
  HUMAN RESOURCES 
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

Position Description Review (PDR) Intake Form 
(Request for Position Review or Creation) 

Employee Information (if applicable)
Employee Name: 
Supervisor Name: 
Current Position Title and Paygrade: 

Position Specifications
SUPERVISOR, BUDGET, AND WORKDAY ROLES 

• Supervisor of Record                Yes  No 

• Cost Center Manager  Yes  No 

• Delegated Workday Approvals from Supervisor   Yes   No 

PRIMARY ROLE DESCRIPTION 
Please provide an overview of this position’s responsibilities summarized in no more than 10 key areas, along with a 
percentage breakdown of the annual time spent on each area that totals 100%. 

 Position Responsibilities %

   Total: 100% 

Submitted by: _______________________________________________________________________ Date: ________________ 
Approved by Supervisor(s): ___________________________________________________________ Date: ________________ 
Approved by ELT Member: ____________________________________________________________ Date: ________________ 
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