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C
areer B

and 
C

areer Level/  
D

im
ension/C

riteria 
1 

2 

   Adm
inistrator –  

 Setting the 
strategic 
direction 
 

Scope of 
R

esponsibility 

x 
H

ead of and responsible for results delivered for an autonom
ous departm

ent.   
x 

C
ollaborates w

ith other S
enior A

dm
inistrators to deliver strategic results for 

the C
ollege. 

x 
A

ctions at this level have prim
ary im

pact on departm
ental operations.  

x 
A

pproves w
orkflow

, processes/m
ethods, priorities, staff roles, and productivity 

for a departm
ent.  A

pproves enhancem
ents to departm

ent processes. 
x 

A
pproves short- and long-term

 resource allocation needs and develops 
appropriate contingency for given departm

ent. M
ay recom

m
end changes to 

resource allocation based on strategic needs of the departm
ent. 

x 
 H

ead of and responsible for results delivered for an entire 
business process or division (m

ultiple departm
ents or business 

units). 
x 

M
anages m

ultiple layers of D
epartm

ental D
irectors and 

M
anagers.  

x 
A

ctions at this level im
pact C

ollege/Institute-w
ide operations, 

strategic direction of the C
ollege/Institute and external 

constituencies.  
x 

R
esponsible for delivery of strategic results of business unit or 

division. 
x 

S
ets or changes strategic goals, including reallocating resources 

for broad range of cam
pus initiatives. 

x 
A

pproves long-term
 resource allocation needs and develops 

appropriate contingency for business unit or division. D
irects 

resource allocation based on strategic needs. 

 

Problem
 C

om
plexity 

x 
P

roblem
s m

ay include operational issues, departm
ental resource allocation 

and collaborating w
ith other departm

ents to m
eet institutional needs. 

x 
S

olutions require thorough understanding of departm
ental functions and inter-

relatedness of departm
ent w

ithin the broader institution and the ability to 
assim

ilate inform
ation provided by departm

ental m
anagers. 

x 
D

ecision m
aking horizon typically spans current and future year. 

 

x 
P

roblem
s im

pact the entire cam
pus, the external com

m
unity, the 

overall quality of the M
iddlebury/M

IIS
 experience, and/or the 

financial w
ell being of the C

ollege/Institute. 
x 

S
olutions involve w

eighing the differing and often com
peting 

needs of various business units and taking a leadership role in 
establishing new

 thresholds of success for the institution. 
x 

D
ecision m

aking horizon is typically three to five years. 

 
 Autonom

y 
 

x 
S

upervision is lim
ited to special situations requiring advice or joint problem

 
solving betw

een m
ultiple departm

ents, w
hen new

 policies or initiatives are 
being im

plem
ented, or in review

 of annual review
 of departm

ental objectives 
and accom

plishm
ents. 

x 
The position w

orks w
ith considerable independence and has 

substantial latitude in achieving short- and long-term
 results. 

S
upervision is lim

ited to review
 of division outcom

es and 
achievem

ent of strategic objectives. 
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C
areer B

and 
C

areer Level/  
D

im
ension/C

riteria 
1 

2 

 

Influencing/People 
Leadership 

x 
Leads the m

anagem
ent team

 of departm
ent. 

x 
H

as full authority for personnel actions at the departm
ent level.  

x 
S

erves as m
entor/coach, providing guidance and training. 

x 
R

epresents the C
ollege/Institute on com

m
ittees or tow

n organizations.  
x 

P
lays an active role in professional associations w

ithin appropriate discipline, 
influences direction of profession w

ithin the region. 
 

x 
M

anages m
ultiple layers of m

anagers and directors. 
x 

R
eview

s and approves personnel actions for departm
ental 

leaders or those im
pacting m

ultiple em
ployees. 

x 
S

erves as a representative of the C
ollege at official functions and 

/or com
m

unity forum
s, requires public speaking. 

x P
lays a leadership role in professional associations w

ithin 
appropriate discipline, influences direction of profession on a 
national level. 

