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POSITION CLASSIFICATION COVERSHEET FOR NEW POSITIONS
	POSITION TITLE
	
	SUPERVISOR
	

	GROUP
	
	ELEMENT
	



Process for completing this coversheet
For new positions, the coversheet will normally be completed by the supervisor and should be completed in conjunction with the proposed Position Description.  The coversheet should describe the key aspects of the position which cannot be covered in sufficient detail in the Position Description. The Position Description must be attached.
Major responsibilities of the position
Detail the primary reason for the establishment of the position (why the position is required by the University) and what responsibilities the position will be expected to undertake.
	


[bookmark: _Hlk71026721]What impact will this classification have on other positions within your Element?
	



[bookmark: _Hlk525141552]What impact will this position have on the establishment?  Will this position be a core establishment position or a contingent position?  Is there sufficient budget to fund this position?
	



Signatures
	Supervisor Name, Signature and Date


	Head of Element* Name and Title, Signature and Date



Submission
The completed form should be forwarded electronically to Human Resources and Safety via
hrand safety@griffith.edu.au 
Attached:
· Proposed Position description in Word format
[bookmark: _Hlk525141669]* 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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