
  
 

SOUTHWEST MINNESOTA STATE UNIVERSITY 
 

Human Resources Internal Procedure 
 

Position Roster 
 
 

The Position Roster from is used to document the approval and hiring of all employees of the 
University.  It also serves to instruct the Human Resources office in the processing of official 
letters of appointment and employee information to the payroll system.   
 
1. Position Roster form is available from the Human Resources office.  
 
2. Instructions for completion of the Position Roster are typed on the back of the form.   
 
3. Rosters completed for Classified (Council 6, MAPE, MMA and Confidential employees) 

and Unclassified (IFO, MSUAASF, MnSCU Admin and adjunct faculty) positions are 
processed somewhat differently:  

 
a. Classified Employees – The position roster for Classified Employees is completed 

prior to knowing who the new employee will be.  The roster is done to initiate the hiring 
process of an employee.  The supervisor of the department, where there is a vacancy, 
initiates the roster.  The position roster notifies the Human Resources office staff of a 
vacancy and to start the selection process to hire a new employee.  When an employee is 
hired, Human Resources staff will complete the position roster by writing the new 
employee’s name on the roster along with the start date and appropriate salary and 
demographic information.   

 
b. Unclassified Rosters – The position roster for an unclassified employee is completed 

after the employee is hired.  In the case of a faculty appointment (adjunct, overloads, 
fixed term, and probationary) the Department Chair, where the vacancy occurs, initiates 
the process by contacting the Assistant to the Dean with the essential information needed 
to complete the Position Roster.  The essential information includes:  name, address, 
date of birth, social security number, position/rank, salary information and a description 
of what the employee is being paid for.  The assistant to the Dean completes the position 
roster and forwards it to the appropriate people (Department Chair, Dean or VP, and 
budget Officer) for signatures.  After obtaining the required signatures the position roster 
is given to the Human Resources office.   

 
4. Upon receipt of the signed roster, Human Resources staff enters an assignment in the payroll 

system to process.  If the appointment is unclassified (IFO, MSUAASF, MnSCU Admin, 
adjunct), an official letter of appointment will be sent to the employees.  If the appointment 
is an adjunct or overload assignment, a payment schedule will also be sent.  For classified 
vacancies, the position roster notifies the Human Resources office to begin the selection 
process.   

 
5. When an offer of employment is made and accepted, Human Resources staff will schedule 

an appointment with the new employee to conduct a brief orientation session.  This session 



will include review and enrollment in benefit programs, assistance in obtaining parking 
permits, ID cards and other pertinent information.   

 
  


