URIC HR ACTIVITIES 
Standard Operating Procedures by Activity
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The Office for Research, University Research Institutes and Centers Administration (URICA), and the Office for Research Human Resource Administration (Research HRA) partner to support University Research Institutes and Centers (URICs) HR activities. This includes resources and consultation for organizational management, hiring, performance management, terminations, and coordinating with Northwestern’s HR offices. 

The standard operating procedures noted below provide URICs guidance for REQUIRED coordination with the Office for Research (OR), URICA, and Research HRA on HR activities. 
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· Associate Vice President (AVP) for Research overseeing URICA
· Fruma Yehiely, yehiely@northwestern.edu
· This position title will be referenced directly by the title “AVP for Research overseeing URICA” in this document whenever it will be a primary point of contact for a process

· Sr. Director of Operations and Administration (URICA) 
· Joe Boes, j-boes@northwestern.edu, 847-467-0274
· Contact this position for general inquiries and questions related to URIC operations, administration, and finances
· This position should also be included on all communications regarding HR and administrative services to help coordinate and align Research HRA requests with operations and financials 

· Assistant Director, Administrative Services (Research HRA)
· Beth A. Abbott, b-abbott@northwestern.edu, 847-467-5807
· When “Research HRA” is listed in this document, the Assistant Director, Administrative Services position is the primary contact 
· Contact the Assistant Director for assistance related to the new position management process when creating or eliminating positions, changing grades, adjusting salary, and recruiting staff, prior to extending employment offers or handling performance management issues and any termination/separation issues (beyond standard employee resignations or appointment term expirations)

· Director, Administrative Services (Research HRA)
· Claire Landis, claire.landis@northwestern.edu, 847-467-4778 
· When “Research HRA” is listed in this document and the primary contact is not available, then this position can provide support for any urgent issues
· Contact the Director for assistance related to all the issues noted under the Assistant Director if/when the Assistant Director is unavailable

· Business Manager (Research HRA)
· Barbara Beeuwsaert, barbarab@northwestern.edu, 847-491-3327
· This position title will be referenced specifically by the title “Business Manager, Research HRA” in this document whenever it will be a primary point of contact for a process
· Contact the Business Manager for any HR transactional activity, myHR access, Kronos/timekeeping issues, position/appointment form activities, and payroll deployment and approval issues
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Northwestern University utilizes four position types: faculty, staff, students, and non-employees, with several position categories within each. Because processes can vary depending upon the type of position/appointment, understanding the type and category of each position is important. A table of position types and categories in the HR system is available here, and important distinctions between types and categories are briefly addressed below. The HR activity processes described below refer primarily to staff-type positions but may apply to other categories as well. 

STAFF POSITIONS
Staff positions include a wide variety of positions. They are employees of Northwestern and are often defined by exclusion, as being non-faculty and non-student positions that support University functions and operations. The Staff Handbook applies to individuals and positions within this position type. Some key distinctions within this type are described below:
· Exempt vs. Non-exempt
· These classifications are based upon Department of Labor standards and relate to three tests (salary level, salary basis, and job duties); exemption refers to the applicability of the Fair Labor Standards Act (FLSA)
· Exempt employees are salaried employees paid monthly who do not earn overtime
· Non-exempt employees are paid by hours worked and incur 1½ times regular pay for overtime hours
· Research vs. Regular
· Research staff (more detail here) are appointed positions that are not posted through the eRecruit System for hiring purposes. These positions usually have a technical role, are appointed for specific term lengths, and fall into one of the following position titles (with some variations): research associate, post-baccalaureate research fellow, or postdoctoral fellow
· Regular staff can be ongoing or term-limited positions posted through eRecruit for hiring and typically are business, programmatic, or administrative in nature

FACULTY POSITIONS
Faculty are academic positions at Northwestern that typically come with teaching and/or research focus. These positions do not typically follow the processes defined within this document. For more guidance on faculty please review the Faculty Handbook. The purpose of this guide is not to address faculty affairs, and therefore will not go into significant detail on faculty position categories. More information is here.
· Tenure-track vs. Research
· The distinction between Tenure-track and Research should be considered carefully in accordance with Northwestern policy; tenure-track faculty hold an academic appointment and may hold additional appointments within URICs beyond their primary appointment
· Research faculty are typically professional investigators who support the research mission of the University and are not tenure eligible

