Request for Supervisory Designation

Requirement for Supervisory Designation

· Must be officially designated by Labor Relations

· Must supervise at least 2 career employees

· Duties must be substantially different from the subordinates

· Supervisory language present on job card 

Below please see the typical supervisory language required for the classification of supervisory payroll titles.  The language should be added to the function with supervisory duties and responsibilities without changes.  It should be reflected in the supplemental form for the reclassification review as well. 
Supervisory Language

· Screen applications, interview candidates and either make selection decisions or recommend individuals for hire.

· Develop job descriptions, screen applications, interview candidates and make selection decision. - M

· Train and assign work to new and continuing employees.  Provide guidance on performance standards and University procedures. - D

· Independently conduct performance evaluations, including communication with subordinate. - M/Y

· Make recommendation for employee incentive awards and salary increases including merits and reclassifications.  - Y

· Determine what discipline should be imposed for subordinates, with authority to apply such, and/or submits/recommends same to higher level management. - M/Y

(The section on supervision should not be its own function; it needs to be combined with another function.  Please ensure that the job description is significantly different that the job description for the people you want him/her to supervise.  Labor Relations Unit really checks the job descriptions against those of the subordinates). 
Updating Names in Job Descriptions

· In addition to adding the supervisory language to the job card, you should also update the supervisor’s name in each of the subordinate’s job cards and route the revised job card to Ling at lcao@ucsd.edu.

· Update the subordinate’s names in the Supervisor’s Job Card by indicating the name, payroll title, status (career/casual/student), % Time and Job Description Number in the section of Employees Directly Supervised.  The revised job card should be routed to Ling at lcao@ucsd.edu. 

· If any of the subordinates’ job cards is not online yet, then a hard copy should be included in the packet and sent to Ling at 0737.

· Both the supervisor's and all the subordinate staff’s names on the job cards and the organizational chart should remain consistent. 

· A copy of the organizational chart should be emailed to Ling at lcao@ucsd.edu.  

Required Documents

· New/Revised On-line Job Description should be routed to Ling at lcao@ucsd.edu (all subordinates’ job card numbers should be indicated in the section of the Employees Directly Supervised section of this job card) 

· Completed Supplemental Form for Reclassification Review should be attached to the new on-line job card

· Current Job Card

· Org. Chart that reflects all the subordinates’ names and payroll titles accordingly should be emailed to Ling at lcao@ucsd.edu
The completed reclassification packet should be sent to Ling Cao at 0737 in addition to routing the revised On-line Job Description, Request for Reclassification Review and Org. Chart to Ling at lcao@ucsd.edu.  

Any questions, you may contact Ling at 858/822-0246.  