 

O
rganizational 

K
now

ledge 
 

x 
Thorough understanding of departm

ental history, strengths and w
eaknesses, 

w
orking know

ledge of other departm
ents w

ith collaborative roles and 
objectives.    

   

x 
U

nderstanding of institutional history, interrelationships betw
een 

divisions, spheres of influence and decision m
aking. 

x 
 K

now
ledge of other institutions and their relationships w

ith 
M

iddlebury/M
IIS

 and trends w
ithin higher education. D

epending 
of focus of role know

ledge m
ay expand to understanding on 

foreign relations, collaborations w
ith other institutions, and 

expansion of M
iddlebury’s/M

IIS
’s influence outside or our 

im
m

ediate com
m

unities. 

 
M

inim
um

 
B

ackground/ 
Experience 
 

x 
M

aster’s or post graduate degree or equivalent w
ork experience.   

x 
A

t least 10 years of m
anagem

ent/leadership experience. 
x 

S
pecific higher education industry or functional experienced typical. 

x 
M

aster's or post graduate degree or equivalent w
ork experience. 

x 
A

t least 15 years of relevant m
anagem

ent experience. 
x 

S
pecific higher education industry or functional experience 

required. 
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C

areer B
and 

C
areer Level/  

D
im

ension/C
riteria 

1 
2 

3 

    M
anagem

ent -  
  M

anaging 
other people 
  

Scope of 
R

esponsibility 

x 
M

anages individual or sm
all groups or team

s of m
em

bers 
(S

upervision of student em
ployees is not a factor for 

consideration w
ithin the M

anagem
ent career band). 

x 
R

esponsible for assignm
ents of duties, training, contributes on 

perform
ance evaluations and personnel decisions. 

x 
P

erform
s a broad range of w

ork seeking guidance and 
reporting progress.  A

ctivities have daily operational focus.  
x 

M
ay m

anage elem
ents/portions of a budget. 

x 
M

anages m
ore than one unit/team

, or groups of 
supervisors w

ith m
ultiple staff m

em
bers under 

area of responsibility.  M
ay also m

anage 
S

pecialists w
ith advanced skills (levels 3&4) 

w
here extensive subject m

atter expertise is 
required. 

x 
A

uthority to m
ake independent personnel 

decisions. 
x 

Leads project team
s, develops project plans, 

seeks endorsem
ents and resources from

 
adm

inistration, accountable for outcom
es. 

x 
C

ontributes to developm
ent of an operating plan 

and budget.  

x 
M

anages and responsible for results delivered for a 
large subset or a departm

ent, functions as part of the 
leadership team

 of a departm
ent, typically w

ithin larger 
departm

ents (>20 FTE
). S

upervises and m
entors other 

m
anagers. 

x 
C

oordinates efficient and effective team
s often led by 

subordinates to com
plete projects and accom

plish 
desired results. C

ounsels and advises m
anagers and 

supervisors on personnel decisions. 
x 

C
ollaborates w

ith S
enior A

dm
inistrators to define 

departm
ent goals and objectives taking a big picture 

approach/ long term
 approach. 

x 
Full authority for developing and m

anaging an 
operating plan and associated budgets w

ithin 
respective departm

ent or area. 

 

Problem
 C

om
plexity 

x 
A

ddresses routine issues according to established protocols, 
docum

enting and reporting actions to m
ore senior m

anagers. 
P

roblem
s often relate to individual events or occurrences. 

x 
M

akes a contribution to m
anaging and solving com

plex, 
technical/business challenges w

ith guidance from
 senior 

m
anager or adm

inistrator. 
 

x 
R

esolves infrequent or serious issues w
ith 

outcom
es that m

ay adversely effect efficiency 
and operations of a unit or team

.  
x 

A
cts as a resource for recurring or system

ic 
problem

s w
hich require changes to operations 

or procedures. S
olutions require analysis and 

investigation. 

x 
R

esolves issues w
ith significant intangibles or 

uncertainties, significant financial or operational im
pact 

departm
ent-w

ide and/or beyond individual departm
ent.   

x 
P

roblem
s usually defined by higher level leadership. 

x 
D

raw
s upon significant experience to anticipate 

problem
s and position departm

ent accordingly. 

