To access position descriptions for your employees via the ISU Classification & Hiring System go to

https://www.iastatejobs.com/userfiles/jsp/shared/frameset/Frameset.jsp?time=1251129376060

and follow the instructions on the screen. Note, if you have not set up a user account, you will need to
create on by clicking on “Create User Account” from the menu on the left.
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[OWA STATE UNIVERSITY
CLASSIFICATION & HIRING SYSTEM

USERS umiversity business. It is not to be provided or refeased to any individual or arganization

except for the purpose of conducting university busingss within the requirements of your
position. By continuing, I agree to these conditions.

SUPERVISORS 8 DEPARTMENTS WHO NEED TO ACCESS EMPLOYEE POSITION DESCRIPTIONS OR
VACANCIES: Please login to the system using your User Name and Password. If you have not set up a
user account and do net have a User Mame and Password assigned, click Create User Account.

EMPLOYEES who need access to their Position Description do not need to create a user account. Login
with your 9-digit university ID as your username and as your password.

If you have questions, please email or phone Recruitment & Employment (515-294-4800 or Toll Free: 1-
877-477-7485).

User NHame: |
Password: |

‘You are about to log in to a secure system. When
you are finished, please dick Logout to ensure
that others with access to your computer cannat
view the information in the system.



https://www.iastatejobs.com/userfiles/jsp/shared/frameset/Frameset.jsp?time=1251129376060

[OWA STATE UNIVERSITY
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Create User Account

University employess responsible for initisting and/or spproving clessification requests, vacancy
announcements znd hiring decsions for Faoulty, Merit, PRS and K base vacancies may submit 2 wser
sccount reguast for spproval Motification of spproval will come by email when the sccount has been
approved, Pleass fill in the following information and dick on the Continue button to submit your acoount
request,

Please make a note of your Username and Password The Username and Password is wihat
you will use to access the system in the futura

Click on the cancel button i youw wish to return to the login page.

If you have questions reganding usar scoounts for this systam, pleass email Recruitment 3 Emplowment
or call 515-254- 4800 or Toll Fres: 1-877-477-7485.
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1 Sutmit for Approval

Enter your personal information as prompted. For the specific fields listed below, enter the following
responses:

Select “No” when asked if you want to receive vacancy e-mails routing to your department(s) .

Under Department, scroll down to “Ames Laboratory —45000”, click to highlight, and then click on the >
to select.

Select “Hiring Supervisor or Proxy” for your Required User Type.
When you are finished, click on “continue” to submit your request.

Once you have received confirmation that your user account has been set up, you may access the ISU
Classification & Hiring System to view position descriptions of your employees.



Once you have logged in, and have reached the “Welcome” screen, from the menu on the left, select
“Search Position Descriptions”
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VACANCIES
VIEW ACTIVE
VIEW PENDING
VIEW HISTORICAL

« Welcome Rhonda DeShong. You are logged in with Department View. Manday, March 8, 2010

Welcome

Please make a selection from the menu on the left.

FROM TEMPLATE
FROM PREVIOUS

POSITION DESCRIPTIONS
BEGIN NEW ACTTON
PENDING ACTIONS
HISTORICAL ACTIONS
SEARCH POSITION
DESCRIPTIONS
VIEW MY POSITION
DESCRIPTION

CHANGE DEFAULT VIEW
REPORTS

CHANGE PASSWORD
LOGOUT

* HELP[RESOURCES

* ROUTING INFORMATION

Enter the supervisors name and click search, a list of your employees should appear, select the
employee’s position description that you want to view and click on “Get Reports List”
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Select “Position Information Questionnaire (P&S)” and click on GENERATE REPORT
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Scroll down to the “Duties and Responsibilities” section and you should be able to cut and paste the
major responsibilities from the position description to the performance evaluation form.

II. DUTIES AND RESPONSIBILITIES

List and explain the essential duties and responsibilities of the position starting with the most important and
waorking through to the least important. Be complete. Indicate the average percentage of time spent performing
each separate job duty. Consider work performed over a 12-month period to account for cyclical variations.
The percentages should total 100%. Please describe only those duties that occupy at least 5% of the
incumbent's time. Be specific and use action verbs in describing your duties; express in quantitative terms
when possible. (Attach additional sheets if necessary)

% of Time Duties and Responsibilities

To practice medicine for the purpose of treating acute illnesses and
injuries for university employees; of facilitating definitive care, by
cooperating with consulting physicians, and specialized care facilities,
as well as the Student Health staff, University Health Committee, and
lIowa State University community.

30

10 To conduct work site visits for general evaluation and for obtaining
further insight inte work related issues.

To direct and assist in the development of the entire Occupational
Medicine Program to include quality assurance guidelines, self
assessment, and related employee assistant strategies.

To prepare and conduct complete history and appropriate physical
examinations to determine fitness for duty as well as justification for
work accommeodations and job placements.

30

To administer the Occupational Medicine Program as directed by the
Department of Energy, and Iowa State University. To liaison with the
Director of Operations at Ames Lab, Environmental Health and Safety
of the University and Ames Lab, with unit managers, supervisors, and
Occupational Medicine personnel.

15

5 To develop and maintain accurate and standardized medical records
and standing orders.

5 To direct and encourage patient education and counseling with
regard to wellness strategies, personal health and safety.

Total of all percentages should equal 100%.

[Dane LS

When you have finished entering the “Duties and Responsibilities”, be sure to close the form and
LOGOUT of the Classification & Hiring System.



