Position Description Outline

(Instructions are in italics)
Position Identification
Position Title:

Today(s Date:

Department:

Title of Supervisor:

Status: Full-time (40hrs / 12 month) or Part-time (20hrs / 11 month)

General Summary
In one or two sentences, briefly describe the general purpose of the position.  Consider this question: Overall, what is this position meant to accomplish?
Duties and Responsibilities

In order of importance, consider the major activities or responsibilities of this position.  
1.

2.

3.


4.

5.

etc.

Education, Training and Skills

Please indicate any formal education essential to accomplish the position(s duties and responsibilities.  Please list any officially recognized certificates or licenses necessary for this position. Please list any required special knowledge, abilities or skills.
1.

2.

3.

4.

5.

etc.

Experience

Please indicate the essential level of experience and type of previous experience required for this position.
1.

2.

3.

4.

5.

 etc.

Procedures / Guidance Available
Check the one statement that best describes the guidelines or procedures used and/or available in this position.
    Follows standard guidelines and procedures.  Refers most problems to supervisor.  

 
    Functions independently in order to accomplish assigned projects.  Refers unusual              problems to supervisor.

    Recommends or make major policies for the department.

Contacts

Outside of your department, who are you required to work with to do your job?
Working Conditions

This section examines each job in terms of physical demands and environmental factors.
Supervision or Direction Exercised

List the individuals that this position oversees.
Signatures
Employee 


Signature                                      

Print name                                   
Department Head

Signature                                      

Print name                                   

Vice President/Provost
Signature                                      

Print name                                    

