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Definition of Classified Staff Request (CII21)

The Classified Staffing Request (CII21) is used to request a variety of 
actions.

Filling of a vacant position already authorized in the staffing plan. 
Establishment of a new position authorized in the staffing plan. 
Establishment of a new position not authorized in the staffing plan. 
Reclassification of an approved position authorized in the staffing 
plan. 
Change of basis, shift, hours, or office location of a position 
authorized in the staffing plan. 

Guidelines for Preparation of a Classified Staffing Request 

The C1121 identifies those sections of the form that must be completed 
for the various actions being requested. The following defines the type 
of information requested and needed for proper and timely processing of a 
Classified Staffing Request.

1. Action Requested  . Check the Box corresponding to the action you are 
requesting.

2. Section 1  .

a. Class Title  . Fill in the current class title for the position if it is 
filled. When requesting a new position or classification enter a title 
that best describes the duties to be performed.

Reference: Personnel Services Division Salary Schedules Booklet 

b. Office or Branch. Enter the title of the office in which the incumbent 
will be working. 

c. Position Number. Position numbers can be obtained from the college 
Personnel Clerk. If a position is new or the correct position number 
is unknown leave the space blank. 

d. Incumbent, Employee Number. Enter the name of the current or last 
incumbent of the position and his/her employee number. If you are 
preparing a request for a new position leave these spaces blank. 
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e. Regular Hours, Total Hours Per Pay Period. Indicate the regular 
starting time and ending time of the incumbent's assignment each day 
and the total hours of the assignment each pay period. If the 
incumbent will work variable hours or less than five days a week, an 
appropriate notation should be made here. 

f. Budget Line. The data entered here must match exactly those of the 
budget line that the incumbent will be charged to. 

g. Principle Purpose of the Position. This should be one or two sentences 
that state the essence of the job, e.g., "performs executive 
secretarial duties for the College President". 

3. Section 2. 

Describe in detail the reason(s) that the C1121 is being submitted. 
The reasons should be specific enough to justify adequately the need 
for a new position, or to support the change in duties 
(reclassification) of an established position. Issues such as 
organizational changes, introduction of new equipment, staff 
modifications, changes in responsibilities and or growth of the work 
unit should be addressed here. 

4. Section 3. 

a. Statement of Duties  . When preparing the C1121 do not copy the class 
description for the desired position. Record, in your own words as 
completely and accurately as possible, the actual duties to be 
assigned to the position.

The percentage of time allocated to each specific duty may be 
expressed on a yearly, monthly, weekly, or daily time basis. 

b. Supervisors. Give the name and title of the first level (immediate) 
supervisor and the second level (general) supervisor. 

c. Supervision Exercised. Give the class title and number of positions in 
the class of those supervised. All positions (classified and 
unclassified) over which the subject position exercises supervision 
should be listed. 

5. Signatures  .

The signatures of the initiator and the President or Vice Chancellor 
should appear in the upper right hand corner of the C1121. Forms 
received without these authorizations will be returned to the college. 

6. Special Uses  . 

From time-to-time special circumstance may require a detailed 
justification of a position regardless of its defined category in the 
staffing plan. Under similar circumstances the Classified Staffing 
Request may be required for temporary assignments and overtime for 
classified employees and for unclassified employees. (Special 
instructions will precede the implementation of such variability) 
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The completed form should be submitted to the Workforce Management 
Branch, Office of the Vice Chancellor, Personnel Services Division.
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