TEMPORARY EMPLOYEES
· Temporary, or temp, employees do not have a position number in the HR system 

NON-EMPLOYEES
· Non-employees could hold a variety of appointments, and may be visitors, independent contractors, or those with some type of affiliation that does not amount to employee status

POSITION TITLES & JOB FAMILIES
Additional information about position titles and job families is available in the following sections, including information about position name conventions:
· Job Families, HR Titles, and Working Titles
· URIC Director Titles and Levels
· Directors of Functional Areas Titles and Levels
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DIRECTOR APPOINTMENTS
URIC Directors are appointed by the Vice President for Research (VPR) and contain explicit terms and expectations. Director appointments are typically made for a duration of three years, starting on September 1. Appointments are renewed by the VPR, in consideration with progress against goals and expectations. Prior to reappointment, the AVP for Research supporting the URIC will discuss and confirm the reappointment terms with leadership in the URIC Director’s school. In years that the Director appointment is active, a continuation letter is provided annually by the AVP for Research overseeing URICA, to serve as a confirmation of the continued appointment. 

ASSISTANT AND/OR ASSOCIATE DIRECTOR APPOINTMENTS
Some URICs request appointments at Assistant and/or Associate Director levels. While these appointments are not made by the VPR, any URIC desiring such appointments must consult with the Office for Research. A request should be made to the AVP for Research overseeing URICA, who will provide guidance on the development of the appointment.

RESEARCH FACULTY APPOINTMENTS
The Office of the Provost manages Research Faculty Appointments and associated policies. For a Research Faculty appointment to be initiated in a URIC, the following general steps should be followed (subject to change in alignment with Office of the Provost policy):

1. The process is initiated by a URIC Director

2. An academic department in an appropriate discipline is identified to concur with the recommendation for appointment (a.k.a. “concurrence”)

3. The appropriate academic department provides concurrence in accordance with the established processes for that department
a. Note, this may involve a variety of processes (including submission of materials and a departmental faculty vote), depending upon the academic department

4. The Recommendation for Faculty-Level Research Appointment form is completed (found at the link below), and signatures from both the academic department’s Chair and the URIC Director indicate agreement to the appointment terms
a. Documentation of concurrence from the academic department should also be provided
b. If funding is expected from any school, then the signature of the Dean of the applicable school is also required

5. After the form is completed and signed, the form and back-up documents are submitted to the Research HRA unit (see Key Contacts section) for review and approval

6. The Office for Research endorses the appointment and provides it to the Office of the Provost for review, approval, and processing

More information can be found here: Office of the Provost - Faculty Categories 
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The organizational structure of Northwestern is composed of positions aligned to institutional needs. Employees/individuals are identified based upon the qualifications and competencies necessary to fulfill the accountabilities/responsibilities of those positions. Positions could change in response to a change in the scope, focus, funding, or structure of the URIC.

PREPARING TO REQUEST A NEW POSITION

1. Evaluate need and scope
Evaluate the need for a new position:
a. Is there a structural change/realignment? 
b. Has the scope of the URIC significantly changed or has the portfolio grown? 
c. Is there a new direction and corresponding type of position needed?
d. Is/are there any position(s) whose functions this position would replace?

2. Identify/determine position type and/or job family 
a. HR Job Families Website
b. If you are unsure which position type or job family fits your identified need, Contact Sr. Director of Operations and Administration (URICA) and Research HRA, to discuss 

