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(The above section will be completed by the Compensation Unit following review)
  

Job Description/Employment Requisition Form

In addition to completing this form, please provide a copy of the most current departmental organization chart as it relates to this position.
	Name:
	 
	Employee ID:
	 

	Department:
	 FAS HR Service Center
	Control Point:
	FAS

	Current Payroll Title:
	 N/A
	Title Code:
	7597

	Job Title:
	 HR Generalist 4
	Recommended Working Title:
	HR Business Partner

	Supervisor’s Name:
	 
	Dept # (6 digits):
	

	Supervisor’s Telephone  #:
	
	Salary Grade:
	PSS 6



	Department Affirmative Action Goals:
	Salary Range:
	$71,500-$94,700-$117,800

	Career Position?
	Yes
	No
	Physical/Health Screening Required?
	Yes
	No

	Critical Position?
	Yes
	No
	Work Hours:
	

	% Time
	
	Work Location:
	

	Department Contact Name:
	
	Phone number:
	

	  
e-mail:
	
	Account/Fund  #:
	


Note: If this is a reclassification request or a replacement with significant changes, please briefly describe (no more than 2 paragraphs) the significant changes that have taken place since the position was last reviewed.  Additionally, please provide a copy of the former job description for the position. 

Job Summary (Purpose of the Position – please give a brief description of the overall purpose of the position. “Why does this position exist?” )

 

Acts as a business partner by embedding FAS HR strategy and providing professional HR guidance and support to  client groups with the objective to add value to the business.  The incumbent is responsible for providing assigned client group(s) with tools and resources for achieving continuous improvements in the areas of customer service, cost management, and stewardship for all matters of employment service.

The business partner works closely with Central HR and the FAS service center and ensures that shared employment processes are completed timely and accurately. The position provides customer focused service to an FAS department or combination of departments with approximately 500 to 900 employees including all levels of management, unrepresented staff, and multiple bargaining units. 
Involves recommending, developing, implementing, administering, coordinating, and/or evaluating Human Resources policies, labor contracts, statutes, programs and procedures covering several of the following: recruitment, compensation, employee relations, labor relations, payroll, benefits, welfare programs, training and development, visa procurement, intercampus transfers, diversity & affirmative action, and employee services.

Key Responsibilities (Indicate key functions and the estimated percentage of time spent performing each function. If there are more than 10 key responsibilities, some of the similar functions may be grouped together and an estimated % applied. Please indicate which responsibilities are considered "essential" to the successful performance of the job as defined by the Americans with Disabilities Act.

  

If applicable, describe the position’s role in planning, managing or coordinating the programs, functions, activities, and processes of the organizational unit to achieve unit goals and objectives.

 

 

	% 

of time
	Essential Function (Yes/No)
	  

Key Responsibilities
(To be completed by Supervisor)

	0
	Yes
	Applies advanced HR concepts to counsel senior managers on HR issues, employee and labor policies, procedures, and appropriate practices.

	0
	Yes
	Reviews resumes and applications and interviews applicants for senior level positions. Advises clients on recruitment and selection process and develops workforce strategies to meet business needs. 

	0
	Yes
	Conducts highly complex and varied analyses of issues or concepts and develops resulting recommendations employing political acumen and integrating information to determine appropriate courses of action and their implications.

	0
	Yes
	Counsels employees concerning sensitive and difficult to resolve work-related problems and recommends to senior management systemic remedies such as training, changes to organizations practices and procedures.

	0
	Yes
	Conducts difficult termination interviews, providing feedback to management, and recommending changes to department practices as appropriate.

	0
	Yes
	As technical leader provides guidance to managers and supervisors on compensation programs, personnel policies and procedures.

	0
	Yes
	Works with client groups on highly complex re-organizations and staffing objectives to assist in meeting business objectives.

	0
	Yes
	Provides support to units or departments in administering policies and programs in the areas of employment, labor relations, wage and salary administration, training, and other areas of HR.

	0
	Yes
	Provides direction and guidance to other HR Generalists and effectively and collaboratively interacts with diverse client groups and at all levels on campus.

	0
	Yes
	Influences others on matters of importance.

	0
	Yes
	Regularly serves on campus-wide HR committees to counsel on new HR initiatives and to help determine appropriate campus HR strategies, policies, and practices.

	
	Yes
	Works closely with other FAS business partners and service center representatives to support other FAS units. May lead process development, investigations, or other projects for FAS clients outside of the assigned units. Provides support to the service center processing unit and advocates for client compliance with processing unit procedures.

	0%
	
	(To update total %, enter the amount of time in whole numbers (without the % symbol - e.g., 15, 20) then highlight the total sum (e.g., 1%) at the bottom of the column and press F9. The total sum should add up to 100%.)


  

.
  

