












































































































Records Assistant I Master 
J  o  b    D  e  s  c  r  i  p  t  i  o  n 

MASTER SPECIFICATION 

JOB INFORMATION 
Date: 1/17/2018 6:25:39 PM 
Official Title: Records Assistant I Master 
System Affilliation: 
Employee Category: 
Pay Grade: Pay Grade 2 
Scheduled Hours 
Job Code: 453579 
Job Family: Admissions/Records 

JOB SUMMARY 
The Records Assistant I performs data entry, verifies information, and handles routine requests for student records, transcripts, 
and related information. This position also provides routine advice and guidance to staff, students and members of the general 
public regarding the registration process. 

NATURE OF WORK 
The Records Assistant I functions as the first of three levels of Records Assistant responsible for assisting in maintain all student 
records as well as for full customer service duties including answering phones and helping visitors to the office. This position is 
typically assigned to the institution's Registrar or Admissions Records Office. Job responsibilities include preparing 
correspondence to and for students and former students, entering and retrieving data from automated systems, and responding 
to requests for academic transcripts. Work is closely supervised, with limited opportunity for independent action or decision-
making, and consists of tasks that are routine, or well-defined, with specific instructions to achieve standards. Decisions are 
infrequent and errors could result in minor costs and inconveniences within the affected area. 

Distinguishing Characteristics 
Examples of Duties 

Essential Functions 

Processes requests for transcripts, student grade records, course descriptions, and other information in accordance with privacy 
laws and institutional policies. 
Orders transcripts through mainframe computer; checks transcripts to verify accuracy; validates and distributes transcripts 
according to requests. 
Greets visitors in person or on the phone, providing customer service with advice and guidance regarding the registration 
process; may refer customers to appropriate department or institutional site. 
Responds to inquiries by telephone or letter regarding academic standing, transcript problems, and unclear or irregular 
transcript requests. 
Processes name changes and updates other academic and demographic information in files and on computer. 
Provides transcripts, enrollment verification, and degree certifications by mail, FAX, or telephone, according to prescribed 
procedures; advises students concerning their records. 
Maintains files in proper order; pulls records for processing and refiles. 
Maintains logs of records release transactions initiated by other departments. 
Performs other job related duties as assigned. 

Additional Responsibilities 
May process cash receipts and cash-related transactions, such as money lists for deposits. 
May post transfer credits. 

Performs other functions as required or assigned. Also complies with all Policies and Standards. 

QUALIFICATIONS 
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed 
below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 
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Education 

Education Level Field of Study Req Pref And/Or 

High school diploma or GED X 

Work Experience 

Experience Experience Details Req Pref 

No experience X 
Minimum 6 months Public contact or clerical experience X 
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Records Assistant II Master 
J  o  b    D  e  s  c  r  i  p  t  i  o  n 

MASTER SPECIFICATION 

JOB INFORMATION 
Date: 1/17/2018 6:25:59 PM 
Official Title: Records Assistant II Master 
System Affilliation: 
Employee Category: 
Pay Grade: Pay Grade 2 
Scheduled Hours 
Job Code: 453580 
Job Family: Admissions/Records 

JOB SUMMARY 
The Records Assistant II performs data entry, verifies information, and handles routine requests for student records, transcripts, 
and related information. This position also provides routine advice and guidance to staff, students and members of the general 
public regarding the registration process. 

NATURE OF WORK 
The Records Assistant II functions as the second of three levels of Records Assistant responsible for assisting in maintain all 
student records as well as for full customer service duties including answering phones and helping visitors to the office. This 
position is typically assigned to the institution's Registrar or Admissions Records Office. Job responsibilities include preparing 
correspondence to and for students and former students, entering and retrieving data from automated systems, and responding 
to requests for academic transcripts. Additionally, the Records Assistant II may be responsible for posting transfer credits. Work 
is closely supervised, with limited opportunity for independent action or decision making, and consists of tasks that are routine, 
or well-defined, with specific instructions to achieve standards. Decisions are limited to the application of standardized or 
accepted practices and errors could result in some costs and inconveniences within the affected area. 

Distinguishing Characteristics 
Examples of Duties 

Essential Functions 

Processes requests for transcripts, student grade records, course descriptions, and other information in accordance with privacy 
laws and university policies. 
Orders transcripts through mainframe computer; checks transcripts to verify accuracy; validates and distributes transcripts 
according to requests. 
Greets visitors in person or on the phone, providing customer service with advice and guidance regarding the registration 
process; may refer customers to appropriate department or institutional site. 
Responds to inquiries by telephone or letter regarding academic standing, transcript problems, and unclear or irregular 
transcript requests. 
Processes name changes and updates other academic and demographic information in files and on computer. 
Provides transcripts, enrollment verification, and degree certifications by mail, FAX, or telephone, according to prescribed 
procedures; advises students concerning their records. 
Maintains files in proper order; pulls records for processing and refiles. 
Maintains logs of records release transactions initiated by other departments. 
Performs job related duties as assigned. 