1. Determine position function and funding source
a. Typical categories and sources:
b. Operation: Positions supporting general operations, administration and finance
i. Typically funded by operating budget and must be included in the URIC personnel approved budget for the relevant fiscal year to be a supporting source of funds, including temp salaries
c. Programmatic: Positions supporting programs and initiatives
i. Typically funded by sponsored projects, endowment income, gifts, or other discretionary sources
ii. If funding is from endowment income, gifts, or other discretionary sources, ensure that any administrators overseeing the relevant chart string are informed and that there is enough personnel budget available in the unit
iii. If funding is provided by a school, Provost, recruitment, etc., notify Sr. Director of Operations and Administration (URICA) so funding can be confirmed with the relevant unit
d. Technical/research: Positions supporting research projects or core services
i. Typically funded by sponsored projects or recharge operations
e. Funding: 
i. URIC Operating Budget: only available when the request to support a new position has already been made via the annual report process and approved in the annual budget packet – all position requests should first be made as annual report budget requests, mid-year requests cannot be supported
ii. Endowment income, gifts, or other discretionary sources: ensure that any administrators overseeing the relevant chart string are informed and that there is enough personnel budget available in the unit
i. Outside of Unit: If funding is provided by a school, Provost, recruitment, etc., notify Sr. Director of Operations and Administration (URICA) so funding can be confirmed with the relevant unit
ii. Recharge (160): ensure position is incorporated into a cost study (or relevant plans are in place), confirm the available budget and revenue available for the area are sufficient, and describe the relevant business plan and market analysis in request
iii. Sponsored Projects: confirm that charging salary for the position is allowable and all relevant account codes are open on the chart string; if 100% sponsored, ensure that no other responsibilities are required outside the project; see note below on non-recurring/time-limited
iv. Reallocation: if there is a need to reallocate from other budget categories or areas, notify Sr. Director of Operations and Administration (URICA) to confirm and approve such changes prior to submitting any forms
v. Non-Recurring or Time-limited: If the funding source or need is limited by a defined timeframe, such as the end date of an award or funding commitment, then the position must similarly be created as term-limited to coincide with the end date of the available funding source


CREATING A NEW POSITION

1. Submit request to the Office for Research to create new position
a. Contact Sr. Director of Operations and Administration (URICA) and Research HRA with the following information:
i. The need and a compelling justification for the position, including alignment with the short- and long-term goals of the URIC
ii. The position type or job family
iii. The funding source and whether it is recurring or term-limited
b. URICA and Research HRA will review and evaluate the request and: 
i. Request clarification on funding for position or justification
ii. Provide relevant position description template 
c. URIC administrator will respond to any request for information and/or provide completed position description

2. All new positions require approval by the AVP for Research overseeing URICA 

3. Once the position is approved by the AVP for Research overseeing URICA, URIC completes the Position Request form
URIC will submit the Position Request form to Research HRA for processing

4. Northwestern HR Compensation reviews and creates the position
a. Research HRA will coordinate with Northwestern HR Compensation to review and analyze the position description for proper grade
b. Compensation will create the position in myHR system for posting
c. Assistant Director, Administrative Services will submit the request to the Position Approval Committee

5. Position Approval Committee approves or denies the new position
Assistant Director, Administrative Services will inform the URIC of the Position Approval Committee’s decision
· If approved, the position will be ready to post to the eRecruit system

6. For more information about the Position Management Process, please visit the following link: The Position Management Process


FILLING A VACANT POSITION

1. Inform URICA and Research HRA of need to post the vacated position
a. Contact Sr. Director of Operations and Administration (URICA) and Research HRA with the following information:
i. Have the position’s responsibilities changed?  Any updates needed to the position description? If so, Northwestern HR Compensation’s review and updating of the position description is required before the request can be submitted to the Position Approval Committee
ii. The position type or job family
iii. The funding source and whether it is recurring or term-limited

b. URICA and Research HRA will review and evaluate the request and: 
i. Request clarification on funding for position or justification
ii. Provide relevant position description template

c. URIC will respond to any request for information and/or provide completed position description

2. Positions supported by non-recurring funding require the approval by the AVP for Research overseeing URICA

3. Review and revise position description and responsibilities (as needed)
a. If no changes are needed to the existing position description, skip to step 4.
b. If edits to position description and responsibilities are necessary, provide revised position description to Research HRA 
i. Research HRA will coordinate with Northwestern HR Compensation to evaluate any changes in the position description and responsibilities 
ii. Research HRA will inform the URIC if any changes are needed to the position (i.e. title or grade) due to the edits made; or Research HRA will confirm no changes are needed and confirm that the URIC can move forward

4. Complete the Position Request Form (available here) and submit to Research HRA
a. Remaining process follows the Position Request Process Flow document
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More information on Additional Pay can be found on the Human Resources website here.

