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ZONE KNOWLEDGE, SKILLS AND ABILITIES PROBLEM SOLVING & DECISION MAKING INTERACTIONS IMPACTNATURE OF SUPERVISION

Received Exercised

ASSISTANT

Requires the ability to understand and apply basic 
job skills, knowledge of several work routines and 
the ability to apply such routines with minimal 
interpretation. May possess knowledge of other, 
related work activities within own functional area.  
May require the operation of routine equipment/tools. 

Decisions/problem resolutions are repetitive and 
simple.  Typically standard operating policies and 
procedures/practices exist.  Tasks are clear and 
specific to a single discipline.  

Regular contact involves receiving and/or referring 
inquiries as well as giving or obtaining routine 
information relating to work being done. Requires the 
use of common business courtesy.

Supervised by procedures or by supervisor 
through periodic monitoring of progress and 
performance.  May have latitude to 
determine sequence of own work tasks to 
meet clearly established schedules.

May provide incidental guidance to others.

Actions and decisions in this job are limited to the 
scope of the job, which primarily affect the immediate 
work group, but occasionally may extend beyond the 
immediate work group.  Errors reflect unfavorably on 
the individual and may have an adverse impact on 
the functional area.

Requires the ability to understand, interpret, apply 
and communicate information within a specialization 
and the ability to apply limited analysis in the 
completion of general functional procedures.  May 
possess knowledge of work activities outside 
functional area.  May require the operation of 
moderately complex equipment/tools.

Decisions/problem resolutions require 
gathering/reviewing information from several 
sources.  Simple analysis of facts determines course 
of action to be taken within the limits of standard 
operating policies and procedures/practices.  Tasks 
are varied and may cross several disciplines. 

Regular contact that involves giving or obtaining 
information as well as occasionally exchanging 
advice and opinions. Requires the use of common 
business courtesy, tact, discretion and some 
persuasion to maintain cooperative associations.

Supervision by procedures or by supervisor 
through periodic monitoring of progress and 
performance. Determines sequence of own 
work tasks to meet established objectives.

Provides functional supervision that is usually 
limited to assigning/reviewing work or may 
serve as work team leader.  

Actions and decisions in this job have an impact 
which affects the immediate work group and also 
extends beyond the immediate functional area.  
Errors reflect unfavorably on the individual and the 
functional area.

OR OR OR

Decisions/problem resolutions require interpretation, 
discretion and judgment based on precedent or 
standard operating policies and procedures.  Tasks 
are diversified and may require some creativity in 
dealing with unprecedented activities.   

General direction by supervisor through 
check on completed tasks. Establishes own 
work schedule to achieve program 
objectives. Makes recommendations to 
superior regarding efficient functioning of 
program.

Serves as work team leader. Distributes, 
schedules, and monitors the progress or work 
tasks of the program or project. May be 
involved in the recommendation of personnel 
actions to manager. 

Requires the ability to utilize advanced information 
within a specialization. Within specialization, 
possesses the ability to assess/ analyze situations 
and make adjustments to achieve desired objectives. 
Possesses knowledge of work activities outside 
functional area.  May require the operation of 
complex equipment/tools.

Decisions/problem resolutions require 
synthesis/analysis in the use of theories and 
accepted principles.  Programs/projects are 
governed by broad objectives, policies and/or 
theories.  Requires the use of creativity in dealing 
with unprecedented activities. 

Regular contact that involves exchanging advice and 
opinions as well as occasionally conveying 
conceptual ideas of a critical and/or long-range 
nature.  Requires the use of judgment, timing, and 
persuasion to gain cooperation in the face of 
differences of opinion or controversy.

Responsible for conducting specialized 
assignments or developing programs under 
only general direction and guidance. 

Supervises the work of a project or program 
that may include hiring, discipline, transfers, 
promotions, or salary changes within a 
functional area. May integrate work of two or 
more programs or one major function/or 
project.  

Actions and decisions in this job have discernible 
impact to the short-term performance of the 
Program/Team and exerts some impact to its long-
term success.  Errors reflect unfavorably on the 
individual, the functional area, overall business 
operations and potentially other functional areas. 

OR OR

Requires the ability to apply, integrate and 
communicate extensive theoretical information within 
a recognized professional field. Facilitates and/ or 
establishes the achievement of functional area 
objectives. Requires knowledge of all related 
functional areas.  May require the operation of highly 
complex equipment/tools.

Actions and decisions in this job have significant 
impact to the short-term performance of the 
Program/Team and exert an impact to its long-term 
success.  The job exerts a considerable impact on 
decisions and final results typically affecting either 
an entire functional area or a major university 
activity; and may have unique accountability for 
financial and program or project objectives.  Errors 
effect business operations, services and other 
individuals which may require special interventions 
to correct.  

SENIOR

Integrates extensive theories and techniques within 
related or diverse disciplines to achieve results and/ 
or establish overall strategic directions.  Requires 
wide-ranging administrative and/or specialized 
knowledge.  May require the operation of highly 
complex equipment/tools.

Decisions/problem resolutions require analysis and 
evaluation of major issues and courses of action 
impacting the overall direction of the functional 
area(s).  Applies broad concepts and experience in 
making important decisions.  May develop 
recommendations influencing long-term policies 
related to major organizational plans.

Regular contact with major Programs/Teams or 
individuals. Overriding job requirement involves 
conveying conceptual ideas regarding matters of 
critical and long-range nature. Significant 
requirement for diplomacy, timing, and persuasion to 
gain concurrence or cooperation on operational 
issues in the face of significant differences of opinion 
or controversy.

Extensive latitude to work independently in 
matters that have a broad effect on overall 
policies, programs and/or areas of 
specialization.

Establishes performance standards for 
designated programs and/or areas of 
specialization. Directs staff to include hiring, 
discipline, transfers, promotions, and salary 
changes. 

Actions and decisions in this job exert broad and 
continuing impact on the future of one or more 
functional areas.  The job exerts a major impact on 
decisions and final results affecting a major 
university activity; and/or has accountability for 
financial and program/project objectives and overall 
successes.   Errors significantly interrupt business 
operations, services and potentially both internal and 
external constituents.
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