Additional Responsibilities 
May process cash receipts and cash-related transactions, such as money lists for deposits. 
May post transfer credits. 

Performs other functions as required or assigned. Also complies with all Policies and Standards. 

QUALIFICATIONS 
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed 
below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 
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Education 

Education Level Field of Study Req Pref And/Or 

High school diploma or GED X 

Work Experience 

Experience Experience Details Req Pref 

1 year + Contact or clerical experience X 
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RESIDENCE HALL DESK COORDINATORS 

Desk Coordinators are an integral part to the security of the residence halls and the 
administrative tasks needed to run a residence hall.  This position is held to a very high level of 
accountability and requires a high level of responsibility from those hired. Those hired must also 
be very flexible and able to be managed by two separate entities.  

Duties and Responsibilities: 

• Review mailbox and process paperwork therein.

• Deliver, sort, forward all mail to the appropriate building and person. Prepare outgoing
mail for pick up. Log and disperse packages.

• Put up approved fliers around the desk area while removing out-of-date and inappropriate
signs in the lobby area.

• Change duty signs according to schedule.

• Check and respond to pre-approved emails and correspondences.

• Work with various campus and Resident Services software systems.

• Check to see what equipment and loan keys are still checked out. Call residents to return
items. Verify resident’s identification before issuing loan keys.

• Audit, update, and report on the key listing. Make sure key information is secure at the end
of the shift.

• Check all resident identification before letting individuals into the building. Request
identification of guests entering the building and contact residents to have guests escorted
to and from the front desk.

• Check paperwork drawer and supplies and report if replacements are required.

• Check forms to make sure everything is present and filled out completely using the
following guide and report any discrepancies.

• Track and review move in and out. Notify the appropriate personnel immediately of
discrepancies.

• Complete all required logs, sign-in sheets, requests, etc.

Item 15.17
MU22TEMPS_A Page 51



Secretary Master 
J  o  b    D  e  s  c  r  i  p  t  i  o  n 

MASTER SPECIFICATION 

JOB INFORMATION 
Date: 1/17/2018 6:31:01 PM 
Official Title: Secretary Master 
System Affilliation: 
Employee Category: 
Pay Grade: Pay Grade 2 
Scheduled Hours 
Job Code: 453872 
Job Family: Office Support 

JOB SUMMARY 
The Secretary provides clerical support of routine semi-skilled or skilled nature in support of the work and mission of an 
academic or administrative unit or department. 

NATURE OF WORK 
The Secretary is responsible for coordinating office activities and performing secretarial assignments for professional or 
administrative staff in support of the on-going operations of the institutional office. Additional responsibilities include assisting 
several administrative staff or serving as the support to a first-line or lower-level supervisor. Job responsibilities provide routine 
support-type services to others in a timely manner and typically include such duties as office coordination, scheduling 
meetings, preparing and maintaining office records, reports, and correspondence pertaining to the professional(s)'s and/or 
administrative staff's area of responsibility. Job responsibilities may vary depending on the academic or administrative unit or 
department to which assigned, but primarily involve written and oral communication, word processing and typing, and requires 
relevant skills such as IT, organizational and presentation skills, as well as the ability to multi-task and work well under 
pressure. Work is closely supervised, with limited opportunity for independent action or decision-making, and consists of tasks 
that are routine, or well-defined, with specific instructions to achieve standards. Decisions are limited to the application of 
standardized or accepted practices and errors could result in some costs and inconveniences within the affected. 

Distinguishing Characteristics 

Examples of Duties 

Essential Functions 

Composes and types routine letters, memoranda, reports, minutes of meetings, scientific or technical material, numerical data, 
charts and forms. 
Receives and screens visitors and telephone calls, takes messages, schedules appointments for professional(s) and/or 
administrative staff and provides information to callers requiring knowledge of agency's operations, supervisor's point of view, 
and the interpretation and application of policies and procedures. 
Schedules and arranges meetings and conferences for professional(s) and/or administrative staff and notifies interested parties; 
makes travel reservations as needed. Proofreads and corrects prepared materials for correct grammar, format, completeness, 
and content. 
Establishes and maintains office files, logs, indexes, control records, or other information concerning the work under the 
supervisor's control. 
Enters, retrieves, updates, verifies, and deletes information from electronic files. 
Takes minutes or recordings of meetings. 
Sorts, opens, and distributes incoming mail to staff; associates incoming correspondence with files or related materials needed 
for meetings, correspondence, and reports. 
Maintains confidentiality of documents and information received. 
Assists in the preparation of budgets and financial reports; prepares and monitors timekeeping and other personnel records. 
Determines needs and orders office supplies, equipment, repair and maintenance services through agency channels. 
Operates standard office equipment. 
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Examples of Duties 

Essential Functions 

Performs other job related duties as assigned. 

Performs other functions as required or assigned. Also complies with all Policies and Standards. 

