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SUGGESTED EMAIL TEMPLATES

  S U P E R V I S O R  E M A I L  T E M P L A T E SS U P E R V I S O R  E M A I L  T E M P L A T E S
J O B  A R C H I T E C T U R EJ O B  A R C H I T E C T U R E

Superv i sors  who wi l l  meet  wi th  the i r  employees  to  d iscuss  A/P facu l ty
pos i t ion c lass i f icat ion informat ion can use the fo l lowing emai l  templates
to communicate wi th  employees  before and after  meet ing.  Superv i sors
can modify  the suggested emai l  templates  to  meet  the i r  needs or  s imply
reference the templates  to  create the i r  own communicat ions .

Exp la in  the purpose of  the conversat ion.
Schedule  a meet ing t ime.
Prov ide resources  for  employees  about  the job arch i tecture pro ject .

Purpose:

SCHEDULING A DISCUSSION

Subject:  Job arch i tecture pro ject  d iscuss ion and your  pos i t ion
c lass i f icat ion informat ion

Body:
Hi  [Employee prefer red name].

The job arch i tecture pro ject  i s  a  major  in i t iat i ve  for  V i rg in ia  Tech to
create a s t ructure for  A/P facu l ty  pos i t ions .  Th is  new st ructure ,  a long
with  the ex is t ing s t ructures  for  s taff  and T&R facu l ty ,  i s  foundat ional  to
how we pay ,  deve lop,  and advance our  workforce through c lear  career
paths  and compet i t i ve  and equi table  pay pract ices .

The heart  of  th i s  pro ject  i s  a  new system of  c lass i fy ing A/P facu l ty
pos i t ions  in to  a new job arch i tecture f ramework  that  i s  recognizable
across  both the organizat ion and in  indust ry .

I  want  to  assure you that  your  job and working t i t le  are not  changing
as part  of  th is  project .  What  you wi l l  receive i s  a  new system t i t le
(what ’ s  in  Banner ) ,  a  career  t rack ,  and a career  t rack  leve l  to  match what
you are doing for  V i rg in ia  Tech r ight  now.                 -cont inues-
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  S U P E R V I S O R  E M A I L  T E M P L A T E SS U P E R V I S O R  E M A I L  T E M P L A T E S

J O B  A R C H I T E C T U R EJ O B  A R C H I T E C T U R E

Job Arch i tecture 10 1
Def in i t ions
Career  T racks
Career  T rack  Leve ls
FAQs
Tra in ing

I  wi l l  schedule  a t ime for  us  to  meet  [or ,  I  have scheduled a t ime for  us  to
meet  on DATE,  T IME,  LOCATION] to  rev iew and d iscuss  your  c lass i f icat ion
informat ion together .  I  w i l l  send you your  new system t i t le ,  career  t rack ,
and career  t rack  leve l  before we meet  [or ,  the informat ion i s  at tached] .
P lease read through i t  and br ing your  quest ions  to  the meet ing.

In  the meant ime,  the webs i te  has  he lpfu l  resources  to  learn  about  the job
arch i tecture pro ject  and how i t  wi l l  and wi l l  not  affect  you.  Here are
some l inks  that  I  hope you wi l l  f ind usefu l :

Resources :

P lease let  me know i f  you have any  quest ions .

[Salutat ion and s ignature]

Share the employee ’s  new c lass i f icat ion informat ion.
Share expectat ions  for  the meet ing.

Purpose:

BEFORE THE DISCUSSION (1-2 DAYS PRIOR)

Class i f icat ion informat ion
What  to  expect  dur ing the employee conversat ion

Subject:  Upcoming d iscuss ion about  your  new c lass i f icat ion

Attachments:

