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	Job Description


	Job Title:



	






 

	Department/Division:



	








	Reports to:


	


	Ranking and Classification:

	

	FTE:(indicate if work schedule follows the academic calendar with breaks off)

	




	Date Written/ Updated:


	






Job Summary: 
Provide a brief description of the general nature of the position; an overview of why the job exists; and what the job is to accomplish. The job purpose is usually no more than four sentences long



Essential Functions: 

Describe the most important duties (major responsibilities that are critical to the role) and those that the position will spend the most time on first. 
Describe the level of decision making and independent judgment that position will make related to each duty. This is important to help establish whether the position is exempt or non-exempt.
Include the scope and degree of internal and external contacts. For example, is the person interacting with only their own department, with a few departments, or with the entire campus? What is the extent of their contacts with external constituents? In both cases, try to outline how critical and frequent the contacts are.
Be descriptive. For example if someone is “preparing reports”, explain what that entails.  

Supervisory Responsibility:

Which positions will this position supervise?  Note the number of supervisees and if they are administrators, staff or students.
Education and Experience: 

Describe the minimum education or training required to perform the role.

Indicate the minimum years of experience (do not include a range of years) required. 

Certifications, Licenses, Registrations:
List any special training requirements.
Skills & Competencies:
REQUIRED:

List qualifications/skills needed to handle the responsibilities of the position. Be as specific as possible.  

PREFERRED:

List qualifications or skills that would be beneficial to have, but that are not essential to the job (such as bilingual).







Special Requirements:

If travel required, please include. Be as specific as possible.

If evening/night/weekend work required, please include. Be as specific as possible.
Physical Demands:
Note what the employee will be required to do in their job, such as standing for long periods of time, lifting items (including the maximum weight), bending, stooping, typing, climbing stairs or ladders, any visual requirements, etc.
Work Environment/Environmental Condition:
Will the person work indoors or outdoors. Is there anything else special about the environment, such as a high level of noise or dust. Will there be exposure to harmful chemicals.
All of the essential job functions are subject to reasonable accommodation.   All job requirements listed indicate the minimum level of knowledge, skills and/or ability deemed necessary to perform the job proficiently.  This job description is not to be construed as an exhaustive statement of duties, responsibilities or requirements.   Individuals may be required to perform other job-related instructions as requested by the supervisor, subject to reasonable accommodation.  This position description is not all-inclusive and may change at the option of the (supervisor or department head).  Any major change will result in the position being reviewed for reclassification.  
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