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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
Ima Hawk
	Current classification title / job code
HR Associate / PGA1

	Department
Clas-Biology
	Supervisor name
Ura Boss

	Initiated by
☒ Employee   ☐ Supervisor   ☐ Joint
	Date initiated
11/6/2017



	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.
Serve as search administrator for the college by monitoring the OCRC process and auditing/developing search justifications.
	Type of change: ☐ New   ☒ Expanded or changed   ☐ Existing key duty
	% of effort: 10%

	What changed? Describe the increased scope, complexity, responsibility, or advanced competency.
Previously assisted with searches but am now fully responsible for coordinating the search process.






	Duty 2  Describe the duty and what is new, changed, or expanded.
Develop quarterly reports of leave usage for supervisor review; use department protocol for types of leave to exclude. For routine FMLA requests (pregnancy, surgery of defined duration, etc.), process all FMLA paperwork and approve requests.
	Type of change: ☐ New   ☒ Expanded or changed   ☐ Existing key duty
	% of effort: 10%

	What changed? Describe the increased scope, complexity, responsibility, or advanced competency.
As my knowledge has increased, my level of responsibility has led me to become more involved with generating reports, protocols and analysis. Previously I distributed reports and referred questions to my supervisor or the website.






	Duty 3  Describe the duty and what is new, changed, or expanded.
Develop and distribute reports used during the annual review to determine if all compliances are met. Schedule required trainings and promote participation. Maintain records and send appropriate reminders of non-compliance.
	Type of change: ☒ New   ☐ Expanded or changed   ☐ Existing key duty
	% of effort: 10%

	What changed? Describe the increased scope, complexity, responsibility, or advanced competency.
Responsibilities shifted from another employee in the department. Previously I only distributed reports and updated records.






	Duty 4  Describe the duty and what is new, changed, or expanded.
Initiate all HR transactions and maintain accurate and complete personnel records.
	Type of change: ☐ New   ☐ Expanded or changed   ☒ Existing key duty
	% of effort: 30%

	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.
Track performance reviews by maintaining a schedule of due dates and sending reminders 1 month prior and 1 month after if delinquent. Provide forms as needed.
	Type of change: ☐ New   ☐ Expanded or changed   ☒ Existing key duty
	% of effort: 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.
Provide policy and procedure information to supervisors and employees.
	Type of change: ☐ New   ☐ Expanded or changed   ☒ Existing key duty
	% of effort: 10%

	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:
	90%


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.
	Ima has assumed responsibility for all searches and has done 7 during the past months. Feedback from search committee chairs has been positive in that they appreciate her taking over the OCRC process steps. Only 1 form has been returned from OCRC for additional information which demonstrates Ima’s skill in this duty. By realigning responsibility for this duty with Ima, we have decreased the time researchers spent in the search process and have decreased the time to hire. With grants and contracts this is essential.

The tool Ima developed for supervisors to be aware of leave usage has been appreciated. It has made their discussion with staff timelier in addressing attendance issues. She has been timely in processing FMLA forms. She continues to expand her knowledge about union issues related to attendance and the various components of FMLA. Attendance concerns were an issue for several supervisors who now have the data to address issues. Ima has also freed up supervisor time previously spent on FMLA forms.

Ima has provided training opportunities that meet the busy schedule of our staff which has increased timely compliance. Her graphic display of non-compliance rates has brought supervisors to pay attention to this issue. She has been influential with those who are not timely in completing compliances with her pleasant but firm reminders. Compliance with research and safety training is essential in our unit and we have greatly improved our compliance with the least amount of effort due to Ima’s efforts.



Performance review
	Date of last formal performance review
06/08/2017
	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
Ima Hawk
	Date
11/13/2026




	☒ Supervisor confirmation: I confirm this form accurately represents the work being performed.
	Supervisor name
Ure Boss
	Date
11/13/2026






	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.


Form instructions and examples   |   hr.uiowa.edu

	© 2026 The University of Iowa | University Human Resources
	Career Development Form – Career Advancement
	Page 1 of 2


image1.png




