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Career Development Form – Career Advancement
	Use this form when an employee will remain in the same P&S classification but has taken on new or expanded responsibilities that may warrant a salary adjustment. If a different job classification is the better fit, use the Classification Change form instead.
Who completes what: Sections 1–2: employee, supervisor, or both  |  Section 3: supervisor  |  Section 4: employee and supervisor 
Resources: Form instructions and examples  |  P&S classifications and KAR resources



	Section 1 — Employee information  Completed by the employee, supervisor, or both.



	Employee name
Click or tap here to enter text.
	Current classification title / job code
Click or tap here to enter text.

	Department
Click or tap here to enter text.
	Supervisor name
Click or tap here to enter text.

	Initiated by
☐ Employee   ☐ Supervisor   ☐ Joint
	Date initiated
MM/DD/YYYY



	Section 2 — Scope of responsibilities  Completed by the employee, supervisor, or both.



List up to six of the employee’s most important duties. For each duty, identify whether it is new, expanded/changed, or an existing key duty, and describe how the work has changed. New or expanded responsibilities should be sustained long enough to evaluate performance. The period of time necessary for evaluation is at the discretion of the college/division.
Tip: Focus on the change in scope, complexity, responsibility, or competency — not only an increase in the volume of the same work. Helpful details can include decision-making authority, people/programs/systems affected, specialized expertise, leadership, budget, compliance, or other measurable impact. You do not need to list every duty.
	Duty 1  Describe the duty and what is new, changed, or expanded.
Click or tap here to describe this duty or responsibility.
	Type of change: ☐ New   ☐ Expanded or changed   ☐ Existing key duty
	% of effort: e.g., 20%

	What changed? Describe the increased scope, complexity, responsibility, or advanced competency.
Click or tap here to describe what changed and how the work is different now.






	Duty 2  Describe the duty and what is new, changed, or expanded.
Click or tap here to describe this duty or responsibility.
	Type of change: ☐ New   ☐ Expanded or changed   ☐ Existing key duty
	% of effort: e.g., 20%

	What changed? Describe the increased scope, complexity, responsibility, or advanced competency.
Click or tap here to describe what changed and how the work is different now.






	Duty 3  Describe the duty and what is new, changed, or expanded.
Click or tap here to describe this duty or responsibility.
	Type of change: ☐ New   ☐ Expanded or changed   ☐ Existing key duty
	% of effort: e.g., 20%

	What changed? Describe the increased scope, complexity, responsibility, or advanced competency.
Click or tap here to describe what changed and how the work is different now.






	Duty 4  Describe the duty and what is new, changed, or expanded.
Click or tap here to describe this duty or responsibility.
	Type of change: ☐ New   ☐ Expanded or changed   ☐ Existing key duty
	% of effort: e.g., 20%

	What changed? Describe the increased scope, complexity, responsibility, or advanced competency.
Click or tap here to describe what changed and how the work is different now.






	Duty 5  Describe the duty and what is new, changed, or expanded.
Click or tap here to describe this duty or responsibility.
	Type of change: ☐ New   ☐ Expanded or changed   ☐ Existing key duty
	% of effort: e.g., 20%

	What changed? Describe the increased scope, complexity, responsibility, or advanced competency.
Click or tap here to describe what changed and how the work is different now.






	Duty 6  Describe the duty and what is new, changed, or expanded.
Click or tap here to describe this duty or responsibility.
	Type of change: ☐ New   ☐ Expanded or changed   ☐ Existing key duty
	% of effort: e.g., 20%

	What changed? Describe the increased scope, complexity, responsibility, or advanced competency.
Click or tap here to describe what changed and how the work is different now.






	Total effort listed:
	e.g., 85%


May be less than 100%; must not exceed 100%.

 
	Section 3 — Supervisor assessment  Supervisor completes this section.



Assessment / comments  Describe how the employee has assumed the new, changed, or expanded duties; why those duties matter to unit operations; and any objective or quantitative examples that help show scope or impact.
	Click or tap here to enter the supervisor assessment.



Performance review
	Date of last formal performance review
MM/DD/YYYY
	Rating of “Successfully Meets Expectations” or higher?
☐ Yes     ☐ No



	Section 4 — Employee and supervisor confirmation  Both parties complete this section.



By checking the applicable box below, each person confirms that this form is a true and accurate description of the work being performed.
	☐ Employee confirmation: I confirm this form accurately represents the work being performed.
	Employee name
Click or tap here to enter text.
	Date
MM/DD/YYYY




	☐ Supervisor confirmation: I confirm this form accurately represents the work being performed.
	Supervisor name
Click or tap here to enter text.
	Date
MM/DD/YYYY






	What happens next
• After completing this form, send it to your departmental HR representative or designated administrator for review. Your HR representative or administrator will coordinate the department review and initiate any required UI workflow when appropriate.
• Questions? Start with your departmental HR representative. For additional guidance, contact Compensation & Classification at 319-335-5298 or comp-class@uiowa.edu.
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