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Human Resources – Total Compensation

Request for Role Profile REMATCH
(For Management, Professional and Excluded positions only)
Human Resources – Total Compensation

Request for Role Profile REMATCH or UPDATE
(For Management, Professional and Excluded positions only)

A request for rematch must be submitted via the MINERVA application - under position processing called “maintain position”.  

You may use this form as a guide/working document for HR Advisors, Direct Services Representatives, Supervisors, Managers and Employees when considering a request for rematch. A request for rematch requires the selection of another role profile description when there is a significant change in the duties and responsibilities.  Refer to the HR website under Compensation for role profile descriptions.

Use this form for an update to a position, to reflect minor changes in the responsibilities of an existing position.

Submit an organizational chart and any other related documentation to:  totalcomp.hr@mcgill.ca
	CONTACT INFORMATION

	Date of Request:
	     

	Originating Faculty/Department/Unit:
	     

	Contact Person/HR Advisor:
	     

	Telephone:
	(   )     -     

	E-Mail:
	     


	POSITION INFORMATION

	Banner Position Number:
	     

	Current Role Profile and Grade:
	     

	Salary Scale:
	MINIMUM : $      
	MIDPOINT:  $      
	MAXIMUM: $      

	Hours Worked Per Week:
	     

	Sessional Dates (if applicable):
	     

	Status of Position:
	 FORMCHECKBOX 
 Occupied Position (Indicate name of incumbent & employee ID): 

     

	
	 FORMCHECKBOX 
 Vacant Position 

	
	 FORMCHECKBOX 
 Regular Position

	
	 FORMCHECKBOX 
 Developmental Assignment 


	POSITION SUMMARY: (Note: The position summary will be used for the posting)

	     


	PRIMARY RESPONSIBILITIES:  (Note: The primary responsibilities will be used for the posting)   Describe in point form the 8 – 10 major responsibilities of the position:

	     


	POSITIONS SUPERVISED (position #, title & level):

	     


	ROLE PROFILE REMATCH REQUESTED

	Position Title:
	     

	Job Family:
	     

	Sub-Family:
	     

	Role Profile:
	     
	Grade:
	     


	PRINT NAMES OR SIGNATURES 

	Employee:
	     
	Date:
	     

	Supervisor/Manager: 
	     
	Date: 
	     

	HR Advisor/Direct Services Representative:
	     
	Date: 
	     


	RESERVED FOR HUMAN RESOURCES (TOTAL COMPENSATION)  

	Notes:



	Compensation Advisor:  
	
	Date: 
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