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POSITION DESCRIPTION TEMPLATE


(FORMAT, DEFINITIONS AND INSTRUCTIONS)








POSITION DESCRIPTION


(CLASSIFICATION)





#14.  POSITION SUMMARY





(Summary or restatement of the goals of the position plus additional information that applies to the entire position, such as the level of supervision, the physical location, size of unit, staff, budget, etc.)





#15.	GOALS AND WORKER ACTIVITIES





(XX)%		A.	(Goal - Major area of responsibility of the position.  Goals A, B, 				C, etc., should be listed in descending order of importance and 				must include percent, 5% or greater.  Each goal should begin 				with a noun, such as "Management of, Coordination of, 					Preparation of, Supervision of," etc.)





A1.	(Worker activity - Specific task the employee performs to accomplish the goal.  Worker activity statements describe what a worker actually does and should be listed in the order in which the tasks are performed.  Assign a percent of time if possible - always, if the activity constitutes at least 10% of the position - and begin each with a verb, such as "File ..., Maintain ..., Compose ..., Hire and evaluate ...," etc.)





A2.	(Next Worker Activity)





A3.	(Next Worker Activity)


  	.


.


.





(XX)%		B.	(Second most important goal)





B1.	(Worker Activity)  





B2.	(Next Worker Activity)





B3.	(Next Worker Activity)


.


.


.








NOTE: Bolded items are the locations where individualized text is inserted.





(XX)%		C.	(Third most important goal)





C1.	(Worker Activity)





C2.	(Next Worker Activity)





C3.	(Next Worker Activity)


.


.


.	


etc.





KNOWLEDGE, SKILLS AND ABILITIES





(Characteristics an employee will either bring to the position or will be expected to gain on the job - should relate to the goals and worker activities listed above.  List knowledges, then skills and, lastly, abilities.)





(KNOWLEDGE is the awareness of certain measurable facts or principles, such as "Knowledge of generally accepted accounting principles; Knowledge of safety and occupational hazards," etc.)





(SKILL is the level of proficiency at a certain task, such as "Skill in the use of WordPerfect 6.0 for the production of professional-quality newsletters; Skill in making repairs and adjustments to mechanical devices, compressors and control switches," etc.)





(ABILITY is the potential of an employee to perform an aspect of the job, such as "Ability to type accurately and review work carefully; Ability to manage multiple tasks and priorities in a fast-paced work environment; Ability to communicate effectively with supervisors, co-workers, other staff and students," etc.)





NOTE:  For ADA purposes, you should also identify any appropriate physical abilities required to perform the essential functions of the position.  Examples would be "Ability to stand for long periods of time; Ability to move packages from the loading dock to storage room shelves - requires material handling up to 50 pounds."  Focus on what must be accomplished, not on how it is to be done.








WORKING CONDITIONS WHILE PERFORMING ESSENTIAL FUNCTIONS





(Identify conditions that may be encountered, such as "Exposure to dust, chemicals and fumes; Exposure to extreme weather conditions during snow and ice removal; Exposure to noise from printing machines."  Identify how often these conditions might occur - on occasion, frequently or always.)





EQUIPMENT USED TO PERFORM ESSENTIAL FUNCTIONS





(Identify equipment required to be used, such as "Brooms, mops, buffers, scrubbers, shampooers and vacuum cleaners" or "IBM personal computer, laser printer, ten-key calculator and electric typewriter.")











(Conclude with the following statement):





The goals and work activities listed are intended to describe the essential functions of persons assigned to this job.  They are not intended as an exhaustive list of all job duties, responsibilities, and requirements.


 