QUALIFICATIONS 
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed 
below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 

Education 

Education Level Field of Study Req Pref And/Or 

High school diploma or GED X 

Work Experience 

Experience Experience Details Req Pref 

1 year + Related experience X 
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Application System Analyst Programmer Master 
J  o  b    D  e  s  c  r  i  p  t  i  o  n 

MASTER SPECIFICATION 

JOB INFORMATION 
Date: 1/17/2018 5:14:26 PM 
Official Title: Application System Analyst Programmer Master 
System Affilliation: 
Employee Category: 
Pay Grade: Pay Grade 6 
Scheduled Hours 
Job Code: 323124 
Job Family: Informations Systems/Techn 

JOB SUMMARY 
The Application System Analyst Programmer reviews, analyzes, and modifies programming systems including encoding, testing, 
debugging and installing to support an institution's application systems. 

NATURE OF WORK 
This position functions as the first of three levels of Application System Analyst Programmer. The Application System Analyst 
Programmer is responsible for serving as a technical application development expert within a department, unit, college, or in 
the central Information Technology function of a small institution. Job responsibilities require the ability to develop expert 
knowledge of current and planned functionality within assigned software to maximize utility of applications for use, reporting, 
and reconciliation efforts. Work is performed under immediate supervision, working within guidelines or traditional practice. 
Problems faced in this position are varied, requiring analysis or interpretation of the situation, and are solved using knowledge, 
skills, general precedents, and practices. Decisions may affect a work unit or area within a department, and may contribute to 
business and operational decisions that affect the department. 

Distinguishing Characteristics 

Examples of Duties 

Essential Functions 

Develops reports, processes, and programs for constituents. 
Consults with users to identify current operating procedures and to clarify program objectives. 
Writes manual for users to describe installation and operating procedures. 
Installs, configures, and supports custom and purchased institution-wide software applications. 
Supports good customer service by communicating and/or collaborating with the other units in a computer services function 
about impending changes, usability issues, and system upgrades or problems. 
Effectively resolves procedural and programming problems by conducting a thorough analysis of the situation and employing 
appropriate strategies for resolution. 
Ensures that security standards are strictly followed when developing, programming, and implementing new or purchased 
computer information systems and applications. 
Performs other job related duties as assigned. 

Additional Responsibilities 
May write documentation to describe program development, logic, coding, and corrections. 

Performs other functions as required or assigned. Also complies with all Policies and Standards. 

QUALIFICATIONS 
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To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed 
below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 

Education 

Education Level Field of Study Req Pref And/Or 

Bachelor’s degree Information Systems or a directly related field X 

Additional Experience 

Check here if experience may substitute for some of the above education and describe how. 

X 

Work Experience 

Experience Experience Details Req Pref 

2 year + Directly related experience X 
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Systems Programmer Lead Master 
J  o  b    D  e  s  c  r  i  p  t  i  o  n 

MASTER SPECIFICATION 

JOB INFORMATION 
Date: 1/17/2018 3:58:20 PM 
Official Title: Systems Programmer Lead Master 
System Affilliation: 
Employee Category: 
Pay Grade: Pay Grade 9 
Scheduled Hours 
Job Code: 323875 
Job Family: Informations Systems/Techn 

JOB SUMMARY 
The Systems Programmer Lead performs complex professional work in institutional systems development. 

NATURE OF WORK 
This position functions as the highest of three levels of Systems Programmer. The Systems Programmer Lead is a professional 
staff position responsible for the system management in the area to which assigned, which may include financial, accounting, 
human resources, student systems, transit systems, operating systems, etc. Additional responsibilities include overseeing and 
coordinating the work and effort of lower-level System Programmers assigned to the unit, program, or project. Job 
responsibilities require advance knowledge of database administration and data modeling terms, concepts, and practices. 
Results are defined by department leadership and the institution's mission, vision and strategies; existing practices are used as 
guidelines to determine specific work methods.Work activities are carried out independently, under general direction, working 
from established policies and objectives. This position exercises judgment in prioritizing, planning, and organizing own work 
within time, process, and results requirements; has some flexibility to modify workflow based on need and circumstances. 
Problems faced in this position are highly varied, complex, and involve multiple constituencies, often with competing priorities. 
Decisions have significant, broad implications for the management and operations of a division/entire institution as well as 
contribute to decisions on the overall strategy and direction of the entire institution. Errors could easily result in major costs, 
problems, and disruptions within the affected area. 

