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Position Description
 
Position Title
:
Date:

Salary Grade
: 
FLSA
: 

Department:
Supervised By:
Supervises
: 
Position Purpose
:
Essential Duties and Responsibilities
:
Required Education & Experience
:
Required Knowledge, Skills & Abilities
:
Minimum Position Job Qualifications
: 
Typical Physical Demands
: 
Typical Working Conditions
:  
�Please fill in all sections.  The comments you see are designed to guide you with those parts of the form that you may not be certain about.  If you have any questions, please call Marcia @8645.


�What is the recommended TITLE for this position.


�If the position has already been graded, list the grade of the position here.  If the position is grant-funded, mark it as “unclassified”.


�Exempt =  salaried/ at least $23,660.  Non-Exempt = hourly and/or salaried less that $23,660.


�(if applicable)


�Briefly state the position’s overall purpose in one or two sentences highlighting the general function or duty of position.


� Include as many essential duties and functions as possible.  Include measures of satisfactory performance with regard to particular functions.


�Include required education and experience for this position.


�Include processes, programs, abilities required for this position, list them here.  EX:  “knowledge of Microsoft Office Suite essential.”, “ability to multi-task”, etc.


�Include minimum  educational requirements for the job,   EX:  Requires BA in ____; or; BA in __ required, PhD preferred.  





If there is any particular job experience -type or length of time that is required or preferred, list it here.


�If lifting, standing, walking, working frequent overtime, working weekends, rotating shifts, and exposure to particular conditions like weather, chemicals or animals is part of the essential functions, list them here.





�EX:  “Typical Office environment”, Normal Lab environment”, add descriptive adjectives as required.
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