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New Position or Reclassification Request (EZ)
​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​The purpose of the PDQ is to collect position specific information to assist in the classification of a new position and reclassification of an existing position. When completing this form, please provide specific and accurate details pertaining to the position.  Employees are encouraged to participate in completing this document; however, the supervisor or manager is accountable for establishing the work assignments and ensuring the accuracy of this information.
Please note: If the position meets the express criteria a PDQ is not required.  Click here for more information on express process and eligible positions: http://hr.vanderbilt.edu/compensation/newpositionsandreclass.php#Express
Part A: Position Information
REQUIRED

Action Requested:
 FORMCHECKBOX 
 New Position
 FORMCHECKBOX 
 Reclassification, Filled
 FORMCHECKBOX 
 Reclassification, Vacant

GENERAL COMMENTS ABOUT THE POSITION:
Reason for Request:        
	Position Number:
        
	Home Dept ID/Name:
     

	Current Job Code:
        
	Current Classification:
     

	Proposed Job Code:
        
	Proposed Classification:
     

	Supervisor Name/Title:     
	Supervisor Phone/E-Mail:
     

	Incumbent’s Name:           
	Incumbent’s Employee ID:        



Part B: Organizational Chart

Please attach an organization chart with detailed reporting structure to include this position (including superiors, peers and direct reports where applicable).
Part C: Position Specific Job Description 
Please clearly describe the specific key functions of this position to include percentage of overall time spent for each key function.
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