1. Inform URICA and Research HRA of request for additional pay
Note: All additional pay requests must be pre-approved in accordance with Northwestern’s additional pay process before an add pay can be processed. 

a. For faculty and graduate students skip directly to bullet 2a
b. For staff and research staff, contact Sr. Director of Operations and Administration (URICA) and the Research HRA with the request for additional pay and provide justification for the additional pay

2. Once approved (applies to staff/research staff)
a. Follow the Additional Pay Process Flow by completing the Office for Research Additional Pay Request Form (obtain authorized URIC approver signature) and send to Business Manager, HRA
b. Business Manager, HRA will enter the request in OnBase and additional pay requests will be routed via electronic workflow for approval
i. All additional pay requests for staff will be routed to the Position Approval Committee for final review and approval
ii. Additional pay requests for faculty, students, tuition reimbursement, mobile allowance reimbursement, childcare support, research subject fees, housing supplements, and relocation do not require committee approval
c. Business Manager, Research HRA, will email URIC requestor to confirm the pay request transaction ID number
d. Business Manager, Research HRA, will track the request and follows up with requestor and approvers if needed

3. The following forms may be required for additional pay requests
a. Sponsored Justification Form – for any request with sponsored funding
b. Graduate Student Permission to Work Request Form (see form on this website for submission guidelines)
c. 90-day Justification Memo – for requests over 90 days retroactive with sponsored funding
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Position modifications include changing the position type or grade of an existing position for the purposes of aligning the position to the organizational need. Position modification is not intended to be a reward for performance, which should be addressed through the merit planning process.

When requesting a position modification, the steps noted in “Creating a New Position” should be followed and any increase in funding needed to support the position should have an identified source of funding.  Any modification to position(s) that are funded by the URIC annual operating budget should have been approved through the Annual Report process and funds should be included in the budget allocation. 

No modifications will be reviewed mid-fiscal year.
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Position elimination must be closely coordinated with URICA, Research HRA and Northwestern HR. If a URIC has identified a potential need for position elimination, the steps below should be followed to initiate the process:

1. Inform URICA and Research HRA of identified need to eliminate a position
a. Do not discuss any potential changes with staff prior to involving URICA, Research HRA, and Northwestern HR
b. Contact Sr. Director of Operations and Administration (URICA) and Research HRA and describe the need to eliminate a position

2. URICA and Research HRA will review and evaluate the need and communicate regarding next steps

3. URICA and Research HRA will coordinate the entire process with Northwestern HR 
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Temporary employees may fill a number of roles at Northwestern, from covering the gap of a vacant position to providing temporary assistance for a special project or large event. 

1. Evaluate need and scope
a. What is the specific need for this position (e.g. covering vacant position, event assistance, special project assistance)?
b. Determine the overall expected cost for the temp position:
i. What is the timeframe for this temporary employee?
ii. What is the estimated hourly rate for the individual, and how many hours are anticipated?
c. Who will be supervising the position? The supervisor should have knowledge of hours worked and be able to complete timesheets accordingly

