	



Administration Job Evaluation Checklist
Please complete this list to ensure that you have met all the criteria required before sending this checklist and documents to Human Resources. 
(
Request Type:
(
New Position
(
Please complete the Position Profile and the Position Questionnaire.
(
Re-Evaluation
(
Please complete the Re-Evaluation Request form, Position Profile and the Position Questionnaire.
· Ensure documents are signed by incumbent(s), supervisor and Dean, VP or President.
· Include a current Departmental Organizational Chart.
· Check the Job Evaluation website to see when the documents must be received in HR.
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