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Job Classification Appeal Process
If an employee believes that his/her present position is not properly defined or classified s/he has the opportunity to appeal to the University’s administration through the Office of Human Resources.
The Appeal Process is as follows:

1. The employee obtains a Job Classification Appeal Form, Interview Guide, Position Description Form 30 – State, and a Sample Organizational Chart from the Office of Human Resources.  Commonwealth of Massachusetts state job descriptions will be provided to employees upon request.
2. The employ completes the Job Classification Appeal Form and Interview Guide, and files his/her appeal with the Office of Human Resources.  A Position Description Form 30 – State and a Sample Organizational Chart from your department must be completed and submitted to the Office of Human Resources before the interview.

3. A personal interview with the appellant will be scheduled and conducted in the Office of Human Resources within 30 days of receipt of the Job Classification Appeal Form and Interview Guide.  The employee may elect to have his/her supervisor and/or union representative present during the interview.

a. The Job Classification Appeal Form and Interview Guide will be reviewed along with the employee’s job description and other supporting documentation.  Questions will be asked to clarify unclear areas.
b.
The interviewer (classification coordinator) will make a determination and submit a recommendation to the University’s appointing authority (Vice Chancellor for Administration and Finance) for review.
4. After review by the Vice Chancellor for Administration and Finance a final decision is made to support one of the choices below:

a.  no change in title or grade

b. change in title, but not in grade

c. change in title, and a higher grade

d. change in title, and a lower grade

5. At this time, paperwork supporting the determination is forwarded to the proper departments, and the employee is notified of the decision.

6. If the employee does not agree with the University’s finding, an appeal may be filed with the Human Resources Division under the provisions of Chapter 30, Section 49 of the Massachusetts General Laws.  Appeals should be sent in writing along with a copy of the decision letter to:  Human Resources Division, One Ashburton Place, Boston, MA 02108

	Assistance

If you have questions about the process please contact Velda McRae-Yates 
in the Office of Human Resources at ext. 3464 or Velda_McRaeYates@uml.edu.


Position Description, Form 30 – State
Commonwealth of Massachusetts

	1. Position Title:  

     _______________________________________________________________________________________



	2.  Appropriation of Agency Code             Position Number             Requisition Number       Salary

           7200-0001                                          __________________      ___________________   _____________  


	3.  General Statement of Duties and Responsibilities:

      _______________________________________________________________________________________
      _______________________________________________________________________________________

      _______________________________________________________________________________________

      _______________________________________________________________________________________

      

	4.  Supervisor:

      ________________________________________________ 



	5.  Direct Reports:                                                                Direct Reports’ Staff:

      _______________________________________________________________________________________

      _______________________________________________________________________________________

      _______________________________________________________________________________________

      _______________________________________________________________________________________

      _______________________________________________________________________________________



	6.  Detailed Statement of Duties and Responsibilities:
      _______________________________________________________________________________________

      _______________________________________________________________________________________

      _______________________________________________________________________________________

      _______________________________________________________________________________________

      _______________________________________________________________________________________

      _______________________________________________________________________________________

      _______________________________________________________________________________________

      _______________________________________________________________________________________

      _______________________________________________________________________________________

      _______________________________________________________________________________________

      _______________________________________________________________________________________

      _______________________________________________________________________________________

      _______________________________________________________________________________________



	7.  Qualifications required at hire (list of knowledge, skills, abilities):
      _______________________________________________________________________________________

      _______________________________________________________________________________________

      _______________________________________________________________________________________

      _______________________________________________________________________________________

      _______________________________________________________________________________________

      _______________________________________________________________________________________

      _______________________________________________________________________________________



	8.  Qualifications acquired on the job (list of knowledge, skills, abilities):
      _______________________________________________________________________________________

      _______________________________________________________________________________________

      _______________________________________________________________________________________

      _______________________________________________________________________________________

      _______________________________________________________________________________________



	9.  Minimum entrance requirements:
      _______________________________________________________________________________________