Distinguishing Characteristics 

Examples of Duties 

Essential Functions 

Coordinates, supervises, and leads the work efforts of lower-level programmer positions. 
Defines all assigned databases and maintains accuracy and consistency in the data dictionary for all applications, as well as 
defines and maintains all data interface definitions between various application platforms, such as GIS, Network Servers, Public 
Safety, Web Servers, etc. 
Critically reviews all programs prior to implementation to verify consistency and conformance with established 
departmental/institutional guidelines, policies and practices as well as industry standard guidelines. 
Performs acceptance testing and program implementation for assigned systems and/or projects. 
Works at the highest level of all technical phases of programming; conducts thorough problem analysis regarding technical 
system and application programs; documents findings and proposes problem resolution alternatives. 
Keeps appropriate administrative staff appraised of the status of all problems and assigned projects on a regular basis. 
Designs application solutions to user/department needs; maintains current working knowledge of all installed application 
systems. 
Continuously reviews the disaster recovery plan to insure completeness and accuracy to quickly restore all applications in the 
event of a disaster or other interruption of processing. 
Performs other job related duties as assigned. 

Performs other functions as required or assigned. Also complies with all Policies and Standards. 
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QUALIFICATIONS 
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed 
below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 

Education 

Education Level Field of Study Req Pref And/Or 

Bachelor’s degree Information Systems, Computer Science, or other directly 
related field X 

Additional Experience 

Check here if experience may substitute for some of the above education and describe how. 

X 

Work Experience 

Experience Experience Details Req Pref 

6 year + Progressively responsible work experience in 
programming and/or systems design X 
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BUILDING SERVICE WORKER 

General Function:   The primary purpose of this position is to clean and maintain in an orderly 
condition institutional buildings and facilities including offices, classrooms, laboratories, public 
areas, walkways, and patient care areas by following established procedures. 

Duties and Responsibilities: 

• Sweeps, mops, scrubs, disinfects, waxes, and polishes floors, hallways, stairs, elevators,
and related fixtures.

• Vacuum and shampoo carpets, rugs, and upholstery.

• Cleans and disinfects bathroom facilities and replenishes bathroom supplies.

• Dust and polishes furniture, desks, tabletops, file cabinets, bookcases, and related
woodwork.

• Washes and cleans walls, ceilings, doors, windows, radiators, ventilators, and air
conditioners.

• Empties and cleans waste receptacles—transport trash and waste to disposal areas.

• Sets up and arranges tables, chairs, displays, etc., for special events within classrooms
and meeting rooms.

• Sweeps, shovels, and removes water, ice, snow, and debris from sidewalks, steps, and
entryways.

• Mixes and dilutes commercial strength cleaning solutions—Calculates area to determine
amounts of cleaning solutions required.

• Operate commercial cleaning equipment such as vacuum cleaners, shampooers,
scrubbing machines, buffing machines, floor strippers, etc.

• Locks and unlocks buildings, offices, classrooms, and meeting rooms as directed by
supervisor.

• Delivers and receives requisitioned custodial supplies, unloads, and stores supplies.
Rotates stock and informs supervisor when supplies are low.

• Perform light maintenance tasks on buildings and equipment for precautionary or
preventative maintenance purposes.

Item 15.21
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• Notify the supervisor of equipment and facilities needing repair or replacement.

• May be required to remove hazardous materials following specific instructions and safety
procedures.

. 

Qualifications:  

Ability to read, write, and perform simple mathematical equations.  
Ability to comprehend and follow simple oral and written instructions.  
Ability to learn custodial methods, procedures, and safety principles. 
Ability to operate commercial cleaning equipment. 
Physical capability to perform duties of the position including long periods of standing, 
climbing, and walking and transporting of moderately heavy items (approximately 50 
pounds). 
Ability to perform tasks requiring exposure to dust, fumes, chemicals (i.e., cleaning solutions) 
and variations in indoor temperatures and outside weather conditions. 
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Campus Service Worker Master 
J  o  b    D  e  s  c  r  i  p  t  i  o  n 

MASTER SPECIFICATION 

JOB INFORMATION 
Date: 1/17/2018 5:29:19 PM 
Official Title: Campus Service Worker Master 
System Affilliation: 
Employee Category: 
Pay Grade: Pay Grade 1 
Scheduled Hours 
Job Code: 753418 
Job Family: Physical Plant 

JOB SUMMARY 
The Campus Service Worker performs a variety of manual labor activities which may include linen service, stocking, janitorial, 
maintenance, groundskeeping, mail handling, delivery, messenger, moving and/or storage functions. 

NATURE OF WORK 
The Campus Service Worker is responsible for cleaning and maintaining institutional buildings and facilities including offices, 
classrooms, laboratories, public areas, walkways, etc. Job responsibilities require the ability to perform work both 
independently and as a team. Additional requirements may include the ability to perform both indoor and outdoor work such as 
basic grounds cleanup, snow removal, and trash removal. Work is closely supervised, with limited opportunity for independent 
action or decision-making, and consists of tasks that are routine, or well-defined, with specific instructions to achieve 
standards. Decisions are infrequent and errors could result in minor inconveniences and costs within the affected area. 

