GSU DESK AUDIT REQUEST INSTRUCTIONS

1. An employee may request a review of the duties assigned to and performed by their position AFTER the employee has been performing the duties for at least six (6) months.

2. An updated job description, reflecting all the duties assigned to and performed by the employee (with percent time indicated), signed by both the employee and the immediate supervisor, must be submitted with the desk audit request.

3. The desk audit request and an updated, signed job description are submitted to the Department of Human Resources.
4. The Manager of Classifications, Compensation and Employment will schedule the desk audit within 10 business days upon receipt of the desk audit request and will conduct the desk audit with the employee and the supervisor within 10 business days after the desk audit has been scheduled.

5. The results of the desk audit will be shared with the supervisor first and then the employee, within 30 days after the audit is conducted.

6. If the desk audit results indicate a change in classification, all salary implications will be outlined and must be approved by the supervisor, PRIOR TO implementation of any salary changes.
7. If the supervisor doesn’t agree with the desk audit results or doesn’t approve the salary implications, the duties assigned to and performed by the employee which warranted a change in classification must be removed immediately.

8. If an employee doesn’t agree with the desk audit results, the employee may appeal the decision in writing to the Director of Human Resources.

9. If the employee doesn’t agree with the appeal decision, the employee may appeal the decision in writing to the Executive Director, State Universities Civil Service System, 1717 Philo Road, Suite 24, Urbana, IL  61802.