2. Determine position function and funding source
Typical categories and sources:
a. Operation: Positions supporting general operations, administration and finance
i. Typically funded by operating budget and must be included in the URIC personnel approved budget for the relevant fiscal year to be a supporting source of funds, including temp salaries
b. Programmatic: Positions supporting programs and initiatives
i. Typically funded by sponsored projects, endowment income, gifts, or other discretionary sources
ii. If funding is from endowment income, gifts, or other discretionary sources, ensure that any administrators overseeing the relevant chart string are informed and that there is enough personnel budget available in the unit
iii. If funding is provided by a school, Provost, recruitment, etc., notify Sr. Director of Operations and Administration (URICA) so funding can be confirmed with the relevant unit
c. Technical/research: Positions supporting research projects or core services
i. Typically funded by sponsored projects or recharge operations
f. [bookmark: _GoBack]Funding:
i. URIC Operating Budget: only available when the request to support a new position has already been made via the annual report process and approved in the annual budget packet – all position requests should first be made as annual report budget requests, mid-year requests cannot be supported
ii. Endowment income, gifts, or other discretionary sources: ensure that any administrators overseeing the relevant chart string are informed and that there is enough personnel budget available in the unit
vi. Outside of Unit: If funding is provided by a school, Provost, recruitment, etc., notify Sr. Director of Operations and Administration (URICA) so funding can be confirmed with the relevant unit
vii. Recharge (160): ensure position is incorporated into a cost study (or relevant plans are in place), confirm the available budget and revenue available for the area are sufficient, and describe the relevant business plan and market analysis in request
viii. Sponsored Projects: confirm that charging salary for the position is allowable and all relevant account codes are open on the chart string; if 100% sponsored, ensure that no other responsibilities are required outside the project; see note below on non-recurring/time-limited
ix. Reallocation: if there is a need to reallocate from other budget categories or areas, notify Sr. Director of Operations and Administration (URICA) to confirm and approve such changes prior to submitting any forms
x. Non-Recurring or Time-limited: If the funding source or need is limited by a defined timeframe, such as the end date of an award or funding commitment, then the position must similarly be created as term-limited to coincide with the end date of the available funding source

3. Identify end date for non-recurring fund sources
Temporary employment by nature should be time limited and does not carry employer obligations beyond it; units are encouraged to be clear with temporary employees about the expected end date 

4. Inform URICA and Research HRA of intent to hire temp employee
a. Contact Sr. Director of Operations and Administration (URICA) and Business Manager, Research HRA, and: 
i. Provide information on the need and scope, and note the funding source
b. URICA and Research HRA will evaluate request and provide response, including:
i. Request for any clarification needed regarding funding source, rate, or management 
ii. Confirm that intent to hire temp employee is ready to move forward, and provide guidance on the process for hiring and appointing temp employee as needed (direct temp versus sourced temp from Northwestern’s Temp Center)

5. Complete the Temporary/Contractor Request Form
a. The process follows the Temp/Contractor Process Flow for submission to and approval by the Position Approval Committee 
b. Refer to the Position Management Process for any updates to the process
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Coordination with URICA and Research HRA for interviewing and selecting candidates is highly recommended as it provides support and assistance in candidate evaluation, as well as guidance on HR policies, procedures, and best practices. Also see the Northwestern HR website on Hiring and Onboarding here. Once a position has been posted:

1. Build a candidate pool
a. Take advantage of listservs and professional networks, internal and external, to actively promote the position/opportunity, and ensure that possible candidates apply through the myHR eRecruit portal
b. Reference HR guidance on Developing a Hiring Strategy

2. Screen candidates
a. Review applications, consult HR guidance on sourcing and screening, and reach out to URICA and Research HRA if you need assistance in evaluating an applicants’ qualifications and fit
b. Ensure eligibility of candidates for the position including minimum qualifications; for internal Northwestern applicants, ensure at least one-year of active employment in the candidate’s current position
c. Conduct phone screening to select the most viable candidates
d. Select candidates to invite for in-person interview