Distinguishing Characteristics 
Examples of Duties 

Essential Functions 

Cleans assigned areas by washing furnishings, tile, fixtures, equipment windows, blinds, shades and floors. Dusts and polishes 
specified areas and/or furnishings. 
Collects and removes refuse and leaves. 
Mows lawns, trims hedges, trims, cultivates, weeds and prunes plants, flowers, trees and shrubs. 
Assists with the sorting, stocking and delivery of mail, messages, packages and supplies. Moves office furniture and equipment 
to designated locations. 
Launders, sorts, and checks linens and clothing. 
Cleans, lubricates, and adjusts equipment according to established procedures. 
Performs other job related duties as assigned. 

Additional Responsibilities 
May remove snow and ice from sidewalks, parking lots and entrances; spreads salt, sand, deicers, or gravel to prevent slipping. 
May operate a variety of hand and power tools and equipment to facilitate assigned work. 

Performs other functions as required or assigned. Also complies with all Policies and Standards. 

QUALIFICATIONS 
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed 
below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 

Education 

Education Level Field of Study Req Pref And/Or 

High school diploma or GED X 

Additional Experience 
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Check here if experience may substitute for some of the above education and describe how. 

X 

Work Experience 

Experience Experience Details Req Pref 

No experience X 
Minimum 6 months Related experiemce X 
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LABORER 

General Function: The primary purpose of this position is to assist in general services, 
maintenance, and groundskeeping by performing unskilled manual tasks following established 
procedures. 

Duties and Responsibilities: 

• Loads and transports materials, equipment, furniture, and supplies from one location on
campus to another. Picks up materials from local vendors and makes deliveries.

• Erects tables, chairs, platforms, bleachers, etc., for concerts, registration, commencement,
and other special events. Disassembles items at end of event.

• Removes litter and debris from institutional grounds. Collects refuse throughout the
institution by assisting the sanitation vehicle driver.

• Cuts lawns. Trims and edges around walkways, walls, and flower beds. Rakes and disposes
of leaves. Removes snow and ice from sidewalks, parking lots, and roadways. Spreads salt
and cinders on public passageways. Water’s lawns and shrubs during dry periods.

• Excavates and prepares the ground for planting, seeding, or similar use. Hauls and spreads
topsoil, fertilizer, peat moss, and other materials to condition soil. Digs spreads, and levels
dirt and gravel.

• Mixes, pours, spreads concrete, asphalt, gravel, and other materials.

• Cleans and removes forms from the area once concrete is set. Directs traffic and cleans
sidewalks, roadways, and parking areas during installation and repair of areas.

• Digs holes and trenches to assist in the installation of irrigation and drainage systems.
Cleans gutters, culverts, and/or other drainage ditches.

• Assists craft workers by furnishing workers with materials, tools, and supplies; cleaning
work areas, tools, and equipment; holding materials or tools; picking up materials and
supplies from the warehouse; stabling ladders; or performing similar unskilled manual
tasks.

• Assists in the demolition of items by removing walls, bracing, pipes, conduit, etc.,
following clear and precise instructions.

• Operates motor vehicles, forklifts, hand trucks, dollies, sandblasting equipment,
jackhammers, hand mowers, edging tools, power trimmers, blowers, walk behind brooms
and spreaders, and various hand tools such as picks, shovels, rakes, sledgehammers,
clippers, etc., as required in performance of day-to-day duties.
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• May perform custodial duties as required.

Qualifications:   
Ability to read, write, and perform simple mathematic calculations.  
Ability to comprehend and follow simple oral and written instructions. 
Ability to learn to operate sandblasting equipment, jackhammers, related labor supporting 
equipment, and basic groundskeeping equipment. 
Physical capability to perform duties of this position, including long periods of standing and 
walking and transporting of heavy items (over 50 pounds). 
Ability to perform tasks requiring frequent and prolonged exposure to dust, fumes, chemicals, 
moving parts, noise, extreme outdoor weather conditions, and extreme variations in indoor 
temperatures. 
Ability to operate a motor vehicle with a standard transmission. 
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PARKING ATTENDANT 

Duties and Responsibilities: 

• Enter transactions on a cash register or other equipment and balance cash with the
register.

• Tape according to the established procedure.

• Collect parking fees from customers based on charges for the time parked.

• Issue receipts upon customer request.

• Complete departmental reports and forms.

• Provide directions, parking alternatives, and campus information upon request to the
visitors, students, staff, and faculty.

• Notify Parking Services via phone of need for Parking Enforcement Officer or other
problems such as mechanical failure or vehicle tampering.

• Watch assigned lot for suspicious activity and reports to University Police Department.

• Provide directions, guidance, and other venue information to the guest upon request.

• Place signage in view when the lot is full.

• Act upon all comments and complaints in a prompt and friendly manner.

Item 15.24
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RECEIVING POSITION 

Duties and Responsibilities: 
Delivers supplies and equipment from Central Receiving to the various departments on and off-
campus. This position also completes work order requests, collects Yard Sale items from various 
locations (both on and off-campus). Additional responsibilities include receiving equipment and 
supplies from numerous vendors, verifying that the items on the packing list(s) match the 
purchase order(s), inspects packages for damage (both visible and concealed), and signs bills of 
lading or trucking manifest. Individuals must also load, unload, and deliver materials of all types 
to the departments, ensuring appropriate signatures for the items delivered. 

