POSITION DESCRIPTION FORM (PDF) 

□ NEW / UPDATED / REVISED POSITION - 
Requires VP Budget Approval Prior to HR Submission 
	INSTRUCTIONS:  Completed by position supervisor. Return completed form to HR.    

	DIVISION/DEPARTMENT:      

	CURRENT D.O.P. CLASSIFICATION TITLE (if known):      

	WORKING JOB TITLE (Title you use to refer to position):      

	INCUMBENT’S NAME (if filled position):      

	SUPERVISOR’S NAME:      
	SUPERVISOR’S JOB TITLE:      

	APPOINTMENT INFORMATION – CHECK THE BOXES THAT APPLY:

	 FORMCHECKBOX 
 Full-time (40 hrs)    FORMCHECKBOX 
 Less than Full-time
	 FORMCHECKBOX 
 Cyclic Appointment   of ____ Months/Year

	Hours Worked Per Week:      
	Assigned Shift:       

	FOR HUMAN RESOURCE/PAYROLL OFFICE USE ONLY:

	Job Class Title:      
	Position #:      

	Work Period Designation    FORMCHECKBOX 
 Excepted    FORMCHECKBOX 
 Non-Excepted
	Effective Date:      

	 FORMCHECKBOX 
 Non-Represented     FORMCHECKBOX 
 Represented    
	Position Salary Range:       

	JOB SUMMARY

	Describe the overall purpose of the position in no more than three sentences.  

     


	SUPERVISORY RELATIONSHIPS

	PART 1:

Check the statement that most accurately describes the level of supervision this position’s supervisor exercises over this position:  FORMCHECKBOX 
 Direct Supervision  FORMCHECKBOX 
 General Direction  FORMCHECKBOX 
 General Supervision  FORMCHECKBOX 
 Administrative Direction
Summarize the following information in narrative format: How is work assigned? With whom does the position interact to accomplish work? Indicate any specific policies, procedures, guidelines or regulations/standards under which work is performed.

     


	PART 2:         Is this a supervisory position?      FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No   Is this a lead position?   FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

	If “Yes” list the subordinate position(s) and the number of hours this position(s) works per week:

	Position Title
	Perm/Temp
	FTE%/Hrs
	Position Title
	Perm/Temp
	FTE% / Hrs

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	Check the boxes that apply. Does this position:
 FORMCHECKBOX 
 Interview/Select/Train   FORMCHECKBOX 
 Direct/Check the Work of Others  FORMCHECKBOX 
 Set/Adjust Hours of Work  FORMCHECKBOX 
 Conduct Performance Evaluations   FORMCHECKBOX 
 Respond to Grievances  FORMCHECKBOX 
 Discipline   FORMCHECKBOX 
 Recommend Termination  
Add any additional information that clarifies this position’s supervisory or lead responsibilities:      

	POSITION DUTIES

	List the duties this position performs; The frequency the duty is performed; The monthly percentage of time spent on the duty; The importance of the duty; and why the duty is important. (1 = Unimportant, 4 = Critical)

	Duty Statements
	F
	%
	I
	Why Important

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	COMPETENCIES

	List the competencies needed to perform in the position using the following three general categories:

	Knowledge and Technical Skills:

     
Job Developed Skills and Abilities:

     
Traits and Characteristics:

     


	REQUIREMENTS AND/OR CONDITIONS OF EMPLOYMENT

	Legal Qualifications: (Represents legal requirements essential to the position.) 
Depending on the rules and regulations that govern the position’s work, there may be requirements that are specific to the position, usually licenses and certificates, required by an external agency or regulatory body. 

     

	Minimum Position Qualifications: Required qualifications necessary to complete the responsibilities of this position as detailed by the Dept of Personnel Classification definition and/or the College. 
     

	PHYSICAL REQUIREMENTS

	· Ability to work in an office setting, using standard office equipment including a computer, and attend meetings both on campus and other off-site locations. 

· Ability to read printed materials and a computer screen.
· Ability to communicate in English both in person and through other appropriate means.


The job duties as defined are an accurate reflection of the work performed in this position.
	
	
	

	
	
	

	Supervisor                                                       Date
	
	Second Line Supervisor                                     Date

	
	
	

	
	
	

	Area Vice President                                        Date
	
	


As the incumbent in this position, I have received a copy of the position description detailed above.
	
	
	

	
	
	

	Employee                                                        Date
	
	


