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JIQ – JOB INFORMATION QUESTIONNAIRE




Human Resources, Skytop Office Bldg., 443-5370


l
The purpose of the JIQ is to collect information about the duties and responsibilities of staff jobs in order to write job descriptions, compare job responsibilities, comply with certain laws, and determine job categories.  

	Name
	Sarah Solomon
	
	For HR Use Only:

	
	
	
	
	

	Job Title
	Assistant Director and Case Manager
	
	Job Code
	

	
	
	
	
	

	Department/
	Office of Student Assistance
	
	
	

	School/College
	
	
	Position ID #:
	

	
	
	
	
	

	Date
	February 16, 2009
	
	
	


Type in the gray areas. The field will expand as you add text. In completing the form, please keep in mind the following:

· Respond based on actual job duties and responsibilities.  Describe the job as it exists now. In other words, tell us what you are actually doing in the job – this may or may not differ from what your current job description states.

NOTE: this is NOT an evaluation of your personal background or performance in the job. 


· Be objective and accurate.  Try not to understate or inflate the job. Base your responses on the typical duties and responsibilities of the job under normal conditions, not under unusual circumstances or temporary assignments.

· Be inclusive.  Remember to include the skills you feel are required to perform the job. Describe the level and nature of personal interaction and, if you are a supervisor, be sure to describe your supervisory/managerial responsibilities.

· Review the Job Classification Model and Sample Completed Job Information Questionnaires.  It may be helpful to read through the job categories and the sample completed JIQ’s to help you define the nature, scope, and responsibilities of the job you are describing.

· Job Category. Read through the job category descriptions to determine where you think this position fits.
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In a few sentences, summarize the Basic Function/Purpose of the job: Assist the director in developing and implementing student support programming originating in the Office of Student Assistance as well as assisting in administering a comprehensive response to student trauma that includes ongoing support for the student victims of crime as well as those suffering from medical and/or other forms of intense distress.
Briefly describe the major Duties and Responsibilities of the job. Attach additional pages, if necessary: 
General:

•
Initiate action to achieve objectives as defined by the Director of the Office of Student Assistance.

•
Provide input into strategic decisions that affect planning, policies, practice and operations of the Office of Student Assistance.

•
Use highly developed analytical, oral, and written communication skills.

•
Take full responsibility for organizing, and executing assignments.

•
Employ high level persuasion and negotiation skills in the management of assigned work.

Specific:

•
Serve as a member of the professional staff of the Office of Student Assistance contributing to the administrative operations of the office as assigned by the Director.

•
Serve as a case manager for addresssing the needs of students is distress. This includes but is not limited to: mental health crises, physical health issues, and victimes of crime.  Addresses the needs of these students through a myriad of interventions, referrals and follow-up services; serves as a liaison to the schools and colleges, health care and mental health providers, staff and parents relative to students requiring interventions and/or in need of additional resources
· In collaboration and consultation with other members of the Health & Wellness portfolio, assist in the development of campus wellness initiatives.

· Supervise the department's graduate assistant in both provision of support services to studnets and the GAs professional development.

· Coordinate the implementation of the procedural advising program including the recruitment and training of procedural advisors.

· Manage office processes including the maintenance of records associated with leaves of absence, readmits, and college memos.

· With the Director of the Office of Student Assistance, design and implement crisis response policies and procedures.

· In the absence of the Director, provide support, as instructed, for the Senior Vice President and Dean of Student Affairs and/or the Associate Vice Presidents of Student Affairs in responding to campus crises.  This includes being on-call nights and weekends when needed.
· Serve as a member of the University's Behavioral Consultation Committee and have responsibility for managing cases discussed by the group.
· Respond to and provide support for seriously hospitalized students as needed including nights and weekends as a back-up for the Office of Residence Life, the Office of Orientation and Off-Campus Programs, and Fraternity and Sorority Affairs.

· Develop and maintain a relationship with local victim and victim’s advocate resources particualrly, but not limited to, those related to support for victims of domestic violence.

· Provide ongoing support for and information to the victims or affected others of criminal activity as they interact with the justice system.
· Assist the Director in the development and maintenance of department publications and web site.
· With the Director, compile and maintain quantitative and qualitative data documenting the experiences of student's experiencing trauma
.
Indicate the level of formal Education and relevant job Experience needed to perform this job satisfactorily – what you think would be needed if SU were hiring for the job today. For example, high school diploma and 6 months of administrative support in an academic setting: 
Masters degree in Social Work, Counseling, or other human services related field with 3-5 years experience, preferably in a higher education setting.  Prior work experience in the victim advocacy field preferred.

The nature of the work requires an ability to manage stressful situations, act effectively in a crisis, and work during non-standard hours (e.g., nights and weekends).

Specific/specialized Certification or Degree Required (if applicable):      
Suggested Job Classification Category and employee signature – Referring to the job classification model, please indicate into which category you believe the position fits.

	    FORMCHECKBOX 
 Staff II
	 FORMCHECKBOX 
 Staff IV
	 FORMCHECKBOX 
 Staff VI

	 FORMCHECKBOX 
 Staff III
	 FORMCHECKBOX 
 Staff V
	 FORMCHECKBOX 
 Staff VII


Review the JIQ to make sure you have not missed any important issues. If you have any questions, please see your supervisor or contact Human Resources x4042. Sign, date and give the JIQ to your supervisor for review.

Employee Signature


Date
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Resources





Supervisor Review, Comments, and Signature

After reviewing the job information questionnaire for accuracy and completeness, please indicate if there is anything to add to or change regarding the employee’s description of this job:      
After reviewing the job category descriptions, please indicate whether you agree with the employee’s suggested job category:


 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No


Supervisor’s Suggested Category      
If your suggested job category differs from the employee’s, please explain why:      
Please discuss any difference of opinion with the employee and try to resolve the difference before forwarding the form to Human Resources.

Supervisor Signature


Date
     
Dean/Director Signature


Date
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