Qualifications: 
Valid driver’s license is required. 
Must be able to lift at least 50 lbs. 

Item 15.25

MU22TEMPS_A Page 65



Trades Specialist I Master 
J  o  b    D  e  s  c  r  i  p  t  i  o  n 

MASTER SPECIFICATION 

JOB INFORMATION 
Date: 1/17/2018 3:41:08 PM 
Official Title: Trades Specialist I Master 
System Affilliation: 
Employee Category: 
Pay Grade: Pay Grade 3 
Scheduled Hours 
Job Code: 753380 
Job Family: Physical Plant 

JOB SUMMARY 
The Trades Specialist I position provides a variety of skilled and semiskilled work in the maintenance, alteration, and repair of 
institutional facilities. 

NATURE OF WORK 
This position functions as the first of two levels of non-lead Trade Specialist responsible for performing journey-level 
construction, repair, and maintenance duties related to carpentry, electrical, plumbing, HVAC, lamping, painting, masonry, or 
other trades as needed. The Trade Specialist I usually specializes in one of the above areas as opposed to being a generalist 
trades worker. Job responsibilities require the ability to work both independently and cooperatively as a team. Work is 
performed under immediate supervision, working within guidelines or traditional practice. The Trades Specialist I exercises 
judgment in prioritizing, planning, and organizing own work within time, process, and results requirements; has some flexibility 
to modify workflow based on need and circumstance. Problems faced in this position address non-routine questions and 
situations, often requiring investigation and/or research of precedents. Decisions are infrequent and errors could result in minor 
inconveniences within the affected area. 

Distinguishing Characteristics 
Examples of Duties 

Essential Functions 

Performs a variety of tasks that require the ability to inspect, repair, fabricate, install, service, and maintain building facilities 
and building equipment. 
Performs scheduled preventative maintenance of roofs, motors, exit/emergency lights, basketball hoops, generators, batteries, 
smoke detectors, and service vehicle. 
Performs a variety of carpentry duties, including but not limited to, new construction, remodel, fabrication and 
repairs/replacement of doors, walls, signs, desks, counters, shelves, and tables. 
Performs interior and exterior painting in the preparation and finishing of various surfaces, including pressure washing, chemical 
paint removal, sandblasting, sanding, brush painting, roller painting, and power spray painting. 
Performs a variety of interior masonry duties including installation of ceramic tile, grout, and patch repairs. 
Performs new installation and repairs of various floor coverings, including but not limited to, VCT, carpet tiles, and cove base. 
Performs a variety of minor plumbing repairs/maintenance, including but not limited to, restroom commode and sink fixtures, 
drinking fountains, and snaking drain lines. 
Delivers materials, equipment, and supplies to institutional facilities. 
Operates a variety of hand and power tools. 
Operates a variety of vehicles, including cube vans, vans with lift gates, and small dump truck. 
Requisitions material supplies, equipment, and assistance. 
Prepares daily reports on work completed and materials used. 
Responds to emergency calls to troubleshoot and make building repairs. 
Performs other related duties as assigned. 

Performs other functions as required or assigned. Also complies with all Policies and Standards. 

QUALIFICATIONS 
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To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed 
below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 

Education 

Education Level Field of Study Req Pref And/Or 

High school diploma or GED  X    

Work Experience 

Experience Experience Details Req Pref   

2 year + Directly related experience X    

Licenses and Certifications 

License or Certification Time Frame Req Pref   

Valid driver's license issued by the State of West Virginia  X    
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	MU22TEMPS_A Tabulations for the Adecco price sheet draft.pdf
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	MU22TEMPS Scope for Contract draft FY22.pdf
	1. Acceptance: Vendor’s signature on its bid signifies Vendor’s agreement to be bound by and accept the terms and conditions contained in this Contract.
	2. Purpose: This Contract aims to provide temporary employees to Marshall University upon request in the job classifications described in attachment A.
	3. Implementation: A smooth implementation and transition process is desired, keeping some original staff in place.
	4. Requesting Service: The hiring department will contact the vendor directly to request services under the contract and provide the nature of the duties required with the vendor confirming the appropriate job classification, bill rate, coverage perio...
	4.1. The vendor must respond to the request for a Temporary Worker within forty-eight (48) hours or sooner.
	4.2. Departments will submit a requisition for commodities covered by the final contract to the Purchasing office. Purchasing will then issue a purchase order to the vendor as authorization for service.
	5. Interviews: Some departments may request to interview temporary workers before filling positions to verify the individual has the qualifications for the temporary assignment.
	6. Pre-Screening: The vendor will administer all necessary pre-qualifying tests to determine that each employee meets the requirements of each job. These tests may include appropriate physical examinations, criminal background checks, credit ratings, ...
	6.1. The vendor is responsible for pre-screening their employees. Marshall University will not pay for background checking services or other unnamed services for the vendor. A copy of the specific screening/checks performed must be provided to Marshal...