 
 Autonom

y 
 

x 
W

orks under direct supervision of higher level m
anager or 

adm
inistrator. 

x 
S

eeks guidance and reports periodic progress 
w

hile functioning independently. 
x 

Individually accountable for the short- and long-term
 

grow
th and perform

ance of a part of a business or for 
the efficiency and effectiveness of part of a 
departm

ent or area.  H
as little or no direct supervision. 

 

Influencing/People 
Leadership 

x 
P

rovides day-to-day w
ork direction.  M

ay perform
 sim

ilar w
ork 

to professionals w
hile m

anaging w
ork assignm

ents, staffing 
and training for all team

 m
em

bers. 
x 

S
erves as m

entor/coach, providing guidance and training to 
staff. 

  

x 
S

upervises, coordinates, provides leadership to, 
and review

s the w
ork of professional and 

m
anagem

ent level em
ployees in order to 

accom
plish operational plans and results 

x 
E

nsures perform
ance planning, coaching, and 

evaluations occur per H
R

 policies.   

x 
C

reates w
orkforce and staffing plans and ensures 

availability of staff necessary to accom
plish planned 

results 
x 

S
erves as m

anagem
ent m

entor/coach, provides 
guidance and expertise to other departm

ents. 

 
O

rganizational 
K

now
ledge 

 

x 
G

ood grasp of professional principles and skills. K
now

s and 
effectively uses fundam

ental concepts, practices, and 
procedures of particular area of specialization. 

x 
R

esponds to issues based upon an understanding of 
departm

ental polices and procedures. 

x 
P

ossesses and applies a broad know
ledge of 

principles, practices, and procedures of 
particular field of specialization to the com

pletion 
of com

plex assignm
ents.  

x 
S

olid know
ledge of technologies, policies and 

x 
Translates a broader understanding of strategy and 
practices to ow

n role and departm
ent al objectives. 

x 
R

ole recognizes need for cross-disciplinary 
understanding and expertise, and ability to anticipate 
opportunities for collaboration and cooperation 



   B   
                                            Job C

ontent Fram
ew

ork
 

 

s:\departm
ents\hum

an resources\com
pensation\blank m

ercer form
s\b__job content fram

ew
ork 2011.doc 

4
 

C
areer B

and 
C

areer Level/  
D

im
ension/C

riteria 
1 

2 
3 

practices. 
cam

pus-w
ide. 

 
M

inim
um

 B
ackground/ 

Experience 
 

x 
A

ssociate’s or Bachelor’s degree or equivalent w
ork 

experience. 
x 

2 or m
ore years supervisory experience. 

x 
R

elated higher education industry or functional experience 
preferred. 

x 
B

achelor’s degree or equivalent w
ork 

experience 
x 

3 to 5 years supervisory/m
anagem

ent 
experience preferred. 

x 
R

elated higher education industry or functional 
experience typical. 

x 
B

achelor’s degree or equivalent w
ork experience.  

