Job Description Format Instructions


January, 2002

With the able assistance of Amy Hartman, the human resources office has at long last taken on the dreaded job description project! That's good news, as we want to end up with one format used across the college for all job descriptions. That's also bad news as it means some additional work for many secretaries, administrative assistants, and supervisors.

You may ask (cue Tevye), why is this task necessary? I'll tell you. Over the years, the college has used several different formats, and many departments have developed their own. There are at least 10 different kinds of job descriptions circulating around the campus, some without Americans with Disabilities Act language.  Also, many are out of date, as much as 10 years old. There are few jobs, if any, at the college that haven't changed substantially in the last few years. When a position opens up, the human resources office scrambles to find a usable job description, often calling department secretaries/administrative assistants to search for the most recent.

Our goal is to produce a uniform, up-to-date job description for every position at the college by June 1, 2002. Once this is complete, we will ask for each supervisor to review the job description on an annual basis at the time of the performance appraisal, or when an opening occurs. This review may mean as little as putting a new date on the job description.

Please look at your job descriptions and fit them into the new format found on the "O" drive under Job Descriptions as "Template.doc."  See the following instruction pages for help in making the revisions. I just drafted my own job description using this format and you may want to review it as an illustration (Director of Human Resources also under Job Descriptions of the "O" drive). Once completed, please attach them to my email address (davidpj). I will review them and suggest any changes that seem necessary and we will finalize the description. Final copies should then be sent to Amy (amymh).

We think it makes most sense for departments to continue initiating and revising job descriptions, with a current copy maintained in human resources as well. 

As always, your feedback is welcome. We will try to make this as painless a process as possible for all of you.  Please call if you have questions or concerns.
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Job Description format 

Opening Section:

The opening section is fairly self-explanatory. "Job title," "Department," and "Reports to" are on most job descriptions. "Classification" is the staff or administrative faculty ranking, such as "Exempt, 3.7" or "Non-Exempt, Clerical Level V." Amy can provide this information if you aren't sure. The "Job Summary" should be a brief (4-5 sentences at most) summary of the purpose of the job and major responsibilities.

Essential Functions:

This is the heart of the job description, describing the critical tasks that go along with this job. "Essential function" is an ADA term used to indicate the job duties that are intrinsic to the position, meaning their removal would change the job itself significantly. Any candidate for a position must be able to do the essential functions, with or without accommodation, to be hired. This is in contrast to "Other Duties" that could possibly be handed to another position.  An essential function is not necessarily something that an employee spends a lot of their time doing, although they normally do make-up the bulk of a person's time. A firefighter may not actually climb up a ladder and carry a person back down from a burning building very often, but it would still be an essential function of that job. In listing these, try to distinguish between the critical tasks and the myriad of other duties that may make up our days. Think of it this way: if a really talented person who is a paraplegic is hired as an administrative assistant, would he or she need to necessarily make the coffee or take things downstairs to be copied? In many situations, someone else could help out with those duties.

Please try to limit the number of essential functions to twelve. The job description is a summary and should not be used to list everything assigned. 

Other Duties:

See above paragraph. These are basically marginal or peripheral tasks that could be done by someone else (they don't require the expertise or educational background needed for essential functions), but need to be mentioned to give the candidate/employee a full picture of the job tasks. 

Supervisory Responsibility:

Lists the positions (not the name of the employee) that are supervised by this position. 
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Education and/or Experience:

Education is generally divided between what is required and what is preferred. Educational requirements for some positions are mandated by accreditation or board 

criteria while for others we have found a certain degree is needed for the person to be successful. Colleges, of course, value educational attainment but we should look closely at the skills and knowledge needed before getting too specific about a degree or the major field of study. Narrowing it down too much may create a problem when an attractive candidate comes along without possessing the required credentials.

For all positions, a high school diploma or GED is required. This may be waived for a person with exceptional experience or job skills, most likely in the physical plant department.

Experience is an estimate of the years worked in a comparable position that are needed for the candidate to be successful at the beginning employment (not to be confused with the knowledge of a person after working 2-3 years in the position).  You are encouraged to go easy on this one, as an inexperienced person with strong motivation may in a short period of time outperform a heavily experienced but less energetic peer. We should have clear evidence that a required amount of related experience is absolutely necessary. Using "preferred" experience instead of required allows more flexibility. 

Please avoid using multiple years in stating required or preferred experience. Stating "3-5 years" really  means the person with 3 years qualifies anyway.

Certifications, Licences, Registrations:  

These qualifications, like education and experience, may be preferred or required.  It is just as important keeping requirements like licenses up to date on job descriptions as it is getting them right the first time.  

Skills Required:

In this section you may list a wide array of skills needed for the person to be successful. Commonly included are computer competence (specific applications are helpful), written and/or verbal communication, ability to work as part of a team, ability to manage multiple projects. "Knowledge of" or "familiarity with" are phrases commonly used in this section to specify what background the new employee needs. Remember again, you are listing basic requirements, not what someone will demonstrate after 3 years on the job!

Physical Demands:

For custodial and maintenance positions, here you list equipment to be operated, lifting requirements, crouching, bending, etc required by the job. Lifting in pounds should be clarified, stating the weight of objects that need to be lifted, such as "ability to lift objects 
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weighing 35 pounds." We should not be requiring anyone to lift objects weighing more than 50 pounds.

For most other positions, language like "operate normal office equipment,"  "ability to travel," or "extensive use of computer" are helpful. If normal visual acuity is required, 

it should be included, although some jobs could be adapted with specialized equipment to accommodate a person with low vision. Travel required doesn't necessarily mean the person would need her own car, but should be listed so the person with a disability knows this would be part of the job.

Work Environment/Environmental Condition:

Here list exposure to fumes, cleaning materials, dust, extremes of weather, etc. that may be involved in a job. Most office jobs would require only a phrase such as "normal office environment, with occasional outside travel."

ADA Statement

The statement that begins "All of the essential job functions…" should be in all job descriptions.

Prepared By:
 The supervisor's name and title (in some instances may be the employee him or herself).

Approved By: Normally the vice president overseeing the department/division (but may be the supervisor).