      _______________________________________________________________________________________

      _______________________________________________________________________________________

      _______________________________________________________________________________________

      _______________________________________________________________________________________



	10.  License and/or certification requirements:
      _______________________________________________________________________________________

      _______________________________________________________________________________________

      _______________________________________________________________________________________

      _______________________________________________________________________________________



	REMARKS:
      _______________________________________________________________________________________

      _______________________________________________________________________________________

      _______________________________________________________________________________________

      _______________________________________________________________________________________

      _______________________________________________________________________________________

      _______________________________________________________________________________________

      _______________________________________________________________________________________

      _______________________________________________________________________________________

      _______________________________________________________________________________________




	                                                                                           Vice Chancellor for Administration and Finance

  ________________________________________        ________________________________________      

  Signature of Appointing Authority                                 Title



	     University of Massachusetts Lowell

  ________________________________________        ________________________________________      

  Agency                                                                            Classification Coordinator



	  ________________________________________        ________________________________________      

  Initials of Incumbent                                     Date           Initials of Supervisor                                  Date
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Interview Guide
Please write or type your responses on additional pages to the following questions:
1. Please describe what you view as the basis of your appeal.

2. What people or groups of people do you come in contact with in the performance of your job both within and outside UMass Lowell?  Indicate where appropriate the job titles or functions of your contacts.  Please describe the nature and purpose of your interpersonal relationships?

3. Summarize in one or two sentences the major purpose or objective of the job.
4. Have there been any significant changes since your appointment?  If so, indicate the dates that changes took place and briefly describe the nature of those changes.

5. Describe your position responsibilities?  (List most important duties first and approximate percentage of time spent on each.)

6. Briefly describe the major challenges and/or problems you face in the performance of your job.  When confronted with challenges what do you do to resolve them?

7. Who assigns, reviews, and approves your work?  How is your work assigned, reviewed and approved?

8. Whose work (if any) do you supervise?  Please list each person and his/her title.

9. Do you operate or repair equipment?  If so describe the equipment.

10. Briefly explain any unusual working conditions such as physical effort, hazards, environment, time demands, or stress that you may encounter as you do the job?

11.  Does your job require a certificate, license, graduate degree, or other special requirements?
12. Explain any aspect of your job which you believe has not been covered by the previous questions and elaborate on their importance. 
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Job Classification Form

Appellant Name: ________________________________________________________________________
Current Title: ___________________________________________________________________________

Social Security #:____________________________________     Position #: _________________________

Work Address: _____________________________________________    Telephone Extension: ________

Immediate Supervisor’s Name: _____________________________________________________________

Supervisor’s Official Title: _________________________________________________________________

	I hereby appeal my current classification title to the Classification Coordinator under the provisions of Chapter 30, Section 49 of the Massachusetts General Laws.  I believe that the classification title which appropriately describes my duties and responsibilities is:

Request for reclassification to: ______________________________________________________________

The general reason(s) for this appeal is/are:

      _______________________________________________________________________________________

      _______________________________________________________________________________________

      _______________________________________________________________________________________

      _______________________________________________________________________________________

      _______________________________________________________________________________________

Signature of Appellant: ___________________________________________   Date:____________________




	For office use only:
  Interview schedule Date: _______________________

  Audit Completed:______________________________

                                                                                                                 ______________________________
  Forward to V.C. for A&F: ______________________                    Date Received in Human Resources      
  Letter sent to Appellant: ________________________

  Forward to H.R.: ______________________________
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Sample Organizational Chart

A copy of your department’s organizational chart is required.  If you need assistance please see your area supervisor or director.  A sample organization chart follows:

All Star College

Human Resources

[image: image1]



Rebecca Lobo


Staff Assistant II


Systems Operations


Admin. Redesign





Kathy Ireland


Admin. Asst. I


Grade 15


Benefits and Contracts





Cam Neely


Staff Assistant II


Payroll,


Workers Comp.





Donald Trump


Clerk III


Grade 11


Receptionist





Tiger Woods


H.R. Director


Labor Negotiations, Staff Dev. And Training











Bill Gates


Student Assistant


10 hrs./week


General Office Duties