M
aster’s or post graduate degree or equivalent w

ork 
experience preferred. 

x 
A

t least 8 years of m
anagem

ent experience. 
x 

S
pecific higher education industry or functional 

experienced required. 
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C
areer B

and 
C

areer Level/  
D

im
ension/C

riteria 
1 

2 
3 

4 

  Specialist –  
 Applying 
specialized or 
technical 
know

ledge
 

Scope of 
R

esponsibility 

x 
E

ntry level professional contributor. 
x 

P
erform

s w
ork assignm

ents that are 
portions of a broader assignm

ent w
ith a 

technical/discipline focus.  S
upports and 

contributes to a w
ell defined and 

standardized process. 
x 

W
ork typically focuses on less com

plex 
assignm

ents.  M
ay provide support for 

larger projects that have departm
ent and 

area im
pact. 

x 
Fully productive professional 
contributor, w

orking 
independently on larger, 
m

oderately com
plex 

assignm
ents that have a direct 

im
pact on the departm

ent, the 
division. 

x 
P

erform
s assignm

ents w
ith 

com
plex technical requirem

ents. 
A

ssignm
ents are diverse and 

decisions m
ay require m

odifying 
standard procedures w

ith 
organization-w

ide im
plications. 

x 
S

easoned professional contributor w
ith 

responsibility for an advanced area of 
w

ork in a professional field. 
x 

M
ay be responsible for entire projects that 

have a m
odest im

pact on the organization 
or for portions of larger projects that have 
considerable im

pact on the departm
ent, 

area, or the C
ollege or Institute.  

x 
Is a technical expert in a departm

ent or 
division process. 

 

x 
R

ecognized subject m
atter expert.  

C
oncerned w

ith problem
s that have a 

direct and im
portant effect on 

C
ollege/Institute-w

ide program
s and 

results. 
x 

R
outinely called upon to 

apply/dem
onstrate m

astery of existing 
and em

erging technologies, practices, 
and processes. 

x 
M

ay direct m
ajor cross-functional 

projects or program
s w

ith significant 
im

pact across the C
ollege/Institute.  

 

Problem
 

C
om

plexity 

x 
W

orks w
ith established procedures and/or 

protocols. Identifies and resolves clearly-
defined problem

s. 
x 

D
em

onstrates skill in data analysis 
techniques by resolving m

issing inform
ation 

and inconsistencies/ in routine research or 
data. 

x 
P

erform
s full range of standard 

professional level w
ork that 

typically requires processing and 
interpreting com

plex, less 
clearly-defined issues. 

x 
Identifies problem

s and possible 
solutions and takes appropriate 
action to resolve. 

x 
D

em
onstrates skill in data 

analysis techniques by resolving 
m

isinform
ation and 

inconsistencies in com
plex 

research or data. 

x 
P

erform
s advanced areas of w

ork for in a 
professional field. 

x 
Identifies key barriers/core problem

s and 
applies problem

-solving skills in order to 
deal creatively w

ith com
plex situations.  

x 
M

akes decisions under conditions of 
uncertainty, som

etim
es w

ith incom
plete 

inform
ation. 

x 
P

erform
s leading-edge w

ork in a 
professional field.  

x 
D

isplays the highest level of critical 
thinking and analysis in bringing 
resolution to high-im

pact, com
plex, 

and/or cross-departm
ent and division 

problem
s.   

x 
W

ork requires prom
pt decisions w

hen 
faced w

ith com
plex and often 

contradictory alternatives.  

 

 Autonom
y 

 

x 
R

eceives general supervision; exercises 
som

e independent judgm
ent; m

ay be paired 
w

ith a m
entor. 

x 
W

ork typically involves regular process 
checks or review

 of output by a co-w
orker 

and/or m
anager. 

x 
M

ostly independent w
ork; 

receives guidance only on 
unusually com

plex problem
s or 

issues. 
x 

W
ork typically involves periodic 

review
 of output by m

anager 
and/or direct “custom

ers” of the 
process. 

 

x 
Independently perform

s assignm
ents w

ith 
instruction lim

ited to results expected and 
special situations requiring advice or joint 
problem

-solving w
hen guidelines are 

unavailable or new
 policies are being 

im
plem

ented.  D
eterm

ines and develops 
approach to solutions. 

x 
R

eceives technical guidance only on 
unusual or com

plex problem
s or issues. 

x 
O

perates w
ith considerable latitude.  

