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POSITION CLASSIFICATION COVERSHEET FOR EXISTING POSITIONS

	POSITION TITLE
	
	POSITION NUMBER

	

	GROUP
	
	ELEMENT
	

	INCUMBENT
	
	SUPERVISOR
	

	CURRENT LEVEL 
	
	NEW POSITION TITLE
(if applicable)
	



Process for completing this coversheet
For existing positions, the coversheet is to be completed by the incumbent of the position in consultation with their supervisor and will outline changes to the position.  When the Coversheet and Position Description have been completed, please forward to the Head of Element for consideration and approval.
Major Responsibilities of the position
Complete and attach a Position Description which clearly defines the key responsibilities of the updated role.
Please indicate the new responsibilities that are now required of the role 
	



Reasons why it has been appropriate to change the responsibilities of the position 
	


What impact will this position have on the establishment?  Is this position a core establishment position or a contingent position?  Is there sufficient budget to fund this position?
	



Signatures
	Incumbent Name, Signature and Date

	Supervisor Name, Signature and Date


	Head of Element* Name and Title, Signature and Date



Submission
The completed form should be forwarded to Human Resources and Safety electronically via  hrandsafety@griffith.edu.au 
Attached:
· Existing position description 	             	
· Updated Position description in Word format
* For the purposes of this document, the Head of Element is:
 Corporate Services & Chancellery:	Office Directors (Includes Registrar)  
 Griffith International: 		Vice President (Global)
 Academic Groups:		Pro Vice Chancellor via Dean (Academic)
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