Knowledge, Skills and Abilities - Please list the knowledge, skills and abilities associated with success in this position and indicate whether they are required or preferred.  Items marked as required must be possessed by any candidate to be considered for the position.  Required qualifications will be included in the job posting and will be used to screen applicants.  Preferred qualifications may be used to enhance success in the search of the candidate but do not disqualify candidates without them from consideration
	
	Required
	Preferred

	Possesses advanced analytical skills to conduct analysis and develop recommendations, demonstrating organization and problem-solving skills.
	X
	

	Demonstrates advanced knowledge of campus policies and procedures; advanced knowledge of functional area and understands how work impacts other areas in Human Resources and the campus.
	X
	

	Has advanced knowledge of human resources concepts, policies and procedures including employment practices, labor relations, salary administration, training and other areas of human resources as well as campus initiatives relating to and/or impacting human resources.
	X
	

	Has in-depth knowledge of related business software programs and systems.
	X
	

	Is highly skilled in communicating clearly and effectively verbally and in writing.
	X
	

	Possesses well developed active listening and critical thinking skills. Demonstrated by high levels of customer satisfaction. 
	X
	

	Demonstrated ability to handle extremely difficult or volatile situations/individuals effectively.
	X
	

	Advanced knowledge of database systems
	
	


Education, Training and Experience - Please list the education, training, and/or years of experience associated with success in this position and indicate whether these are required or preferred.  Items marked as required must be possessed by any candidate to be considered for the position.  Required items will be included in the job posting and will be used to screen applicants.

	
	Required
	Preferred

	Bachelors degree in related area and/or equivalent experience/training
	X
	

	Senior Professional in Human Resources (SPHR) Certification
	
	X

	Advanced degree in Human Resources, Business Administration, or related field.
	
	X

	Prior experience managing or leading a service oriented human resources department
	X
	

	
	
	


 

 

List required licenses or certifications, if any:
Problem Solving 
Please provide 2-3 examples of problem solving for this position as described below (please be brief: 1-3 sentences for each example).
  

Common problems solved by the employee:
· Facilitates client group adoption of effective performance management techniques to create a high-performance culture.

· Works with senior leadership to develop and implement HR strategic initiatives with a clear link to overall business strategy.
· Anticipates client learning and growth needs and involves stakeholders in developing solutions that fit their business need.

· Manages complex performance management and leave management cases on behalf of the client and in compliance with all UCSF and regulatory requirements. Ensures that outcomes meet the needs of the business unit to the fullest extent possible while considering the needs of all parties.
· Develop and manage organized process to support the business unit’s compensation strategy and ensure that all compensation decisions are fair and objective. Manage annual point review of internal and external equity
  

Less frequent and more complex problems solved by the employee:
· Represents client department in the event of arbitration and/or lawsuits involving employment issues. 

· Works with campus HR to develop strategic rewards programs that support strategic recruitment and retention needs of the client.

· Develops business case for client investments in tools or systems that improve overall service and cost effectiveness.

  

Problems/situations that are referred to this employee's supervisor:
· Structural process problems that prevent accuracy or efficiency of overall HR business.

· Client disputes regarding policy interpretation or compliance with policy or law. 

Management of Funds:  Describe the degree to which the incumbent is directly responsible for the management of funds. Indicate the variety of funding sources under the incumbent’s control:

	Type of Budget
	Number of Budgets
	Total $ 

	Operating Funds
	
	

	Contracts and Grants
	
	

	Recharge Operations
	
	

	Generated Income Funds (professional fees, etc)
	
	

	Endowments
	
	

	Other Sources (please identify)
	
	


Supervision: Complete this section ONLY if the incumbent in this position performs at least 3 of the responsibilities listed below in the supervision of 2 or more UCSF employees.  Positions that give work assignments to other employees and review their work products, but do not perform at least 3 of these functions are typically LEAD positions, not supervisory positions.
· Independently selects subordinates OR participates in the interviews and recommends who should be hired;

· Independently determines subordinates' performance ratings OR recommends performance ratings:

· Independently decides within budgetary limitations the amount of subordinate merit increases, whom will be selected for promotional opportunities, and whether to request the reclassification of a position, OR recommends these actions;

· Has independent authority to issue written warnings and suspensions and determines what discipline should be imposed upon a subordinate OR recommends such actions;

· Has independent authority to resolve grievances or complaints OR formulates and recommends a resolution to grievances or complaints. 
Indicate employees supervised, job title and FTE. 
 

	Employee Supervised 
	  
	Job Title 
	  
	FTE

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


  

  

Please follow your department's procedures for management review and then submit to Human Resources
  

 

(Signature below is only required for hard-copy retention within the department. Electronic submission does not require signatures.)

 

	Supervisor Name:
	
	Supervisor Title
	

	Employee Signature:
	
	Supervisor Signature:
	

	Date:
	
	Date:
	


  

   

The following employees have identical job descriptions:
	
	
	

	
	
	

	
	
	


