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STATE CAREER SERVICE CLASSIFICATION SYSTEM 
REVISION 

The State Career Service Certification 
System revision was effective as of 
January 1, 1984. 

All of the Career Service specifications 
have been revised. The specifications pro-
vide the factors used in determining the 
classification of individual positions, the 
necessary skills and abilities an employee 
needs to perform in the position, and the 
minimum eligibility qualifications. 

Some classification titles have been 
changed and all classification codes have 
changed. Following is a list of the Univer-
sity titles which have changed. If your 
classification is not on this list, then 
the official State title remains the same. 

For employees implementation of the new 
system will be handled as a Class Title 
Change. This means that: 

Employee's Anniversary or Pro-
bationary evaluation due dates 
will not change, and 
There will be no resulting salary 
increases. 

Departments submitting Personnel Action 
forms should begin using new Class Codes 
and titles immediately. 

A complete list of old and new Class 
Codes and titles will be provided for 
Deans, Directors and Department Heads. 
Old Specification Titles 

Class 
~ 

0010 
0032 
0033 
0034 
OOS8 
0059 
0060 

0062 
0132 
0185 
0266 
0272 
0273 

0299 
0325 
0402 
0403 
0404 

0579 
0619 
065-7 
0729 

0782 

Class 
Codo, 

Clerk Supervisor 0007 
Secretary 11 0101 
Secretary 111 0 IU5 
Secretary IV 0108 
Word Proc. Opr. I 0090 
Word Proc. Opr · II 0093 
Word Proc. Opar. Superv. 0096 

Office Svcea. Supvr. 11 0129 
t.dio-Tel. Opr. II 8409 
EDP Resch., !val. Consl. 2081 
Data Processing Coard. 2006 
EDP Control Clerk 2003 
EDP Prod. Contr. Supv. 2057 

Data co .. unic. Coord. 2108 
Cashier I 0186 
Account Clerk II 1406 
Fiscal Aut. Supv. I 1423 
Fiacal Aaat. Supv. 11 1424 

Planning, Budget Coord. 1679 
Stock Clerk 0903 
Property Manager 11 0942 
Public Production Coard. 3721 

Library Tech Supv. 1 6305 

New Specification Titles 

Title 

Clerk Supervisor II 
St:!t: rt!tary 
Secretary Specialist 
Senior Secretary 
Word Proc. Opr. 11 
Word Proc. Opr. I I I 
Word Proc. Sya. Oper. 
Supervisor 
Office Oper. Supvr. II 
Radio-Tel. Op. Supv. 
Syste•s Proj. Analyst 
Data Proc. Control Spec •. 
EDP Clerk 
Data Center Co•p. Opr 
Manager I 
Data co .. unic. Specialist 
Cashier 
Fiscal Clerk II 
Supervising Fiscal Asst. I 
Supervising Fiscal 
Aasbtant 11 
Planning, Budget. Spec. 
Property Clerk I 
Property Ad•inistrator 11 
Public Production 
Specialist II 
Supervising Library Tech. 
Assistant I 
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Old Sp<>rtft<-atton Tll lPs New Spec If t cat Ion Tit Jes 

Class 
CodP 

0783 

0958 
1881 
1882 
1883 
1885 
1886 
1887 
1888 

1811~ 
1890 

2010 

2062 
2121 
2122 
2123 
2126 
2201 
2202 
2217 
2l25 

2350 

2371 
2438 

2444 

2445 

2501 
2511 

2708 

2731 
3176 
3216 
3217 
4037 

4421 
4498 

5442 
6137 
6329 
6364 
64~0 
6474 

6476 
1>540 
7071 
7072 
7203 

Title 

Library Tech Supv. II 

Procedures Analyst 
Univ. Police Officer I 
Univ. Police Officer II 
Univ. Police Corporal 
Univ. Police 2nd Lt. 
Univ. Police Captain 
Investigator - SUS 
Investigation Coord. 

