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For completion by the Manager
	Employee Name & ID
	

	Office:
	

	Division:
	

	Position title & Number:
	

	Current Grade, Value Range:
	VPSG:               VR               $               

	Proposed Grade, Value Range:
	VPSG:               VR               $               


Comments and reasons to support the reclassification of the position to a higher Grade.
Please note:  

· To reclassify a vacancy for advertising complete the form “Request for VPS Staffing Action”

· Should this position be reclassified without an exemption from advertising, there will be a requirement for the current employee in the position to apply for the advertised position at the higher grade
· All reclassifications of positions require Deputy Secretary approval
Approvals
	Recommended:
	
	Date
	___/___/___

	
	Manager



	Endorsed:
	
	Date
	___/___/___

	
	General Manager /Regional Director


	Approved:
	
	Date
	___/___/___

	
	Deputy Secretary / Agency Head




Date to be effective:
_____/______/_____

Send to:
Corporate HR Services
Ground Floor, 2 Treasury Place

East Melbourne VIC 3002

HR Services use:

· Payroll  update complete (default = effective from date of General Manager/Regional Director’s approval)
	
	
	Date
	___/___/___

	
	HR Consultant


VPS Position Reclassification recommendation
Last Updated 8 April 2011

