INFORMATION SYSTEMS JOB PROFILE DOCUMENT



 

POSITION NO: _________________

	
	INFRASTRUCTURE FUNCTION



	ORGANIZATIONAL 
FUNCTION
	COMMUNICATIONS

(voice, data, image and video)
	SOFTWARE

(operating and applications)
	HARDWARE DEVICES

(PC, sever, mainframe, peripherals, etc.)
	DATA



	CUSTOMER ASSISTANCE

(help use and fix)
	Percent of work time

________%

Complexity level __________

(see supplemental dictionary)
	Percent of work time

________%

Complexity level __________

(see supplemental dictionary)
	Percent of work time

________%

Complexity level __________

(see supplemental dictionary)
	Percent of work time

________%

Complexity level ________

(see supplemental dictionary)

	OPERATIONS

(day-to-day)
	Percent of work time

________%

Complexity level __________

(see supplemental dictionary)
	Percent of work time

________%

Complexity level __________

(see supplemental dictionary)
	Percent of work time

________%

Complexity level __________

(see supplemental dictionary)
	Percent of work time

________%

Complexity level _________

(see supplemental dictionary)

	CONSTRUCTION

(new and major systems revisions)
	Percent of work time

_______%

Complexity level _________

(see supplemental dictionary)
	Percent of work time

______%

Complexity level _________

(see supplemental dictionary)
	Percent of work time

_______%

Complexity level _________

(see supplemental dictionary)
	Percent of work time

_______%

Complexity level _________

(see supplemental dictionary)

	PLANNING

(strategic)
	Percent of work time

______%

Complexity level _________

(see supplemental dictionary)
	Percent of work time

______%

Complexity level ________

(see supplemental dictionary)
	Percent of work time

_______%

Complexity level _________

(see supplemental dictionary)
	Percent of work time

_______%

Complexity level _________

(see supplemental dictionary)


	1) Using the Primary Dictionary, identify the cell(s) that contain the majority of functions and responsibilities of the position.

2) Indicate % of work time dedicated to each cell; total should equal 100%.

3) Using the supplemental dictionaries, identify the complexity level for each cell.

4) Determine in how many infrastructures 70% of the job falls.

5) Based upon 4), the job is a Specialist (70% in 1 or 2 infrastructures) or a Generalist (70% in three or more infrastructures)

6) Using results of 5), identify  the lowest complexity level for each org function, i.e., Softw Specialist @ CA OP CO, all at complexity 2.

7) Determine IS level from the Summary of Distinctions Between Levels, i.e., Softw Specialist @ CA OP CO 2 =  IS 4
Please print employee’s  LAST NAME,  FIRST NAME:   __________________________________________________

Employee signature: ___________________________________________________________ Date: _______________ 

Employee signature acknowledges  that employee has reviewed this document
	
	· Does the position meet criteria for team lead differential?        YES       NO

· This document reflects the work complexity (circle one only and enter IS level)

1? expected of the position at IS Level _____

2? performed by the employee at IS Level ____

3? both 1 and 2 above at IS Level _____
Joh-Type: _____________________

_________________________________       

Please print supervisor’s LAST, 1ST NAME

_______________________   ________

       Supervisor’s signature        Date
                              _________   _______

Appointing Authority: Initial / Date


