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DIVISION OF STUDENT AFFAIRS
Office of the Vice President for Student Affairs


MEMORANDUM

TO:

Name



Vice President for Student Affairs

THROUGH:
Supervising VP



Complete Title 

FROM:
Director 



Complete Title 

DATE:
Date

SUBJECT: 
Request to Reclassify an Office Assistant (PIN #)

After speaking to [supervising VP] on [date] and receiving his/her approval, I would like to submit this request to reclassify the vacant Office Assistant position, PIN#, to an Office Associate position. 

The Department of Student Resources has just hired an additional Associate Director and is currently re-organizing by re-distributing assignments and job duties among the support staff. As part of the reorganization, this position reclassification is primarily needed to assist with the increased workload in the office. The Office Associate will support the new Associate Director by managing calendars, travel arrangements, screen phone calls, etc., as well as, supervise student staff, and will serve as backup to the Sr. Office Associate. The Office Assistant position has been vacant since [date] and the duties from the position have since been reassigned to student staff. 

The base rate of pay for an Office Associate is $[amount] an hour and with benefits is approximately $[amount] annually. The current budgeted salary for this position is $[amount] an hour and with benefits is approximately $[amount] annually. This position will be funded by salary savings from the Office Assistant position. 
Your review and approval of this request is appreciated. If you have questions or need additional information regarding the purpose or intent of this request, please do not hesitate to contact me at (979)XXX-0000 or email@tamu.edu.
CC: Michelle Steedly

       Manager, Classification and Compensation 

Suite 117 Koldus Student Services Building
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