How to use “Generic” Staff Position Descriptions
The Compensation department has designed “generic” staff position descriptions which may be utilized by managers and department heads when revising or creating new Staff position descriptions in their department.  These descriptions may be used in their current form if appropriate for the position or may be used as a starting point to create a new position description tailored to the department and/or position.  

The position descriptions are grouped by job family as follows:

Department Assistant or Academic Support Assistant Job Family

Note: The Academic Support Assistant job family is generally used in the Academic sector.  The Department Assistant job family is used throughout the University and the position title may be tailored to reflect the department’s function.
Position Title







Salary Grade
Department Assistant I or Academic Support Assistant I

J


Department Assistant II or Academic Support Assistant II

K


Department Assistant III or Academic Support Assistant III

L


Department Assistant IV or Academic Support Assistant IV

M


Department Assistant IV or Academic Support Assistant V

N


Secretarial Job Family

Position Title







Salary Grade
Secretary








L



Senior Secretary







M




Executive Secretary







N




Senior Executive Secretary





O




