University Library Human Resources
Job Description Template
Extra Help
Please utilize this template when needing to hire a new hourly employee in this capacity. Please be sure to review the already approved job description that are housed in JOYCE in the left-side of the screen navigation menu. Please reach out to the Library HR Hourly Employment Coordinator if you have any questions!

	
Job Information:

	Appointment Type:
	Temporary (EH/HA)

	Employee Group:
	E - Civil Service Extra Help

	Job Description Reason:
	Vacancy (Typically)

	In-Person:
	Confirm position is onsite

	Classification Title:
	PLEASE REVIEW AND SELECT THE CIVIL SERVICE CLASSIFICATION THAT BEST FITS THIS POSITION BY REVIEWING THE RESPONSIBILITIES. THE RESPONSIBILITES DETERMINE THE CLASSIFICATION TITLE. (https://www.library.illinois.edu/bhrsc/human-resources/recruiting-hiring-and-onboarding/recruiting/recruiting-for-academic-hourly-extra-help-positions/) 

	Organization Code:
	[5-DIGIT ORG/UNIT CODE]

	Organization Name:
	UNIT NAME

	CFOP
	CFOP

	Title:
	Extra Help [CLASSIFICATION i.e. Library Specialist]([Optional: DESCRIPTER]) – [UNIT NAME] – LR

	
HR Information:

	HOURS/WEEK:
	EXPECTED HOURS/WEEK

	Proposed Pay Rate:
	PAY RATE PER HOUR – DROP DOWN FOR EXTRA HELP LEVELS

	Is this position Security Sensitive?
	Yes
	X No

	Is this a Protection of Minors position?
	Yes
	X No

	Purchasing Authority of $5,000 or more?
	Yes
	X No

	Supervisory Authority of 20 or more?
	Yes
	X No

	Regular Driver?
	Yes
	X No

	


Organizational Relationship:
	Provost
University Librarian
FILL IN WITH REPORTING LINE
FILL IN WITH SUPERVISOR
Incumbent

	Would you like Extra Help Services to fill this position if it's classified as non-clerical?
	Yes
	X No (Typically)

	PRIMARY POSITION FUNCTION/SUMMARY

	BRIEF OVERVIEW OF PRIMARY POSITION FUNCTIONS/SUMMARY. MAY BE AS SIMPLE AS 1-2 SENTENCES.



	Duties and Responsibilities

	
	Duties are listed in order of greatest importance. Other responsibilities may be assigned.	(TYPICAL REGULAR DUTIES EXPECTED IN LIST FORMAT, DOES NOT HAVE TO BE AN EXHAUSTIVE LIST)
	% TIME

	•
	DUTIES
	
PERCENT%

	•
	DUTIES
	PERCENT%



	•
	DUTIES
	PERCENT%

	•
	DUTIES
	PERCENT%

	•
	DUTIES Other duties as assigned
	PERCENT%



	QUALIFICATIONS:

	To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

	

Minimum Qualifications:
	Per SUCCS class specifications (LISTED WITHIN SUCCS CLASSIFICATION, if anything additional is needed, you may add them below)
· OPTIONAL: ANY ADDITIONAL MINIMUM QUALIFICATIONS

	Specialty Factors:
	

	Preferred Qualifications:
	· OPTIONAL: Add any additional ideal, but not necessary qualifications to perform the job functions- (education/work experience)



	Knowledge, Skills and Abilities (KSAs):

	- OPTIONAL: ANY KSAs

	- OPTIONAL: ANY KSAs

	- OPTIONAL: ANY KSAs



	PHYSICAL DEMANDS/WORKING CONDITIONS

	Providing this information helps ensure that the essential functions of the position are fully documented for the benefit of employees, applicants, and the university.

	Working Environment

	While performing the duties of this job, the associate is required to work within the selected working environments.

	
Working Condition
	
N/A
	
Rarely
	
Occasionally
	
Frequently
	
Constantly


Physical Demands/Working Conditions Comments:
