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Department:        


Job Title:     
Name of Incumbent:     
Reports to (Title of Supervisor):      
	Date of Description
	Scheduled Hours/ Employment Cycle
	FTE
	Pay Grade
	Date Description Received in HR
	FLSA Status

	     
	     
	     
	     
	     
	 FORMCHECKBOX 
Exempt  FORMCHECKBOX 
Non-exempt

	Supervisor Completes
	Human Resources Completes


I. PRIMARY RESPONSIBILITIES:

Give a concise overview of the primary role this position has at the college.
     
II. eSSENTIAL DUTIES AND RESPONSIBILITIES:

Use the space below to provide statements that describe the major duties and responsibilities of this job. Include only responsibilities related to the primary responsibilities of the job (listed above). Indicate the appropriate percentage of time spent on each responsibility (each section must be no less than 10% and total percentage of time must be equivalent to 100% regardless of the position’s FTE). 
If the job has supervisory responsibilities, include at least one statement that describes the nature and extent of supervision provided (this should include information such as mentoring, providing feedback, conducting performance reviews, etc.).

	% Time
	Duty and Responsibility Statements – Like duties or responsibilities should be grouped together.

	     
	


	     
	


	     
	


	     
	


	     
	


	     
	


	     
	


	10%
	Other duties as assigned.



III. SKILLS:

Describe the technical or business skills required to complete the job’s primary responsibilities.

     
IV. CRITICAL FACTORS

Using typical activities related to the primary responsibilities of the job, provide examples of how the essential duties and responsibilities specifically relate to the following areas.

1. Judgment and Problem Solving:  Give examples of typical activities that illustrate the level of independent judgment and discretion required. Give examples of how this position helps to solve problems or develop new approaches, procedures, or policies (individually or in a committee). 
     
2. Planning Horizon:  To what extent does the person in this position plan their work ahead of time (weekly, monthly, six months, one year, two or more years)
     
3. Communication and Interpersonal Skills: Give examples of the degree and level of communication necessary for this position, and extent of collaboration on joint projects, noting whether projects are within the department, division or across the campus community.

     
4. Impact and Accountability: Give examples that illustrate the typical types of decisions the person in this position makes.  Do the decisions made primarily have an effect on the person’s own work, the work of the department, the division or across the entire campus community?
     
V. SUPERVISION:

Indicate which regular staff positions this position directly supervises. Do not include casual or student workers. Only consider those positions the person will provide direct supervision and performance management (coaching and feedback, performance evaluations, etc.)
	Position Title of Those Supervised by this Position
	FTE

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     


VI. Education:

Place an ‘X’ in the column next to the minimum level of educational background required to perform this job. Only include required educational level, not preferred.
	Minimum Required
	Education

	 FORMCHECKBOX 

	No formal education required

	 FORMCHECKBOX 

	High school diploma, G.E.D., or equivalent

	 FORMCHECKBOX 

	Two-year college degree or equivalent

	 FORMCHECKBOX 

	Four-year college degree or equivalent

	 FORMCHECKBOX 

	Advanced degree (e.g., MA, MS, JD, PhD)

	 FORMCHECKBOX 

	Professional certification, requiring formal education beyond college (e.g., CPA)

	 FORMCHECKBOX 

	Technical licenses or certifications


VII. Related Experience:

Place an ‘X’ in the column next to the minimum years of job-related experience required to perform this job. 

	Minimum Required Years’ Job Related Experience

	 FORMCHECKBOX 
0

	 FORMCHECKBOX 
1

	 FORMCHECKBOX 
2

	 FORMCHECKBOX 
3

	 FORMCHECKBOX 
5

	 FORMCHECKBOX 
7

	 FORMCHECKBOX 
10+


VIII. Physical Demands/Work Environment:

	REQUIREMENTS:  To comply with the Americans with Disabilities Act of 1990 (ADA), which prohibits discrimination against qualified individuals on the basis of disability, it is necessary to specify the physical, mental and environmental conditions of the Essential Duties of the job.  
Use these codes to complete this section:  
"E" for essential 
"O" for occasionally 
Leave space blank if conditions never apply


	(

 
)

Bend

(

 
)

Sit

(

 
)

Squat

(

 
)

Stand

(

 
)

Crawl

(

 
)

Walk

(

 
)

Climb

(

 
)

Push/Pull

(

 
)

Kneel

(

 
)

Handle objects (manual dexterity)
(

 
)

Reach above shoulder level

(

 
)

Use fine finger movements

(

 
)

Other      ___________
PHYSICAL

On the job the employee must:

Must carry/lift loads of:

(

 
)

Light

(up to 25 lbs.)

(

 
)

Moderate

(25-50 lbs.)

(

 
)

Heavy

(over 50 lbs. 
occasionally)


	MENTAL

On the job the employee must be able to:

(       ) Read/comprehend

(       ) Write

(       ) Perform calculations

(       ) Communicate orally

(       ) Maintain confidentiality

)
Communicate orally

(       ) Manage multiple concurrent tasks

(       ) Work with periods of concentrated attention

(       ) Handle frequent
          interruptions

(       ) Have frequent contact with people

(       ) Complete detailed work

(       ) Meet frequent deadlines

(       ) Other       ___________
 
	ENVIRONMENTAL

On the job the employee:

(       ) Is exposed to excessive noise

(       ) Is exposed to domestic animals

(       ) Is exposed to livestock

(       ) Is exposed to research/ laboratory animals

(      ) Is around moving machinery

(      ) Is exposed to marked changes in temperature and/or humidity

(      ) Is exposed to dust, fumes, gases, radiation, microwave  (circle)

(      ) Drives motorized equipment/vehicles

(      ) Works in confined quarters

(      ) Other       ___________
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