	7. Policies: The vendor must be in compliance with and submit their policies on the following:
	8. Compensation: The departments will pay for temporary services per the billing rates established in the contract. The vendor will be responsible for paying all insurance, taxes, and other unnamed costs, which may arise.
	9. Overtime: Temporary employees who have received prior authorization to exceed forty (40) hours per week will be paid 1.5 times the hourly billing rate.
	10. Holiday: Marshall University recognized days as holidays will be billed at 1.5 times the hourly billing rate. The vendor must pay the Temporary employee 1.5 times the Temporary Employee’s regular wage.
	11. Absent Temporary Workers: The temporary employee must notify the department immediately if they will be tardy or absent from work. It is recommended that the vendor checks with each temporary worker one day before the beginning of an assignment to...
	12. Notice of Temporary Worker Replacement: The vendor must provide one-week notice to the department should the vendor replace an existing temporary worker with a new worker.
	13. Removal of Temporary Workers: If a department notifies the vendor, a person employed under the contract is incompetent, disorderly, or otherwise unsatisfactory. The individuals' dismissal from the department will be immediate or when safe to do so.
	13.1. A competent and satisfactory replacement must be provided to the department within twenty-four (24) hours following the dismissal.
	13.2. The unsatisfactory worker will not provide any future services connected with the contract without the prior written consent of the Contract Administrator or designee. Marshall University Office of Purchasing will serve as the Contract Administr...
	13.3. If the vendor receives the unsatisfactory notification within forty-eight (48) hours, the vendor will not charge for time worked.
	13.4. If requested, a written statement outlining the University's reason(s) for deeming any person unsatisfactory can be supplied to the Contractor within forty-eight (48) hours following the dismissal. However, Marshall University is not required to...
	14. Conviction: If the vendor provides a temporary worker convicted of stealing Marshall University property, equipment, or information. In that case, the vendor is responsible for restitution to Marshall University for all losses, including but not l...
	15. Temporary Worker’s Job Classifications (Job Description and requirements will be provided as Attachment 1).
	15.1. Accounting Assistant I
	15.2. Accounting Assistant II
	15.3. Administrative Assistant
	15.4. Administrative Assistant Senior
	15.5. Administrative Assistant - Fairfield
	15.6. Administrative Secretary Sr.
	15.7. Business Clerk
	15.8. Cashier
	15.9. Cashier Lead
	15.10. Customer Service Representative
	15.11. Data Entry Operator
	15.12. Data Technician I
	15.13. Medical Records Assistant
	15.14. Receptionist
	15.15. Records Assistant I
	15.16. Records Assistant II
	15.17. Residence Hall Desk Coordinators
	15.18. Secretary
	15.19. Applications Systems Analyst Programmer
	15.20. System Programmer
	15.21. Building Service Worker
	15.22. Campus Service Worker
	15.23. Laborer
	15.24. Parking Attendant
	15.25. Receiving Position
	15.26. Trades Specialist I
	16. Performance: Vendor has agreed upon a schedule for the performance of the contract services and will perform in accordance with the terms of the contract.
	17. Travel: The vendor will only be paid for Temporary Employee’s travel in instances where the department specifically provides written authorization for the Temporary Employee to travel. The bill will only be for temporary employees working at a des...
	18. Facilities access: In the event that access cards and/or keys are required:
	18.1. The vendor will be responsible for paying the replacement fee if the cards or keys become lost or stolen.
	18.2. Temporary Employee or vendor must notify the department immediately of any lost, stolen, or missing card or key.
	18.3. Anyone performing under the final contract will be subject to Marshall University security protocol and procedures.
	19. Vendor Default: The following shall be considered a vendor default under the final contract.
	19.1. Failure to perform the contracted services in accordance with the requirements.
	19.2. Failure to comply with other specifications and requirements.
	19.3. Failure to comply with any laws, rules, and ordinances applicable to the contract services.
	19.4. Failure to remedy deficient performance upon request.
	19.5. The following remedies will be available to departments upon default.
	19.1.1. Immediate cancellation of the contract.
	19.1.2. Immediate cancellation of one or more purchase orders issued under the contract.
	19.1.3. Any other remedies available in law or equity.
	20. Contract Manager: During the vendor’s performance of the contract, the vendor must designate and maintain a primary contract manager responsible for overseeing the vendor’s responsibilities under the contract. The Contract Manager must be availabl...
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	1. Acceptance: Vendor’s signature on its bid signifies Vendor’s agreement to be bound by and accept the terms and conditions contained in this Contract.
	2. Purpose: This Contract aims to provide temporary employees to Marshall University upon request in the job classifications described in attachment A.
	3. Implementation: A smooth implementation and transition process is desired, keeping some original staff in place.
	4. Requesting Service: The hiring department will contact the vendor directly to request services under the contract and provide the nature of the duties required with the vendor confirming the appropriate job classification, bill rate, coverage perio...
	4.1. The vendor must respond to the request for a Temporary Worker within forty-eight (48) hours or sooner.
	4.2. Departments will submit a requisition for commodities covered by the final contract to the Purchasing office. Purchasing will then issue a purchase order to the vendor as authorization for service.
	5. Interviews: Some departments may request to interview temporary workers before filling positions to verify the individual has the qualifications for the temporary assignment.
	6. Pre-Screening: The vendor will administer all necessary pre-qualifying tests to determine that each employee meets the requirements of each job. These tests may include appropriate physical examinations, criminal background checks, credit ratings, ...
	6.1. The vendor is responsible for pre-screening their employees. Marshall University will not pay for background checking services or other unnamed services for the vendor. A copy of the specific screening/checks performed must be provided to Marshal...

