AUA Administrative Staff Promotion Procedure

Eligibility
This procedure applies to full-time administrative staff, who seek and are recommended for promotion. Employees will be promoted within the same department.
Career path 
The University encourages and supports the career aspirations and advancement potential of administrative staff in line with the needs of the University. 
As stated in “Job Classification and Compensation policy”: “Promotional Increase. Promotional increases occur when an Employee has been promoted to a different position, either within the same job classification or another job classification, and a new position is offered to the Employee with a higher level of compensation.” 
Criteria for promotion
Prerequisites for promotion that are applicable to all administrative staff:
1. Full-time status in the current position (as defined in the AUA Position Classification Plan. May be part-time provided that the respective position classification allows for part-time working schedule).
2. Years in the current position.  Candidate for promotion must have been in the current position for at least 1 year.
3. Work performance.  He/she must have received an outstanding performance rating of at least 3.5 (if applicable) in the last year(s). 
4. Disciplinary record.  He/she must not have any disciplinary action on file (formal order and/or informal warning letter/memo issued in the last year(s)). 
5. Increase in workload. If extraordinary and substantial changes have occurred in an employee’s job description, a review of the current job description and possible salary adjustment may be considered in order to ensure a unified approach in evaluating all positions across the University. As a base will be taken the Employee Position Evaluation Form.
6. Demonstrated potential. Candidate has already demonstrated the ability to perform in the higher position for which he/she is being assessed and possesses the required competencies for that position which might include proven track record in leading a project or strategic initiative that has significant positive impact towards organizational effectiveness, efficiency or reputation/ image (specific examples should be provided). 
7. Professional certifications. Proven evidence of acquired job-related new skills and certifications, which are also sought in the new position. 
8. Proven professional development record. A staff member who is undergoing training under the sponsorship of the University may only apply for promotion after the successful completion of his/her training (professional development record – Open Education courses, auditing graduate/undergraduate level courses, staff development programs, evidence of passing certified courses, etc. during the last year). This can be considered as additional asset.
9. Contributions to the Department/University. Active and constructive participation in the affairs of the department/university and contribution towards improvement of work processes, university or community service or overall image of the University (this may include participation in committee work, preparation of reports and participation in department or university events or projects). 
Competencies
The candidate must demonstrate the following competencies, as applicable:
For promotion to Coordinator’s position
a) Analytical capability 
b) Critical thinking and problem solving 
c) Presentation skills and business writing (Armenian and English) 
d) Interpersonal and communication skills 
e) Client service 
For promotion to Manager’s position
a) Planning and organizing skills 
b) Project management 
c) Employee management 
d) Unit budgeting 

For promotion to Director’s positions
a) Leadership skills 
b) Promoting a performance culture
c) Creativity and fostering innovation  
d) Employee management/development and coaching
e) Team building 
f) Resource and financial budget management
For promotion to executive positions (VPs–BOT)
a) Vision 
b) Strategic management
c) Accountability and governance 
d) Creativity and fostering innovation 
e) Community spirit and sense of belonging development
f) Strategic Budgeting
Procedures 
In case of extraordinary and substantial changes in employees’ job descriptions the head of the promoting department should submit a formal request (Appendix I) for internal promotion to the Office of Human Resources (OHR).	

Responsibilities of Office of Human Resources (OHR)
To ensure consistency in implementation of university policies and pay in promotions, the Office of Human Resources will review all elements of the promotion request with respect to changed job duties and responsibilities, payroll, salary, benefits, seniority change, range/step movements, start date, as well as the organizational structure created by the requested movement. If a position is to be reclassified, the Office of Human Resources will conduct a formal position evaluation based on new scope of the job (according to the attached form), determine the new classification level and make a suggestion to the Executive Committee for promotion and related salary increase. 
Following the decision by the Executive Committee, the OHR will communicate it to the candidate and the department head. 
Timeline
Promotion applications will be reviewed each year before February 15th along with the budget preparation cycle.
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APPLICATION FORM FOR PROMOTION OF 
ADMINISTRATIVE (NON-ACADEMIC) STAFF 
To be completed by the Department Head 

PROMOTION TO: 	 ………………………………………………………

SECTION I: APPLICANT’S IDENTITY.
    Name ………………………………………………………………

    Current position/classification level	……………………………………………………………………

[bookmark: page8]    College/School/Department    	…………………………………………………

SECTION II: SUGGESTED ADDITIONS IN DUTIES/RESPONSIBILITIES
Please list the specific duties/responsibilities to be added to the employee’s job description and estimated time per day (week) required for performing each added duty. 
Please also evaluate the importance of the added duties using a scale of 1 to 5 (5=critical/very important and 1=least important). 



	Duty or Responsibility Description
	(1)
IMP
	(2)
Estimated hours per week

	1.



	
	

	2.



	
	

	3.
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	5.
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SECTION III: Participation in COMMITTEE(S) AND COMMUNITY SERVICE
Please list and briefly describe each.




SECTION IV: OTHER INFORMATION (CERTIFICATIONS AND COMPLETED PROFESSIONAL DEVELOPMENT) AND SPECIAL CONTRIBUTIONS 
Please list and briefly describe.




SECTION V: 
Attach updated CV.

I declare that all information given herewith is accurate to the best of my knowledge. Enclosed are copies of the CV and necessary documentary evidences to support my request.


Signature:  ……………………………………….	Date: …………………………..

Name:        ……………………………………….

[bookmark: page9]Confirmation of receipt by the Director of Office of Human Resources

……………………………………………………………………………………………………………

……………………………………………………………………………………………………………

Signature:………………………………………….	Date:………………………………
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