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	JOB DESCRIPTION


This form must be completed for each position.  The information contained in this document will be used in conjunction with the incumbent’s performance appraisal.
	Position Title
	

	Department
	
	Position #
	

	Supervisor’s Title
	

	Dept Head Title
	

	Prepared By
	
	Date
	

	Current Incumbent
	


POSITION SUMMARY
Overview:  Provide Overview Of Position Responsibilities Using General Terms (i.e., Provides Administrative Support To The Dean Of The School Of Business)
	


Education:  List minimum degree requirement.

	


Experience:  List minimum number of years and field of experience.

	


Licensure, Registration, Or Certification Required:

	


Computer Experience:  List software experience/proficiency required.

	


Knowledge, Skills, And Abilities:  List competencies which the incumbent must possess in order to be successful in the position.

	


JOB RESPONSIBILITIES AND PERFORMANCE STANDARDS
(1) List the major job responsibilities (duties) of the position.  Most positions will have 5 – 7 major job responsibilities.  These responsibilities represent the essential functions of the position.

(2) For each job responsibility, list the performance standards which must be achieved.  These standards will be used to evaluate and measure the employee’s performance in each area.  Performance standards indicate measures of quality, quantity, timeliness, etc.  There may be as few as one performance standard or as many as four.

You may add additional sheets if there will be more than 7 job responsibilities. (see page 6)
	Job Responsibility #1:
	

	
	


Performance Standards:

	· ●
	

	●
	

	●
	

	●
	


	Job Responsibility #2:
	

	
	


Performance Standards:
	· ●
	

	●
	

	●
	

	●
	


	Job Responsibility #3:
	

	
	


Performance Standards:
	· ●
	

	●
	

	●
	

	●
	


	Job Responsibility #4:
	

	
	


Performance Standards:

	· ●
	

	●
	

	●
	

	●
	


	Job Responsibility #5:
	

	
	


Performance Standards:
	· ●
	

	●
	

	●
	

	●
	


	Job Responsibility #6:
	

	
	


Performance Standards:

	· ●
	

	●
	

	●
	

	●
	


	Job Responsibility #7:
	

	
	


Performance Standards:
	· ●
	

	●
	

	●
	

	●
	



	Job Responsibility #8:
	

	
	


Performance Standards:

	· ●
	

	●
	

	●
	

	●
	


	Job Responsibility #9:
	

	
	


Performance Standards:
	· ●
	

	●
	

	●
	

	●
	


	Job Responsibility #10:
	

	
	


Performance Standards:
	· ●
	

	●
	

	●
	

	●
	


	Job Responsibility #11:
	

	
	


Performance Standards:
	· ●
	

	●
	

	●
	

	●
	


PHYSICAL/ENVIRONMENTAL CONDITIONS

PHYSICAL DEMANDS:  Indicate whether the following physical activities are required, and if so, the percent of time spent in those activities.

	
	NOT REQUIRED
	REQUIRED
	% OF TIME


	STANDING
	
	
	
	
	


	WALKING
	
	
	
	
	


	PULLING/PUSHING
	
	
	
	
	


	CLIMBING
	
	
	
	
	


	REACHING
	
	
	
	
	


	KNEELING
	
	
	
	
	


	STOOPING
	
	
	
	
	


	SITTING
	
	
	
	
	


	LIFTING/CARRYING
	
	
	
	
	


	
	Up to 10 lbs.

	
	

	
	Up to 25 lbs.

	
	

	
	Up to 50 lbs.

	
	

	
	Up to 75 lbs.

	
	

	
	Up to 100 lbs.


	OTHER (specify)
	
	
	
	%


FUNCTIONAL OR SENSORY REQUIREMENTS:  List any functional or sensory requirements that are critical to job performance, and describe how they relate to job performance (i.e., sight, hearing, taste, smell, touch, manual dexterity, memorization skills, etc.)

	


ENVIRONMENTAL CONDITIONS:  List environmental conditions including internal or external elements to which the employee may be exposed while performing the job (i.e., cold, heat, fumes, dust, gasses, etc.)

	


PREPARER’S SIGNATURE 
          DATE    


DEPT HEAD SIGNATURE 
          DATE    


Use this page for additional information.
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