
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. 

 

 

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


 

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” 

 

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” 



Select “Position Information Questionnaire (P&S)”  and click on GENERATE REPORT 

 



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.   

 

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

 

 

 