3. Design and prepare for interview process
a. Review HR guidance on interviewing
b. Design the interview process and include key stakeholders in the process, as interviewers
i. For exempt administrative positions, invite Sr. Director of Operations and Administration (URICA) and Research HRA to interview; For Director of Operations (DOO) and Director of Research positions, include AVP for Research overseeing URICA 
ii. For non-exempt and/or technical positions, URICA or Research HRA involvement in the interview may not be relevant
c. Provide applications/resumes of candidates to Sr. Director of Operations and Administration (URICA) and Assistant Director, Administrative Services
i. These materials should be provided regardless of interview involvement; this helps in the prompt preparation and coordination of an employment offer once the final candidate has been identified. It also helps URICA and Research HRA in providing guidance on topics that may be important to address in the interview 
d. Conduct interviews, receive feedback from interviewers, and identify the top candidate
i. Notify Sr. Director of Operations and Administration (URICA) and Research HRA of final candidate
ii. Be sure to ask candidate their salary expectations for the position  
· Note:  Illinois just signed into law that an employer may not ask a job candidate what their current salary is; but asking salary expectations is acceptable
iii. Candidate must confirm that references may be contacted before checking references
iv. Research HRA will help facilitate the standard HR processes for background and education checks and will offer advice upon conducting reference checks according to Northwestern policy. Assistant Director, Administrative Services will also begin discussion of salary offer with URIC and HR Talent Acquisition
v. No offer should be made to the final candidate without confirmation of salary offer from URICA and Research HRA.  It is recommended that HR Talent Acquisition make the offer to your finalist
vi. As an alternative to individually checking candidate references yourself, HR Talent Acquisition offers the use of an online reference checking tool:  Skillsurvey Reference™ Feedback Report.  This is initiated once an offer is made and provides a compilation of ratings and comments from the candidates’ references
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After completing the Interviewing and Selecting Candidates process and standard HR reference and background checks, a salary is determined that is equitable to existing positions in the organization and that will result in successful recruitment of the selected candidate. Because there are several considerations regarding Northwestern HR processes, labor regulations, and institutional policies, URICA and Research HRA will ensure the required compliance with those processes, regulations, and policies. Review HR Guidance on Offers.

1. Confirm readiness to extend offer and determine salary offer
a. Confirm with Research HRA that all necessary steps prior to extending a salary offer have been completed to the satisfaction of Northwestern HR
b. Determine maximum offer/upper range available within available URIC budget/resources
c. Confirm with URICA the identified funding source and that the source is recurrent
d. Extending an offer for a position that is funded by non-recurrent source, or for which there are enough recurrent funds, is discouraged. However, if an offer is made under these circumstances, the potential hire should be notified of the limitations and the offer should be extended only for the period for which funds are available
e. Complete the Approval to Hire Form from the HR website and route in accordance with the approval to hire form flow 
f. Consult with Research HRA to determine whether this is an appropriate offer given equity considerations, position grade, and the experience level of candidate
g. Research HRA will coordinate approval of the salary offer with HR Talent Acquisition
h. Important: No offer should be made without confirming the salary offer with URICA and Research HRA (who will coordinate with HR Talent Acquisition)

2. Extending an offer
a. It is recommended that HR Talent Acquisition makes the offer to the finalist
i. When HR Talent Acquisition makes an offer, the offer will be made in accordance with the guidance and salary range agreed upon with the URIC, as well as considerations of equity and position grade
b. Important considerations if the URIC extends the offer
i. Follow the guidance provided by HR Talent Acquisition and Research HRA carefully
ii. If the finalist does not accept the initial offer, a revised offer may be generated, but it must meet equity considerations, position grade, and financial viability
iii. Work directly with the Research HRA before making a revised offer to the finalist
c. If acceptance has been verbally confirmed, coordinate a start date with the finalist
i. In general, allow two to three weeks minimum 
ii. Northwestern coordinates start dates so that new employees begin on Mondays, but can accommodate off-cycle start dates, if requested
iii. Confirm agreed-upon start date with Research HRA
d. HR Talent Acquisition Partner will send a contingent offer letter 
i. This letter will outline the candidate’s salary, start date, terms of employment, and steps for the first day
ii. The candidate will sign the letter confirming acceptance and will return it to the HR Talent Acquisition Partner

3. Notify remaining candidates
a. Notify the remaining candidates that another candidate has been hired
b. For candidates who were interviewed (either by phone or in person), a personalized email or phone call notification is recommended

4. Prepare for employee onboarding
a. Review available resources and develop an onboarding plan for the new employee
b. Seek guidance and assistance from HR, Research HRA, and URICA, as needed, and reference the Northwestern HR materials for Onboarding here
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Managing performance is an ongoing process and Northwestern HR provides a number of online resources on Managing Performance to assist managers. Proper onboarding, training by the URIC, training provided by HR on systems and skills, and the Performance Excellence process can all help ensure employees achieve and excel in their positions. However, despite the best efforts of managers, sometimes an employee is not meeting expectations and an intervention is required. As a manager, if you identify performance issues that you believe are moving beyond your ability to coach the employee toward meeting expectations, then: 