	7. Policies: The vendor must be in compliance with and submit their policies on the following:
	8. Compensation: The departments will pay for temporary services per the billing rates established in the contract. The vendor will be responsible for paying all insurance, taxes, and other unnamed costs, which may arise.
	9. Overtime: Temporary employees who have received prior authorization to exceed forty (40) hours per week will be paid 1.5 times the hourly billing rate.
	10. Holiday: Marshall University recognized days as holidays will be billed at 1.5 times the hourly billing rate. The vendor must pay the Temporary employee 1.5 times the Temporary Employee’s regular wage.
	11. Absent Temporary Workers: The temporary employee must notify the department immediately if they will be tardy or absent from work. It is recommended that the vendor checks with each temporary worker one day before the beginning of an assignment to...
	12. Notice of Temporary Worker Replacement: The vendor must provide one-week notice to the department should the vendor replace an existing temporary worker with a new worker.
	13. Removal of Temporary Workers: If a department notifies the vendor, a person employed under the contract is incompetent, disorderly, or otherwise unsatisfactory. The individuals' dismissal from the department will be immediate or when safe to do so.
	13.1. A competent and satisfactory replacement must be provided to the department within twenty-four (24) hours following the dismissal.
	13.2. The unsatisfactory worker will not provide any future services connected with the contract without the prior written consent of the Contract Administrator or designee. Marshall University Office of Purchasing will serve as the Contract Administr...
	13.3. If the vendor receives the unsatisfactory notification within forty-eight (48) hours, the vendor will not charge for time worked.
	13.4. If requested, a written statement outlining the University's reason(s) for deeming any person unsatisfactory can be supplied to the Contractor within forty-eight (48) hours following the dismissal. However, Marshall University is not required to...
	14. Conviction: If the vendor provides a temporary worker convicted of stealing Marshall University property, equipment, or information. In that case, the vendor is responsible for restitution to Marshall University for all losses, including but not l...
	15. Temporary Worker’s Job Classifications (Job Description and requirements will be provided as Attachment 1).
	15.1. Accounting Assistant I
	15.2. Accounting Assistant II
	15.3. Administrative Assistant
	15.4. Administrative Assistant Senior
	15.5. Administrative Assistant - Fairfield
	15.6. Administrative Secretary Sr.
	15.7. Business Clerk
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	15.18. Secretary
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	15.20. System Programmer
	15.21. Building Service Worker
	15.22. Campus Service Worker
	15.23. Laborer
	15.24. Parking Attendant
	15.25. Receiving Position
	15.26. Trades Specialist I
	16. Performance: Vendor has agreed upon a schedule for the performance of the contract services and will perform in accordance with the terms of the contract.
	17. Travel: The vendor will only be paid for Temporary Employee’s travel in instances where the department specifically provides written authorization for the Temporary Employee to travel. The bill will only be for temporary employees working at a des...
	18. Facilities access: In the event that access cards and/or keys are required:
	18.1. The vendor will be responsible for paying the replacement fee if the cards or keys become lost or stolen.
	18.2. Temporary Employee or vendor must notify the department immediately of any lost, stolen, or missing card or key.
	18.3. Anyone performing under the final contract will be subject to Marshall University security protocol and procedures.
	19. Vendor Default: The following shall be considered a vendor default under the final contract.
	19.1. Failure to perform the contracted services in accordance with the requirements.
	19.2. Failure to comply with other specifications and requirements.
	19.3. Failure to comply with any laws, rules, and ordinances applicable to the contract services.
	19.4. Failure to remedy deficient performance upon request.
	19.5. The following remedies will be available to departments upon default.
	19.1.1. Immediate cancellation of the contract.
	19.1.2. Immediate cancellation of one or more purchase orders issued under the contract.
	19.1.3. Any other remedies available in law or equity.
	20. Contract Manager: During the vendor’s performance of the contract, the vendor must designate and maintain a primary contract manager responsible for overseeing the vendor’s responsibilities under the contract. The Contract Manager must be availabl...
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