S
ituations m

ay have little or no 
precedent and require original or new

 
approaches w

ithout guidance from
 

others.     
x 

R
eaches decisions under conditions 

of uncertainty  w
ith w

ide-ranging 
im

pact for the organization. 
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C
areer B

and 
C

areer Level/  
D

im
ension/C

riteria 
1 

2 
3 

4 

 

Influencing/People 
Leadership 

x 
M

ay provide general guidance and direction 
or training to other staff m

em
bers in 

departm
ent procedures or basic technical 

aspects of assigned w
ork.   

x 
P

rovides guidance, direction and 
training to junior, professional 
personnel on com

plex technical 
topics.   

x 
M

ay also assist in planning, 
executing and review

ing w
ork 

w
ithin a team

. 

x 
M

ay oversee the com
pletion of projects or 

assignm
ents including: planning, 

assigning, m
onitoring, review

ing progress 
and accuracy of w

ork, and evaluating 
results of one or m

ore staff team
s. 

x 
P

rovides input in connection w
ith the 

overall strategy for aligning objectives, 
activities, tim

ing/tradeoffs and outcom
es 

across projects.   
x 

S
erves as m

entor/coach, providing 
guidance and training.  

x 
C

ontributes to other em
ployees’ 

professional developm
ent.  M

ay also  
supervise 1 – 2 other positions.  
S

upervision is not a substantial job 
activity.  

x 
E

ngages others in developing 
innovative solutions to im

portant, 
highly-com

plex strategic and 
operating problem

s; cross-departm
ent 

and divisional considerations are 
often present. 

x 
Leads effort to develop overall 
strategy for aligning objectives, 
activities and outcom

es across 
projects.  D

evelops strategy for 
assessing effectiveness/success of 
project outcom

es/deliverables on a 
short- and long-term

 basis.    
x 

M
ay m

ake recom
m

endations 
regarding personnel actions such as 
staffing, perform

ance m
anagem

ent, 
and rew

ards.  M
ay also m

anage 1 – 3 
other positions, but prim

ary 
contribution is in applying know

ledge 
rather than m

anaging people.   

 

O
rganizational 

K
now

ledge 
 

x 
G

ood grasp of professional principles and 
skills. K

now
s and effectively uses 

fundam
ental concepts, practices, and 

procedures of particular area of 
specialization. 

x 
R

esponds to custom
ers based upon a 

broad and detailed understanding of w
ork 

area policies &
 procedures.  

x 
P

ossesses and applies a broad 
know

ledge of principles, 
practices, and procedures of 
particular field of specialization 
to the com

pletion of m
oderately 

com
plex assignm

ents.  
x 

S
olid know

ledge of the 
organization’s technologies, 
policies and practices. 

x 
P

ossesses and applies com
prehensive 

know
ledge of particular field of 

specialization to the com
pletion of 

com
plex assignm

ents. O
ften view

ed as an 
expert in area of technical expertise. 

x 
A

dvanced know
ledge of the organization’s   

technologies and practices. 
 

x 
P

ossesses extensive know
ledge in 

prim
ary discipline or technical/ 

scientific area. 
x 

S
tate-of-the-art know

ledge of 
organizations technologies, 
processes, and practices. 

x 
P

oint of authority and/or source of 
technical/ scientific know

ledge. 
x 

G
reater than 50%

 of tim
e is doing 

individual contributor w
ork. 

