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      JOB POSTING AMENDMENT FORM
Department of Human Resources 
Small changes can have big impacts!  Any change in duties or qualifications can change the banding and level of pay of a position.  If posted improperly, inequities may occur.  Incumbents may be paid incorrectly and/or result in the grievance process.  
The Hiring Manager is to identify any change(s) to the position since it was last banded and provide rationale for each change.  The Hiring Manager will use the most recently banded version of that position for comparison purposes. Identified changes and rationale are to be e-mailed along with the Hiring Request Form, to the Human Resources Department, Attention: Sherry Taylor using one of the following methods:  

1.
Job Posting Amendment Form:  complete this form 

2.
MS Word ‘Track Changes’ function: use the 'Track Changes' function in Word and apply it directly on the posting to identify changes.  Please include your rational for each change if you are using this method.  Please include your rational for each change if you are using this method.
3.
‘Red Light/Green Light’ method:  using an electronic copy of the most recently banded position description/posting, use a 'red' font colour to identify anything you are deleting from the previous document, and a 'green' font colour to indicate anything new you are adding.  Please include your rational for change if you are using this method.

	POSITION INFORMATION

	Position Title: 

_________________________________    Current Incumbent: ____________________________
Department:
_________________________________    Hiring Manager:      ____________________________
Date Last Posted/Banded: _________________________________




	ADDITIONS

	Please identify any new Key Responsibilities and explain the purpose of each addition by using “by” statements.   Why were these changes necessary?


	Please identify new qualifications and reason(s) for each addition.  Is the new qualification ‘required’ or ‘preferred’?


	DELETIONS

	Please identify any redundant duties.  Were these duties re-assigned elsewhere or were they simply discontinued? If they were re-assigned, what position were they re-assigned to?  


	Please identify any qualifications no longer required/reduce and the reason(s) for each deletion. 



	OTHER AMENDMENTS

	Please identify any other changes to the posting (e.g.: Supervisor, Summary of Responsibilities, Title, etc.).  Why did these changes come into affect?



	SIGNATURE

	Hiring Manager:  _____________________________________      Date: ________________



