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Job Analysis Form for PVN
Instructions: Type or write in the requested information. Please email the completed form and organization chart to: Gila.Rohr@kingsborough.edu. If there are any questions, please contact Mickie/Gila at 718-368-5436.

	Department contact and phone number whom HR can contact with questions:
	     

	Functional Title: 
	     
	Payroll Title:
	     

	Reports to (payroll title):
	     

	Position Summary (short statement of duties):      

	Essential Duties(add page if necessary):      


	Positions reporting to this position (by payroll title):      


	REQUIREMENTS:  (Most minimum requirement education and experience levels are pre-determined by the payroll title, but the specific type of education and experience is often subject to the needs of the position.) 

Education (check):  FORMCHECKBOX 
 High School Diploma/Equivalent   FORMCHECKBOX 
 Bachelors Deg.  FORMCHECKBOX 
 Masters Deg.  FORMCHECKBOX 
 Doctorate Deg.   FORMCHECKBOX 
 Other

	Course of study:      

	 FORMCHECKBOX 
 Unspecified field:      
	 FORMCHECKBOX 
 Specified field:      

	 FORMCHECKBOX 
 Closely related field:      

	EXPERIENCE: 

      # years of unspecified experience
      # years of specified experience

	      # years in higher education

      # years in a public sector environment 


	      # years in a non-profit environment 

      # in another environment (specify):      

	SKILLS AND ABILITIES:  The ideal candidate will have (check all that apply):

	 FORMCHECKBOX 
 Communication skills  FORMCHECKBOX 
 Interpersonal skills   FORMCHECKBOX 
 Organizational skills    FORMCHECKBOX 
 Supervisory skills 

	 FORMCHECKBOX 
Computer skills (specify):      

	 FORMCHECKBOX 
 Other skills (list):      

	SPECIAL NOTES: (Other required attributes) 

	 FORMCHECKBOX 
 Driver’s license required
 FORMCHECKBOX 
 Special hours/shift:      
 FORMCHECKBOX 
 Flexible schedule:      
 FORMCHECKBOX 
 Other: (specify)     

	

	SEARCH INFORMATION:  Indicate what information the candidates should send. (This information will become part of the PVN)

	 FORMCHECKBOX 
 Resume    FORMCHECKBOX 
 Cover letter   FORMCHECKBOX 
 Salary history   FORMCHECKBOX 
 References    FORMCHECKBOX 
 Other (specify):      


	Contact/return address for Teaching Faculty and College Lab Technicians:

Dr. Stuart Suss 
V.P. for Academic Affairs & Provost 
Kingsborough Community College 
2001 Oriental Boulevard 
Brooklyn, NY 11235 
e-mail: Apps.fy@kbcc.cuny.edu
	Contact/return address for HEO Series, ECP, & Managerial titles:

Ms. Mickie Driscoll

Director, Human Resources

Kingsborough Community College

2001 Oriental Boulevard

Brooklyn, NY 11235

email: Apps.inst@kbcc.cuny.edu)
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