 

M
inim

um
 

B
ackground/ 

Experience 
 

x 
B

achelor’s degree or Journeym
an’s license. 

x 
1-3 or m

ore years related higher education 
industry or functional experience.  

x 
B

achelor’s degree or m
aster’s 

license.  A
dditional specialized 

certification m
ay be required.  

x 
3 to 7 years related higher 
education industry or functional 
experience. 

x 
B

achelor’s degree and/or applicable 
certifications or licenses.  M

aster’s or post 
graduate degree or equivalent w

ork 
experience preferred. 

x 
A

t least 8 years specific higher education 
industry or functional experience. 

x 
M

aster’s or post graduate degree or 
equivalent w

ork experience.  
x 

10 or m
ore years specific higher 

education industry or functional 
experience; dem

onstrates ability to 
contribute to best practice 
innovations/solutions.  
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C
areer B

and 
C

areer Level/  
D

im
ension/C

riteria 
1 

2 
3 

4 

    O
perations –  

 Providing 
adm

inistrative 
or service 
support 
 

Scope of 
R

esponsibility 

x 
R

esponsibilities include routine physical 
tasks or clerical duties. 

x 
E

ntry level role requiring basic skills. 
x 

O
nce m

astered tasks are often repeated 
daily and required lim

ited training. 
x 

R
ole requires lim

ited direct contact w
ith 

custom
ers. 

x 
R

esponsibilities include basic 
clerical and adm

inistrative duties 
(phones, routine paperw

ork, 
reception, custom

er service roles) or 
service/labor w

ork requiring regular 
use of equipm

ent or specialized 
skills (painting, non-C

D
L driving). 

x 
S

om
e specialty skills required 

appropriate to w
ork. 

x 
Tasks vary throughout the w

eek, 
requiring m

ore extensive training or 
know

ledge base. 
x 

R
oles m

ay require basic w
ritten and 

verbal com
m

unications skills 
required to interact w

ith custom
ers. 

x 
R

esponsibilities include high level 
adm

inistrative duties (supporting faculty, 
m

anagem
ent or high level specialist staff) 

or leading team
s of service w

orkers. 
x 

M
ay include supervising student 

em
ployees, often responsible for 

adm
inistrative functioning of a unit or 

sm
all departm

ent. 
x 

P
rovide adm

inistrative support to projects 
w

ith departm
ental im

pact. 

x 
R

esponsibilities include senior level 
adm

inistrative duties (responsibility for 
program

s or m
ajor office functions), 

operational responsibility for a departm
ent or 

support of senior adm
inistrator. 

x 
M

ay supervise other em
ployees and have 

responsibility for tim
e approval and 

scheduling. 
x 

P
osition requires high level specialty skills 

(B
anner superusers, responsibility for m

ajor 
C

ollege/Institute function, etc.). 
x 

R
esponsibilities are often at the division level 

w
ith im

pact cam
pus-w

ide. 

 

Problem
 

C
om

plexity 

x 
W

ork follow
s established routines, clearly 

prescribed rules, past practices, or 
instructions. 

x 
S

eeks advice and guidance on nonroutine or 
problem

 areas from
 supervisor. A

ny 
deviations from

 the norm
 are cleared by the 

supervisor. 

x 
R

esponsible for identifying routine 
problem

s and selecting appropriate 
response from

 range of prescribed 
solutions. 

x 
R

efers com
plex, unusual problem

s 
to supervisor. 

x 
A

pplies advanced skills to resolve 
com

plex problem
s independently. 

x 
M

ay m
odify processes to resolve 

situations/problem
s. 

x 
S

erves as a resource to others in resolving 
com

plex operation/adm
inistrative issues. 

x 
E

stablishes guidelines for problem
 resolution. 

 

 

 Autonom
y 

 

x 
W

orks under close supervision of team
 

leaders or supervisors; exercises lim
ited 

latitude/independent judgm
ent. 

x 
W

ork typically involves detailed checks or 
close review

 of output by a senior co-w
orker 

and/or supervisor. 

x 
U

nder general supervision of w
ork 

group, exercises som
e judgm

ent in 
accordance w

ith w
ell-defined 

policies, procedures and 
techniques. 

x 
W

ork typically involves regular 
review

 of output by a senior co-
w

orker or supervisor. 
 

