	
	

	Problem Solving
	
	


***********************************************************************************************

APPROVED BY:
_____________________________________

__________________

Director of Human Resources or Designee

Date

ATTACHMENT 1
Completed by:
Bulletin Board Posting Draft:

RCUH Website Draft:

Hire Net Hawai‘i Draft:

Job Title – ID# ___. Project Name. Regular,      
, RCUH Non-Civil Service position with the Project Name, located in      
.  Continuation of employment is dependent upon program/operational needs, satisfactory work performance, availability of funds, and compliance with applicable Federal/State laws.     . 
 Minimum Monthly Salary:       Duties:      
 Primary Qualifications: Education/training:      
 Experience:      
  Abil/Know/Skills:      
  Physical/Medical Requirements:      
. POLICY AND/OR REGULATORY REQUIREMENTS:  As a condition of employment, employee will be subject to all applicable RCUH policies and procedures and, as applicable, subject to University of Hawai‘i's and/or business entity's policies and procedures.  Violation of RCUH's, UH's, or business entity's policies and/or procedures or applicable State or Federal laws and/or regulations may lead to disciplinary action (including, but not limited to possible termination of employment, personal fines, civil and/or criminal penalties, etc.).  Secondary Qualifications:      
 Inquiries:      
. Application Requirements:  Please go to www.rcuh.com and click on “Job Postings.” You must submit the following documents online to be considered for the position: 1) Cover Letter, 2) Resume, 3) Supervisory References, 4) Copy of Degree(s)/Transcript(s)/Certificate(s). All online applications must be submitted/received by the closing date (11:59 P.M. Hawai‘i Standard Time/RCUH receipt time) as stated on the job posting. If you do not have access to our system and the closing date is imminent, you may send additional documents to rcuh_employment@rcuh.com. If you have questions on the application process and/or need assistance, please call (808)956-8344 or (808)956-0872.  CLOSING DATE:       .  
RCUH’s mission is to support the research and training programs of the University of Hawai‘i and to enhance research, development, and training generally in Hawai‘i. 
Equal Opportunities Employer – Minorities/Women/Disability/Veteran.
HSA Draft:

(POSITION) – ID#      
Regular, F/T or P/T (if PT      % FTE) position w/ (Project) in (location).  Duties:      . Requires:      .   Inquiries:      . Closing:      . Min Sal: $     . 
�PAGE \# "'Page: '#'�'"  �� Project Name = Parent Organization, then Subsidiary Unit (i.e., RCUH – Human Resources)


�PAGE \# "'Page: '#'�'"  �� Full Time or Part Time (if Part Time what is FTE %)


�PAGE \# "'Page: '#'�'"  �� City, State (if not Hawaii, identify City, State, and/or Country)


�PAGE \# "'Page: '#'�'"  ��Summary of Major Duties & Responsibilities.  This will be advertised in the job posting. (This is a paragraph 5-12 sentences.)


�PAGE \# "'Page: '#'�'"  �� Principal Investigator (UH Researcher or State Official who is PI of record.) and Immediate Supervisor (name of individual who is directly supervising this position.  Supervision refers to the ability to hire, fire, discipline, and evaluate the employee. This may be an RCUH Employee.)


�PAGE \# "'Page: '#'�'"  ��Who this position is directly supervising. Supervision refers to the ability to hire, fire, discipline, and evaluate the employee. List Job Title and number of people supervised per job title.


�If this position has any budgetary/fiscal responsibility, please provide information with approximate numbers. “Direct” refers to positions that have primary responsibility for financial impact.


�This section refers to delegated authorities from the PI. If this employee will be delegated signature authority, please check  boxes that will apply. Specify any limitations.


�This section describes work environment/pace of work, interactions with others (internal and/or external staff, types, levels within the organization), and behavioral qualities that the incumbent should have (such as “good communication”).  Include the level of supervision this position receives.  This section may contain other aspects of the job, which do not fit in the Major Duties & Responsibilities or Minimum Qualifications sections of the job description.


�Please list the duties for this position. There must be at least one primary duty and at least one essential job function. A primary duty is the main/most important job duty the employee will perform, whereas an essential job function is the work that the employee must perform on their own or with reasonable accommodation. Please identify the primary duties by bolding them. After you figure out which ones are primary versus essential, please indicate the % value (increments of 5). The percentage value will indicate how long the employee will perform a duty in a given work day. All duties should add up to 100%. 


�This duty is mandatory and included in all standard job descriptions. Please note the percentage value for this duty can be between 0-10%, and CANNOT be marked as an essential job function or primary duty.


�Indicate the minimum Education/Training requirement that the employee must meet to perform the duties above.  For example, �PAGE \# "'Page: '#'�'"  �� Ph.D., Masters, Bachelors Degree, Associates Degree, or High School.  This is also where we identify any type of Certifications, License, or other specialized training.  If “Equivalency or Substitutions” are allowed for Degrees, list it here (i.e., Associates Degree and 6 years of experience will substitute for Bachelors Degree).


�Experience should be stated in a “range” of years (i.e., 0-1, 1-3, 2-4, 3-5, 5-7, 7-10, 10 or more).  Define any specialized experience, i.e., “Experience must include 1-3 years of supervisory experience”.


�This section lists�PAGE \# "'Page: '#'�'"  �� specific areas of expertise.  For example, Accounting Principles, Technical Editting, Scientific Writing, Graphic Arts/Design, Principles of Negotiating Contracts, etc.   Include “degree or level of talent”, Basic, Working, Strong, or Proficient.


�Please specify what types of abilities/skills this job requires. Use specific and measurable factors (consider how you want to screen applicants). Specify general abilities or demonstrated skills needed to perform the work. Please specify any certifications, trainings, licenses, etc. that may be required before or after hire.


��PAGE \# "'Page: '#'�'"  ��Please specify if there are any Physical and/or Medical requirements of the job.  For example, the ability to hike in strenuous conditions or have periodic physical examinations.


�This section describes skills and qualifications that would enhance the ability to do the job, but are not required. You may also list other qualifications that are inappropriate for the Minimum Qualifications (i.e. "Familiar with UH and/or RCUH policies and procedures."). This section can be helpful with screening to identify the best qualified applicant among your candidate pool. 


�PAGE \# "'Page: '#'�'"  �� Full Time or Part Time (if Part Time what is FTE %)


�PAGE \# "'Page: '#'�'"  �� City, State (if not Hawaii, identify City, State, and/or Country)


�PAGE \# "'Page: '#'�'"  �� Copy from Page 1 Job Profile Section


�PAGE \# "'Page: '#'�'"  �� Copy from Page 1 Summary of Duties Section.


�PAGE \# "'Page: '#'�'"  �� Copy from Primary Qual. Section – Education 


�PAGE \# "'Page: '#'�'"  �� Copy from Primary Qual. Section - Experience


�PAGE \# "'Page: '#'�'"  �� Copy from Primary Qual. Section – Abilities/Knowledge/Skills 


�PAGE \# "'Page: '#'�'"  �� Copy from Primary Qual. Section – Physical and/or Medical Demands


�PAGE \# "'Page: '#'�'"  �� Copy from Secondary Qualifications Section


�PAGE \# "'Page: '#'�'"  �� Name and phone number/email of the individual for applicants to contact regarding recruitment/job vacancy (as identified on the position request).





Job Title

RCUH HR ()
Page 2 of 5