Training Coord SUS 
Education Otllcer SUS 

Trades Helper 

Class 
CO<l~ 

4306 

3045 
8518 
8521 
8524 
8539 
~545 
3575 
8539 

85)9 
8554 

6374 

Trades Fore•an 6465 
Pro,s•man I 6309 
Pressman 11 6310 
Press .. n Ill 6)12 
Print Shop Supervisor 6318 
Groundskeeper I 6389 
Groundskeeper 11 63~4 
Nursery Supr.rvisor 6393 
Groundakeeping Supt. 6398 

Aast. Phys. Pt. Sv. Dir. 6402 
11 

Building Const. Supt. 6484 
Utilities Supv. ll 6345 

Utilities Supt. 6351 

Utilitlu Supt. II 635 7 

Lab Mech Hach I 6518 
Lab Mach Shop Supv. 11 6522 

Auto Equip. Repair Frian. 6541 

Motor Vehicle Operator 
Const. Proj. Manager I 
Lab Technologist I 

6366 
4691 
5021 
5027 Lab Technologist II 

Medical Technologiat 11 5605 

Registered Nurse 1 5290 
Student Heal Serv. Coord. 5311 

Food Control Manager 6217 
Training Specialist 1322 
Schedule, Space Coord. 0321 
Asst. Stud. Fin. Aid Dir. 4268 
Univ. Union Recr. Supv. I 4240 
Audio-Visual Librarian 4307 

A-V Materials Manager 
Fine Arts Prod. Manager 
Voc'al Couns~lor I 
Voe. Counselor II 
Job AdviHo~ 

3725 
2814 
4284 
4285 
0003 

Title 

Supervising Library Tech. 
Asel st ant 11 
Records Technician 
Law Enforcement Officer I 
Law Enforcement Officer 11 
Law Enforcement Corporal 
Law Enforcement 2nd Lt. 
Law Enforcement Capt. I 
Law Enforcmnt. Invest. Ill 
Law Enforcement 2nd Lt. 

Law ~nforce•ent 2nd Lt. 
Law tnlorceaent Education 
Of I icer I 
Haintenance Support 
Technician 
Trades Supervisor 
Aasistant Printer 
Printer I 
Printer Supervisor 
Print Shop Supervi1or 
Laborer 
Groundakeeper 
Nursny /Landscape Supv. 
Landacape, Groundkeeping 
Superintendant I 
Senior Asat. Phya. 
Plant Sv. Director 
Building Conat. Spec. 
Utilitiea Supv. -
LWP/HUP 
Utilitiea Supv. -
MAC/UP 
Utilities Supv. -
UHGT/STS/UP 
Laboratory Machinist 
Senior Lab. Machine 
Shop Supv. 
Auto/Harine Equip. 
Repair Supv. 
Motor Vehicle Operator 
Conat. Proj. Ad•in. I 
Lab Technician 111 
Lab Tech. IV 
Supervising Medical 
Technologist I 
Magiatered Prof. Nurae 
Student Healh Serv. 
Nuuing Manager 
Food Control Specialtat 
Training Specialist I 
Schedule, Space Ad•in. 
Aaat. Financial Aid Dir 
Univ. Union Recr. Aide 1 
Audio-Visual Lib. 
Technical AB&t. 
Seuior A-V Technician 
Fine Art• Prod. Spec. 
Career Counselor I 
Career Counselor II 
Clerk 111 

The collective bargaining unit designa-
tion and time card requirements have changed 
for select new classification titles. We 
will notify employees and their supervisors 
regarding the effect these changes will 
have, in the near future. 

********************************** 



TRAINING AND DEVELOPMENT PROGRAMS 

The 1984 calendar for training and deve l -
opment programs is listed below for your 
planning. Although a separate announcement 
will reflect the specific time and place 
each program will be conducted, most will be 
conducted from 8: 45 a .m. - 12:00 noon in 
PC 521 (Tamiami) and TC 3338 (Bay Vista). 

MANAGEMENT/SUPERVISORY DEVELOPMENT 
(In 1984, all programs in the management/ 
supervisory development series will be he ld 
at Tamiami.) 
Feb. 14 __ EFFECTIVE DECISION MAKING -

Creative Problem Solvi ng 
Feb. 28 __ Practical Techniques of Employ-

ment Interviewing, and the 
University's Employment Process 

Mar. 13 _ _ Civil Rights, Minority Relations, 
and Equal Opportunity 

Mar. 27 _ _ Personnel Rules and Regulations 
Apr. 10 __ Developing a Productive Organi-

zat ional Climate (Motivation 
and Conflict Resolution Lab) 