 

x 
U

nder lim
ited supervision, relies on 

experience and exercises independent 
judgm

ent to determ
ine best approach to 

achieve desired outcom
es. C

ourse of 
action is often determ

ined by interpreting 
procedures and policies. 

x 
W

ork typically involves only periodic 
review

 of output by a supervisor or direct 
“custom

ers” of the process. 

x 
E

nsures that staff perform
 w

ork as prescribed 
by policies and procedures. 

x 
A

ssigns w
ork to staff to achieve productivity, 

service, and quality standards w
ithin the 

param
eters of the operating plan and budget 

x 
W

orks independently w
ith lim

ited supervision 
from

 adm
inistrator or senior m

anager. 

 

Influencing/People 
Leadership 

x 
M

ay assist in directing and training new
  

staff in w
ork procedures. 

x 
M

ay assist in directing and training 
junior level personnel in technical 
com

plexities of assigned w
ork. 

x 
Is sought out and/or assigned to provide 
general guidance/direction, training, and 
technical assistance to junior level support 
personnel. 

x 
M

ay serve as lead w
orker, w

ith 
responsibility for planning, organizing, and 
assigning w

ork to others. 
x 

C
ontributes to em

ployees’ professional 
developm

ent but does not have hiring or 

x 
A

ssigns, directs and evaluates w
ork; 

coordinates w
ork schedules.  

x 
Trains em

ployees. 
x 

D
eterm

ines the m
eans, m

ethods and 
m

aterials for perform
ing w

ork; plans the w
ork 

operation. 
x 

R
ecom

m
ends prom

otions/discharges, but 
does not have final authority on these 
decisions. 
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C
areer B

and 
C

areer Level/  
D

im
ension/C

riteria 
1 

2 
3 

4 

firing authority. 

 

K
now

ledge 
 

x 
A

pplies basic know
ledge of one’s job, its 

resources and policies to answ
er basic 

inquiries. 
x 

A
ssignm

ents require m
inim

al know
ledge 

beyond the assigned w
ork. 

x 
D

em
onstrates correct understanding of 

routine aspects of w
ork. 

x 
R

esponds to custom
ers based upon 

a general understanding of job and 
departm

ent policies/ procedures, 
directs others to appropriate 
resources. 

x 
R

eadily learns and applies new
 

inform
ation/concepts in area of 

practice. 

x 
Thorough know

ledge of tasks and 
responsibilities. 

x 
E

ffectively applies skills in accom
plishing 

tasks. 
x 

R
esponds to custom

ers based upon a 
broad and detailed understanding of w

ork 
area and organizational 
policies/procedures. 

 

x 
U

sually functions as the highest, non-
m

anagerial resource im
m

ediately available for 
guiding junior staff. 

x 
H

as access to and responsibility for 
confidential inform

ation, m
ay act on behalf of 

m
anager for routine correspondence and 

issues resolution. 
x 

D
em

onstrates very highly developed 
know

ledge of the organization, people, 
processes and inform

ation system
s that can 

only be gained through advanced on the job 
training and extensive practical experience. 

 

M
inim

um
 

B
ackground/ 

Experience 
 

x 
H

igh S
chool diplom

a or equivalent w
ork 

experience preferred. 
x 

0 to 1 years of general w
ork experience. 

x 
H

igh S
chool diplom

a or G
E

D
 

required. 
x 

S
pecialized skill training/certification 

m
ay be required.  

x 
1 to 3 years of related experience. 

x 
Technical certification or Associate’s 
degree or equivalent w

ork experience is 
either required or preferred depending 
upon unit/team

 w
ork requirem

ents. 
x 

P
ossesses specialized or job-related 

technical skill training (e.g., technical 
licenses, com

puter operation, 
bookkeeping) and 3 or m

ore years of 
related experience. 

x 
Technical certification or Associate’s degree 
or equivalent w

ork experience is required, 
B

achelor’s degree preferred, although, not 
typically required. 

x 
M

aintains advanced on-the-job or vocational 
training.  

x 
Illustrates a sustained track record of 
successful perform

ance in directly related 
jobs.  

  