                                        -cont inues-

https://www.hr.vt.edu/compensation/job-architecture/about.html
https://www.hr.vt.edu/compensation/job-architecture/glossary.html
https://www.hr.vt.edu/compensation/job-architecture/career-tracks.html
https://www.hr.vt.edu/content/dam/hr_vt_edu/compensation/AP%20Faculty%20Job%20Architecture%20Definitions.pdf
https://hr.vt.edu/compensation/job-architecture/FAQS.html
https://hr.vt.edu/compensation/job-architecture/training-information.html
https://www.hr.vt.edu/compensation/job-architecture.html
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  S U P E R V I S O R  D I S C U S S I O N  G U I D ES U P E R V I S O R  D I S C U S S I O N  G U I D E

J O B  A R C H I T E C T U R EJ O B  A R C H I T E C T U R E

Does the career  t rack  ref lect  the essent ia l  ro le  and respons ib i l i t ies  of
my pos i t ion?
I f  I  were to  encapsu late my pos i t ion in  one or  two sentences ,  would my
synops is  match the job summar izat ion?
What  quest ions  do I  have?

Bo dy:
Hi  [Employee prefer red name] ,

I  want  to  make sure you have an opportun i ty  to  prepare for  our
conversat ion about  your  new c lass i f icat ion inc lud ing your  new system
t i t le ,  career  t rack ,  and career  t rack  leve l  before we meet  on [DATE] .

I ’ ve  worked wi th  Human Resources  to  establ i sh  your  new system t i t le ,
career  t rack ,  and career  t rack  leve l .  I ’ ve  at tached th is  informat ion for
you.

Again,  I  want  to  reassure you that  your  job is  not  changing as part  of
this  project .  Th i s  new pos i t ion c lass i f icat ion informat ion i s  to  he lp the
univers i ty  descr ibe A/P facu l ty  pos i t ions  more cons is tent ly .

You ’ l l  not ice the career  t rack  and career  t rack  leve l  descr ibe your  work
and the complex i ty  requi red to  complete i t  in  a  s tandard ized way.  As  you
rev iew the career  t rack  and career  t rack  leve l ,  p lease ask  yourse l f  the
fo l lowing quest ions :

When we meet ,  I  would l i ke  to  get  your  input  on the changes.  P lease br ing
any quest ions  you have.  I ’ ve  at tached a handout  wi th  more deta i l s  on
what  we’ l l  d i scuss  in  our  meet ing.

The job arch i tecture webs i te  has  many usefu l  resources ,  inc lud ing FAQs
that  may answer  some of  the quest ions  you a l ready have.

P lease let  me know i f  you have any  quest ions .

[Saluat ion and S ignature]

https://www.hr.vt.edu/compensation/job-architecture.html
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  S U P E R V I S O R  E M A I L  T E M P L A T E SS U P E R V I S O R  E M A I L  T E M P L A T E S

J O B  A R C H I T E C T U R EJ O B  A R C H I T E C T U R E

Fol low up on quest ions  that  were not  reso lved dur ing the meet ing.
Share the f ina l ized career  t rack  and career  t rack  leve l .
Share he lpfu l  resources .

Purpose:

AFTER THE DISCUSSION

F ina l ized career  t rack  and career  t rack  leve l

I  cons idered/inqui red about  your  quest ions  about  XYZ,  and. . .
I ’ ve  incorporated your  suggest ions . . .
I ’ ve  shared your  quest ions  wi th  our  HR representat ive  and [how the
quest ions  wi l l  be addressed] . . . ]

Subject:  Fol low up on your  new c lass i f icat ion

Attachments:

Bo dy:
Hi  [Employee prefer red name] ,

[ Inser t  language on how fo l low-up i tems were addressed.  Examples :

Here ’s  the f ina l ized copy of  the career  t rack  and career  t rack  leve l  that
has  been approved by  HR.  P lease let  me know i f  you have any  other
quest ions .

New resources  are cont inual l y  added to  the job arch i tecture webs i te ,  so
p lease check those pages for  more informat ion.  I  w i l l  a l so  share any
addi t ional  informat ion I  receive.

I  appreciate your  pat ience as  we work  through th is  process .  P lease let  me
know i f  you have any  fur ther  quest ions .

[Salutat ion and S ignature]

https://www.hr.vt.edu/compensation/job-architecture.html
https://www.hr.vt.edu/compensation/job-architecture.html