Apr . 24 __ Effective Performance Appraisals 
May 8 __ Writing Disciplinary Actions 
May 22 __ Avoiding Job Stress 
June 5 -- Managing Departmental Funds 
June 19 -- Job Safety Laws and Practices 
Sept. 11 _ Florida Government: The Making 

of Laws Affecting University 
Managers 

Sept. 18_ University Budgets 
Sept. 25- The Travel Process and Managing 

Departmental Funds 
ct. 2 -- Computer Services and Applica-

tions and All you Should Know 
About Using Dimension 2000 
Telephones _ 

ct. 9 -- Administering A & P and Career 
Service Grievances and Discipline 

ct. 16 - Administering Faculty Grievances 
and Discipline 

ct. 23 __ Effective Planning and Time 
Management 

ct. 31 __ Personal Financial Planning 
(tentative) 

SECRETARIAL/CLERICAL DEVELOPMENT 
(In 1984, all programs, except "Dimension 
000 Telephones", will be conducted at both 
amiami and Bay Vista.) 

TAMIAMI 
Effective File Systems-1/19, 24, 

31 & 2/7 
University Travel -- 2/23 

Process 
Using Dimension 2000 _ 3/20 
Te lephones 

Time Management - - 4/5 
Maintaining A Produc- 4/19 
tive Organizational 
Unit 
Avoiding Job Stress __ 5/3 
Monitori ng Depar t ment- 6/ 5 
al Funds 

BAY VISTA 
1/17,26 & 
2/ 2,9 
2/21 

4/3 
4/1 7 

5/1 
5/ 31 

GENERAL PROGRAMS 

New Employee Orient a-
tion 

TAMIAMI 
Monthly 

Job Safety Laws and_ 6/ 14 
Practices for 
Employees of the 
Physical Plant Dept. 
CPR (Cardio Pulmonary 6/28 
Resuscitation) 
Conversational _ _ TBA 
Spanish (Begins July) 
Career Planning Work-
shop 

7/31 

How to Be a Desirable_ 9/26 
Employee 
Effective Use of Audio/ 11/1 
Visual Equipment and 
Aids 
Copyright Laws and 
Rules 11/6 

BAY VISTA 
Quarterly 

6/12 

6/26 

TBA 

8/2 

9/24 

10/30 

*************************************** 

"TAX VEFERREV ANNUITY" PROGRAM 

Spe.C<-al. tax--0aving oppoJtt.u.ru,t.i.~ aJte. 
avcul.able. to 6ac.u1ty and -0ta66 membeJlJ., 06 
the. U~veJlJ.,dy. CaJte.6u1. e.x~nation 06 
tu.ght6 and be.ne.6~ undeJt t~ pnogJr.am may 
have. 6inanual impact on youn 6utune. -0e.c.un-
dy. 

The. Gabon In6unanc.e. Age.nc.y ~ futtu.but-
ing a blue., Tax Ve.6~e.d Annudy PnogJr.am 
booklet t~ month, to help you edheJt -0taJtt 
on incne.Me. youn -0aving-0 in 1984 . 

The. Tax Ve.6eJrme.nt booklet ~o~y e.x-
plaino the. pnogJr.am, but be.c.~e. 06 the. wlde. 
vatu.alion 06 individual 6inanC<-al. wc.um-
-0.tanc.~ and tax -0tatM, tax de.6Vtnal agne.e.-
me.nu aJte. wtu.tte.n on the. bM~ 06 individual 
ptu.vate. c.on6u1talion. 

The. Gabon Age.nc.y, Inc.. ~ highly .tfuune.d 
and pno6~-0ionally quali6ie.d and lic.e.n6e.d to 
handle. t~ type. a 6 annudy c.o ntMct. 
Ple.Me. c.ontact MIL. J~y 1Umm, CLU, 06 Gabon, 
and CVLMnge. 6on youn individual ptu.vate. 
eon6u1talion. He. ~ loc.ate.d .in the. U~veJt-
-0dy Paynoll Ve.pa.Jitme.nt, PC 226 - 554-2191. 

&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&& 
SERVI CE AVAILABLE TO EMPLOYEES 

It is conceivable, in these fast-paced 
times, for some employees to have f amily 
p roblems . 

Grant Center Hospital has established a 
"Gu i de -Li ne " t elephone s ervice which p rov ide 
CONFIDENTIAL assistance to any employee, if 
they call the statewide, toll-free number, 
1-800-422-HELP (4357). 

The Grant Center will help cla rify the 
problem and provide information as to loca l 
r esources which a r e ava ilable and appr opri-
ate , a t no cost . 

$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$ 
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