POSITION CLASSIFICATION QUESTIONNAIRE

Department:  

Incumbent:   

Work Schedule/Location:   

Working Title: 
APPL ANALYST-SUPERVISOR
Immediate Supervisor/Title:  

Position Summary (briefly describe the general purpose of the position)

Responsible for providing periodic management reports and ad-hoc data requests to the University of Arkansas for Medical Sciences/ Health System clients and customers. Also, the occupant will perform operational functions of Applicant Tracking System, including entry of candidate information via web tool, email, fax, scan and manual entry, troubleshoot issues effecting applicants and departments. Assist in training new recruitment personnel and cross training HRIS team members. 
Standard Duty Areas (list primary functions of the position with the percent of time generally allocated to each)

Provide standard analysis of reporting requirements; Verify report criteria and results with customer, Identify and communicate potential issues with the requested criteria; Assist with the design and production of management reports; Assist team members by reviewing report extract criteria and results to ensure desired results are attained. 

Operational support of HRIS systems which may include BASIS, AS400, SAP, Kronos, and Applicant Tracking System. Utilize scanner, email, fax software, conversion software to capture applicant resumes and applications; prepare files and records for scanning. 

Data management: review of data for accuracy, completeness and readability; ensure appropriate coding, rescan or correct records as required; contact applicants to resolve problems with resume scanning and information verification questions. 

Serve as liaison to applicants and departments seeking assistance with the applicant entry and tracking processes. Assist in the development of operating procedures, operating schedules and methods, to ensure efficiency of equipment and procedural operations. Prepare and maintain various records, logs and statistical reports reflecting operational activities as required. 

Perform other related duties incidental to the work described herein. 

The above statements describe the general nature and level of work being performed by individuals assigned to this classification. This is not intended to be an exhaustive list of all responsibilities and duties required of personnel so classified. 

 Position Directly Supervises/Leads (name/title) 

Decision Making:   

Budget Responsibility: 
Interaction (describe type and frequency of interaction with internal staff, other departments, visitors, and outside organizations)
 

Accountability (direct responsibility for outcome of projects or decisions made) 

Essential Physical Requirements (list the percent time involved for each that is essential in performing the major duties of the position)

Bending  (%)______Standing  (%)______Walking  (%)______Eyesight  (%)______
Hearing  (%)______Driving  (%)_______Speaking  (%)_____
Repetitious Movement  (%)______
Lifting, weight lifted______

Lift to: waist, _______chest, _______above head_______

Exposure To Harsh or Extreme Conditions (chemicals, cleaning agents, blood and body fluids, extreme temperatures)

Equipment Used In Position (type and percent time)

Minimum Qualifications (knowledge, skills, and abilities needed upon entry into the position)

Ability to Follow Oral Instruction, Read and Write

High School, GED or formal educational equivalent
Baccalaureate Degree, Major:   Work requires knowledge of business systems technology and communication principles generally acquired through the completion of two years of post-secondary education in information management or equivalent related experience with office systems & computer technology.   Crystal Reports, MS Access training is desired. 
Advanced Degree, Type/Major: MACROBUTTON NoMacro [Click here and type degree]
Professional License/Certification: MACROBUTTON NoMacro [Click here and type name of license/certification]
Work Experience, (Length of Time, General and Directly Related)  Minimum two (2) years experience in Human Resource processes (Applicant Tracking & Recruitment, Employee Benefits, Compensation, Employee Relations, Workman’s Compensation, HR Data Analysis & Reporting, etc.)   Work requires solid experience in the operation of Windows based software, scanners, fax, email tools.   Must have experience in customer requirements gathering in support of generation of management reports; composition of the report via SQL or a reporting tool such as Crystal Reports, Web Focus, MS Access OR AN EQUIVALENT COMBINATION OF RELEVANT EDUCATION AND/OR EXPERIENCE 


I have participated in the review of my job and agree with the above description.

Yes_____No_____Comments_________________________________________________________________________________

Required Signature____________________Date________________________________________________________________

As supervisor of this position, I have participated in the review and agree with the above description.

Yes_____No_____Comments________________________________________________________________________________

Required Signature____________________Date_______________________________________________________________



