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POSITION DESCRIPTION
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SECTION I - To Be Completed By Employee and Supervisor in Collaboration
1.
 
2.          Primary Work Responsibilities: List the primary work responsibilities of the current employee.  Under each responsibility, list the corresponding duties that are performed with the percentage of time devoted to each duty.  
         
         Note:
·     The percentage should be an average over a period of a year.
·     Begin each statement with an active verb, such as Analyzes, Approves, Assigns, Codes, Files, Recommend Repairs, Trains, Verifies, etc.          
Supporting Duties
Percentage
3.         Working Relationships: List below the titles of people or groups (e.g., boards, commissions, committees) inside or outside the organization that you regularly contact as part of your job. Do not include your supervisor and employees you may supervise.
Regular Dealings With:
Purpose:
Frequency:
4.         Supervisory Responsibility: List titles of employees you directly supervise. Distinguish between FT(full-time) and PT  (part-time), including trainees, temporary, student aides and seasonal employees, and volunteers.
Name & Title (Indicate FT/PT)		
Position Number
5.         Working Conditions: Describe any dangerous conditions, unusual physical demands, and/or unpleasant working conditions connected with your job and how these affect you.
6.         Physical Requirements: Indicate any physical requirements of the job, such as significant and unusual walking, lifting, climbing, bending, kneeling, stooping, crawling, reaching, handling, standing, pushing, and pulling. (Specify lbs. lifted)
7.                  Machines, Hardware/Software Tools, Chemicals And Equipment Used: List types or names and indicate per cent of time spent on each. Percents need not total 100. Identify the items for which you are assigned maintenance responsibility.
SECTION II - To Be Completed By Employee 
8.	What is the most complicated and difficult part of your work? Please explain.
         
9.          Impact:         
a.         Describe how the work you do helps your organization (division, department, etc.). In what ways can your work performance improve operation, for example, increase effectiveness of services, reduce or control costs, or prevent losses?
	b.	What kind of errors or mistakes can occur in your position?
         c.         What are the probable results of such errors or mistakes?  
	d.	How are such errors or mistakes prevented or corrected (e.g., review by supervisor)? Are there written guidelines or rules you are required to follow in these areas?
10.	Comments: List any information that you feel would be helpful in understanding your position. 	
SECTION III - To Be Completed By Supervisor
COMPLETION INSTRUCTIONS
 
This section is to be completed by the immediate supervisor. It should contain the best estimate of the minimum amount of knowledge, training, experience, and special abilities needed to qualify a person to fill a position.   This estimate should be made by considering what qualifications would be the minimum acceptable for satisfactory performance if the position were vacant and it were necessary to select an individual to fill it
11.         Qualifications Required: Base your comments on the assumption that the position is vacant and it is necessary to select an individual to fill it.         
a.         Minimum Education:
Indicate the level of education that a person would be expected to have in order to qualify for the position (that is, performance on the first day of work).  This education can be acquired through home study, special courses or in ways other than the usual academic process.   The level required, however, should be expressed in terms of years of academic study and degree in order to provide a uniform basis for analysis.  (If education beyond the minimum required is considered desirable but not essential, enter the additional amount but indicate that is not part of the basic requirement). 
         b.         Specialized Training Programs, Licenses, and Certificates:
Identify required special courses during formal education, as well as through additional specialized training, that are considered essential to qualify for the position.   Also identify any special licenses  (operator, chauffeur, and so forth) or certificates required. 
         c.         Minimum Work Experience:
Identify the occupations or fields of specialization in which experience, if any, is needed in order to qualify an individual for the position.    Also enter the minimum desirable amount of such experience, expressed in years.
Kind of Experience
Number of Years
         d.         Required Knowledge, Skills, & Abilities:
Please specify any minimum KSAs required (e.g., ability to communicate orally and verbally, etc.)  
         e.         Supervisor's Comments:
Upon completion of item 11 a through d, add any additional information considered pertinent and any exceptions to statement made by the employee. The statements as entered by the employee on the employee section II are not to be altered.
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