· Inform URICA and Research HRA of your concern(s)
· Contact Sr. Director of Operations and Administration (URICA) and Assistant Director, Administrative Services as soon as you have significant concerns. URICA and Research HRA will discuss the issue and provide feedback and advice on possible coaching, training, or feedback that might help resolve the concern(s). Any further steps should be taken only in consultation with Research HRA
· It is highly recommended not to discuss performance management processes or outcomes with the employee prior to contacting URICA and Research HRA, as these are crucial conversations and, as a manager, you want to ensure that you follow all appropriate Northwestern HR guidance
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JOB FAMILIES
Job families are a concept referenced throughout this document. Job families are established for several different working/functional areas, with the goal to improve consistency and uniformity across staff positions. Northwestern Human Resources provides job family information on this webpage. Job families include responsibilities and scope factors, which are key factors for understanding appropriate positions and position levels.

HR TITLES
HR Titles, also known as official titles, are based upon positions and appointments that are coded in the myHR system. These are the titles that will also be shown on the Northwestern Directory. When a relevant job family exists (see above), the position and title within that job family should be followed.

WORKING TITLES/BUSINESS TITLE
At times, the use of a “working or business title” may be useful to better capture the responsibility or area a position supports. These titles are not official and do not align with any records captured in myHR or the Northwestern Directory. Working/business titles can be utilized on business cards, resumes of employees, websites, and in grant applications.  

Requests to use a working/business title for a position/employee in a URIC must be pre-approved by the Sr. Director of Operations and Administration (URICA), Research HRA, and Northwestern HR. 

Requests for a working title should include: 
1. The name of the employee (if position currently exists)
2. The HR title of the position
3. The desired working title
4. A justification for the request

No working titles should be utilized on any documents or websites prior to approval. 

No working title should include terms that are inconsistent the HR title/position level. For instance, an employee with a “Program Coordinator” HR Title could not be an “Outreach Manager,” but could be considered as an “Outreach Coordinator.” 

The following titles cannot be used as a working title unless they appear in the HR title:
	· Director
	· Manager
	· Administrator
	· Analyst

	· Assistant
	· Associate
	· Coordinator
	· Specialist
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The University Research Institute and Centers (URICs) are led by URIC Directors, and sometimes have additional levels of leadership either as Assistant, Associate, or Co-Directors. URICs Director title is distinguished from other director-level titles because it does not include a functional area. The position titles and levels of URIC faculty leadership are detailed below: 

URIC Director
The title of URIC Director is used when there is a single and/or lead tenure-track faculty director for the URIC. The URIC Director title is used at both the institute and center level. The URIC Director title and appointment issued and by the Vice President for Research via an appointment letter. Areas of responsibility as detailed by the letter odf appointment, include, but are not limited to:

· Developing, reassessing, and implementing a strategic plan 
· Securing external funding in support of the URIC's mission, such as large collaborative awards that emphasize interdisciplinary research
· Stimulating new research activities, collaborations, and directions, in part by organizing meetings, workshops, as well as educational and outreach activities
· Supervising the technical and administrative staff, and overseeing their professional growth
· Overseeing the finances and accounts, working closely with the Office for Research on these activities
· Submitting an annual report to the Office for Research
· Maintaining the URIC's leadership position in its mission area as benchmarked against peer research institutes and centers 

Co-Director
The title of Co-Director is used for tenure-track faculty in the case of joint-leadership. Co-leadership can be with a researcher from an external strategic partner. Co-Director title and appointment issued and by the Vice President for Research via an appointment letter. Co-Directors roles responsibilities are similar to those of a Director’s.

