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	 SEQ CHAPTER \h \r 1
Band/Job Family Assignment Request

North Dakota State College of Science

Refer to NDUS Human Resource Policy 14

	Check One:
	
	New Position
	
	Existing Position

	Name of Employee:

NAID#:
	Current Job Family Title and  #: 

       

	Institution #: 238


	Position #:

	REASON FOR REQUEST - - CHECK ONE (Please attach a current position description and an organization chart indicating name, position #, job family # and functional title of each person in the department.

	
	NEW RESPONSIBILITIES ADDED TO EXISTING ORGANIZATION’S MISSIONS/PURPOSE AND ASSIGNED TO THIS POSITION.   In space below, explain additional responsibilities assumed by the organization, include source (legislation, Board action, federal regulations, etc.).  Attach all related documentation providing more detail.

	
	RESPONSIBILITIES REASSIGNED/CHANGED WITH NO SUBSTANTIAL CHANGE IN OVERALL ORGANIZATION MISSION PURPOSE.  In space below specifically identify and explain extent of any reassignment/change in level of duties and responsibilities.  Identify all other positions affected by this reassignment/change and submit a separate Position Description for each position affected.

	
	OTHER. 

	THE FOLLOWING MUST BE ATTACHED:

____Separate sheet indicating the basis for the request.

        Current position description.

____An organizational chart indicating name, position #, job family # and functional title of each person

        in the department.



	For accurate placement in the broadband system, I understand the importance of the information presented to be accurate and complete.

_______________________________________           

Employee                                           Date

_______________________________________

Supervisor/Chair/Manager                 Date

_______________________________________ 

Department Director/Dean                  Date

_______________________________________

Vice President                                     Date


When final signature is completed, please deliver to Human Resources

	Date received in Human Resources:_____________________


