INFORMATION FOR GRADUATE CENTER HEO’s WHO WISH TO
SUBMIT PROPOSALS TO
THE HEO LABOR/IMANAGEMENT COMMITTEE

In accord with the Agreement reached between CUNY and the PSC/CUNY the Office of Human
Resources (OHR) is providing forms for HEO’s who wish to initiate a workload review or a
request for reclassification. The Graduate Center’s Labor/Management Committee will consider
requests for reclassification that do not have supervisory approval or those that the OHR has not
transmitted to The GC’s HEO Screening Committee. Requests for workload reviews or
reclassification that meet the above criteria should be directed to Yosette Jones Johnson, The
Graduate Center’s Labor Designee.

Please refer to the following checklist developed by the former University
Classification Director when preparing requests for reclassification:

> Previous job description — what duties and responsibilities the employee was originally
hired to perform. (job posting if available)

» Previous organizational structure (organization chart).
» Current organizational structure with proposed reclassified position (organization chart).
> New proposed job description — outlining new duties as well as exiting duties.
You may, if you wish, request copies of your program/department organization chart and your
position description from the Office of Human Resources.

Please allow time for the Committee to review and discuss your proposal. A form with the
committee’s determination will be returned to you. Members of the Committee are:

Management PSC/CUNY
Ms. Marilyn Marzolf Mr. Robert Nelson
Dr. Sebastian Persico Ms. Andrea Vasquez
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Higher Education Officer Series Titles

Request for (check one):

[J Workload Review [X Position Classification Review

Please print or type

Note: The labor management commitiee, which considers concerns from individuals in HEO series titles regarding
their workload and/or regarding reclassification of a HEO series posmon is composcd of two members dess gnated by
the President of the College and two members designated | - - T

may make non-binding recornmendations to the President ;

reclassification to have merit, it will refer the matier for co

/

I. Personal Data

Name

College Deg

Office Location

e-mail address




III. Workload and/or Position Reclassification Data - In the space provided below,

. please provide the information regarding your workload concerns or the information upon which
you believe that the responsibilities of your p051t10n are those of a l:ugher HEO series title. You
may attach any supportmg documentation.

| IV. Cbmrﬁittee Action ‘
‘Workload

O No i‘ecomméndation " O'Recommendation made to the President _
Request for Position Reclassification

[0 No recommendation [J Forwarded to the HEO Screening Committee

Date

Note: A copy of this form, indicating the action taken by the committee, should be returned to the
employee who requested the workload or the position reclassification review.
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Reclassification Action Reporting Form

Labor-Management Committee
for

Higher Education Officer Series Titles

College Meeting Date

Attendees (please print name and title)

For the College: For the PSC:
_;
Name Name
Title Title
Name Name
Title Title

Record of Actions Taken:

Employee’s Name Title
O No recommendation [J Forwarded to the HEO Screening Committee
Comments:

(over)



Employee’s Name
[J No recommendation

Comments:

Title

[J Forwarded to the HEO Screening Committee

Employce’s Name
[J No recommendation

Comments:

Tiile

U Forwarded to the HEO Screening Committee

/
f

Employee’s Name
[J No recommendation

Comments:

Title

U Forwarded to the HEO Screening Committec

Initials of Committee Members

CUNY CUNY

PSC ' PSC

Please forward the original of this report to the College’s HEO Screening Committee and a copy to
the President of the Professional Staff Congress/CUNY.
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