Deputy Director
The title of Deputy Director is rare. It is used for tenure-track faculty directors of URICs that provide secondary leadership for URICs support the URIC Director and/or Co-Directors in their responsibilities. A Deputy Director must be able to fully assume the URIC Director’s responsibilities and meet all the qualifications of a URIC Director. The Deputy Director title and appointment issued and by the Vice President for Research via an appointment letter. 

Associate Director
The title of Associate Director is used for tenure-track faculty that provide secondary leadership for URICs. The Associate Director title and appointment does not necessarily require the issuance of a signed appointment letter by the Vice President for Research, but should be appointed in coordination with the AVP for Research overseeing URICA.
Assistant Director
The title of Assistant Director is used for faculty directors of URICs that provide secondary leadership for URICs, and may at times be junior faculty or research faculty. The Assistant Director title and appointment will not receive an appointment letter from the Vice President for Research, and should be appointed in coordination with the AVP for Research overseeing URICA.



[bookmark: _DIRECTORS_OF_FUNCTIONAL][bookmark: _Toc57725633]DIRECTORS OF FUNCTIONAL AREAS

When URICs grow and expand, the need may exist for directors of functional areas to support the overall URIC Director(s). These positions should typically reside in large Institutes that oversee broad and complex funding portfolios. The Office for Research and URICA have established expectations for these positions captured in the categories below. When a position of this type is needed or requested, URICs should align to the categories, levels, standards, and variations described below to the maximum extent reasonable. 

As a director-level position, the justification should be thoroughly developed and include: a substantial portfolio/scope at the URIC level; a high-level of activity within the relevant functional area that is critical to the URIC mission; the extent to which URICs can support the position by external funding sources. 


Director of Operations
Description: 
· Serves as the lead administrator for a URIC, broadly overseeing business, finance, operations, and external relations; generally, this is the first functional area with a director-level position to be appointment at a URIC because of the broad area of responsibility
HR Position Title(s): 
· Operations; Operations & Outreach
· Include “Outreach” only when outreach responsibilities are relevant

Director of Research
Description: 
Participates in developing and cultivating research activity and growth of the URIC; should have a PhD or other relevant terminal degree in a relevant field of research and hold a research faculty appointment. 
HR Position Title(s): 
· Research

Director of Research Facilities
Description:
· Oversees the URIC’s facilities and space; this role is rare and exists only in URICs responsible for stewarding significant amounts of laboratory and/or core facilities space
HR Position Title(s): 
· Res Facilities

Director of Communications
Description: 
· Oversees all aspects of marketing and communications strategy and its implementation; this role is rare and exists only in URICs with an extremely high level of activity and/or funding related to external relations, outreach, publications, and other media relations 
HR Position Title(s): 
· Communications; Mktg & Comm;
· *Include “Mktg” only when marketing responsibilities are relevant
Other Functional Areas
The areas noted above represent the currently standardized functional areas. When unique situations arise that call for other position titles and areas, please contact the Sr. Director of Operations and Administration (URICA) to facilitate request.

Combining Level with Area for HR Position Title
The naming conventions for myHR position titles are standardized to avoid variations. To determine what the myHR position title will be, combine one of the variations of the “HR Position Title” with the “myHR Naming Convention” as per the table below:

	Level of Seniority
	myHR Naming Convention

	Assistant Director
	Asst Dir <”HR Position Title”>

	Associate Director
	Assoc Dir <”HR Position Title”>

	Director
	Dir <”HR Position Title”>

	Senior Director
	Sr Dir <”HR Position Title”>



Note, the URIC name will immediately follow the position title in the Northwestern directory and is not included as a part of the position title to avoid duplication.

Research Faculty and Administrative Faculty (ADF) Appointment
Research faculty often play a significant role in URICs, including serving in administrative capacities as directors of functional areas. When a research faculty member serves as a director of a functional area, a secondary appointment is created as an “Administrative Faculty” role (abbreviated as ADF in Northwestern systems), and that appointment provides the HR position title for the individual and allows for that role to be selected for display in the Northwestern directory.




[bookmark: _Toc57725634]VERSION UPDATE TRACKING

· 11/19/19 – Initial version published
· 12/01/20 – Added URIC Directors and Directors of Functional Areas content; added version update tracking
·  
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