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Career Development Form – Classification Change
Use this form when an employee’s work has changed significantly and a different P&S job classification is now the best overall fit. If the employee will remain in the same P&S classification and the request is for a salary adjustment, use the P&S Career Advancement Form instead.	Who completes what: Sections 1–2: employee, supervisor, or both  |  Section 3: employee only if employee-initiated  |  Section 4: supervisor  |  Section 5: employee and supervisor	Resources: Form instructions and examples  |  P&S classifications and KAR resources


Type of request  Select one.


☐ Career Promotion	Current employee is P&S and the requested P&S classification is at a higher pay level.	☒ Career Shift	Requested P&S classification is at the same or lower pay level, or the employee is moving from Merit or SEIU to P&S.


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


Employee name	Ura Hawk	Current classification title / job code	Admin Svcs Spec / PAA2
Requested classification title / job code	Accountant / PBF1	Department	Cmed-Neurology
Supervisor name	Ima Boss	Date initiated	11/15/2017
Initiated by	☐ Employee   ☒ Supervisor   ☐ Joint	Current employee group	☒ P&S   ☐ Merit   ☐ SEIU


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


List up to six of the most important duties performed. For each duty, identify what is new, changed/expanded, or an ongoing key duty; enter the related Key Area of Responsibility (KAR), the classification that best fits the work, and the overall percentage of effort. New or changed 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: Be specific about scope (for example, people, programs, systems, budget, frequency, or decision-making responsibility). You do not need to list every duty.
Duty 1  Describe the duty and what is new, changed, or expanded.	Monitor accounts, review and approve expenditures, and reconcile monthly financials for the department.  Previously performed this duty only for the unit at about 5% of effort.  The new duties represent an additional 15% of effort.	Type of change: ☒ New   ☐ Changed/expanded   ☐ Ongoing key duty% of effort: 20%Key Area of Responsibility (KAR)	Financial Oversight & Budgeting: Monitor accounts/expenditures; reconciles statements.Best-fit classification (title / job code)	Accountant / PBF1



Duty 2  Describe the duty and what is new, changed, or expanded.	Prepare monthly reconciliations and assists Senior Accountant in month end and year end reporting.	Type of change: ☒ New   ☐ Changed/expanded   ☐ Ongoing key duty% of effort: 10%Key Area of Responsibility (KAR)	Financial Reporting: Complete basic and some complex reconciliations and reportingBest-fit classification (title / job code)	Accountant / PBF1



Duty 3  Describe the duty and what is new, changed, or expanded.	Analyze department expenses and prepare reports for Senior Accountant for further analysis and recommendations to department leadership.  Previously performed this duty for the unit only at about 5% of effort. The new duties represent an additional 10% of effort.	Type of change: ☐ New   ☒ Changed/expanded   ☐ Ongoing key duty% of effort: 15%Key Area of Responsibility (KAR)	Financial Analysis and Planning: May perform limited analysis and prepare standard reports.Best-fit classification (title / job code)	Accountant / PBF1



Duty 4  Describe the duty and what is new, changed, or expanded.	Make original and correcting journal entries; approve transactions; open and close accounts as directed by Senior Accountant for entire department. Previously performed this duty at about 3% of effort. The new duties represent an additional 7%.	Type of change: ☐ New   ☒ Changed/expanded   ☐ Ongoing key duty% of effort: 10%Key Area of Responsibility (KAR)	Transaction Processing: Initiate basic and/or routine original and correcting journal entriesBest-fit classification (title / job code)	Accountant / PBF1



Duty 5  Describe the duty and what is new, changed, or expanded.	Maintain records of accounting transactions for the department.  Previously performed this duty at about 2% of effort.  The new duties represent an additional 8%.	Type of change: ☐ New   ☒ Changed/expanded   ☐ Ongoing key duty% of effort: 10%Key Area of Responsibility (KAR)	Compliance: Maintain recordsBest-fit classification (title / job code)	Accountant / PBF1



Duty 6  Describe the duty and what is new, changed, or expanded.	Research purchases, costs, etc., for budget development for the department.  This duty represents a completely new duty and 10% of effort.	Type of change: ☒ New   ☐ Changed/expanded   ☒ Ongoing key duty% of effort: 10%Key Area of Responsibility (KAR)	Financial Oversight & Budgeting: May assist with unit budget information.Best-fit classification (title / job code)	Accountant / PBF1



Total effort listed:	75%

May be less than 100%; must not exceed 100%.
 
Section 3 — Employee recommendation  Employee only if employee-initiated; otherwise skip.


Based on the duties documented in Section 2, which classification do you believe is the best overall fit?
Recommended classification title	Click or tap here to enter text.	Job code	Click or tap here to enter text.


Section 4 — 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.
As Ura’s supervisor, I am submitting this request for a career shift.  Due to a resignation and lack of resources to rehire, Ura has expanded her financial skills which she performed as part of her Administrative Services Specialist job to assist me in managing the finances of our large department.  Our department has many accounts in various funding streams which require vigilance to assure financial integrity and meeting budget.  Ura’s accounting background has provided her the basis for continued skill development and the focused expansion of her responsibilities into accounting.   It is time to recognize this shift in responsibilities as Ura has been fully performing accounting work for most of the last year.


Supervisor classification recommendation
Recommended classification title	Accountant	Job code	PBF1	Recommendation date	11/20/2017


Performance review
Date of last formal performance review	4/2/2017	Rating of “Successfully Meets Expectations” or higher?	☒ Yes     ☐ No

 
Section 5 — 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	Ura HawkDate	11/23/2017

☒ Supervisor confirmation: I confirm this form accurately represents the work being performed.	Supervisor name	Ima BossDate	11/23/2017



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 initiate the appropriate UI workflow when needed.	• 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 – Classification Change	Page 1 of 2

image1.png




