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Position Description
	Name: 
	Date: 

	Position Title: 
	Department: 

	Prepared/Updated by:      
	Origination/Revision Date:      

	Reports to:      
	Supervises:      

	Interfaces with:      

	

	Position Purpose & Summary

	The purpose of the position is briefly described below:

	     

	

	Essential Duties of the Position

	Areas of essential duties that will pull into the performance appraisal annually for ranked evaluation are included below. Note that reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions of the position.

	Priority
Principle Responsibilities (5-7 Areas)

	1
     

	2
     

	3
     

	4
     

	5
     

	6
     

	7
     

	8
     

	


	Education & Training Profile

	Required or preferred education or training based on job related requirements and consistent with business needs indicated below.

	Degree or Training
Type
Degree or Training
	Degree or Training                                            Type

	High School or equivalent (GED):
	 FORMDROPDOWN 

	Associate’s Degree:
 FORMDROPDOWN 

     
	 FORMDROPDOWN 


	Bachelor’s Degree:
 FORMDROPDOWN 

     
	 FORMDROPDOWN 

	Master’s Degree:
	 FORMDROPDOWN 


	Terminal Degree:
 FORMDROPDOWN 

     
	 FORMDROPDOWN 

	

	Certification or Licensure:
 FORMDROPDOWN 

     

	Other Education or Training:
 FORMDROPDOWN 

     

	

	Work Experience

	Required or preferred work experience based on job requirements and consistent with business needs is indicated below:

	 FORMDROPDOWN 

     
     

	 FORMDROPDOWN 

     
     

	 FORMDROPDOWN 

     
     

	 FORMDROPDOWN 

     
     

	 FORMDROPDOWN 

     
     

	 FORMDROPDOWN 

     
     

	 FORMDROPDOWN 

     
     

	 FORMDROPDOWN 

     
     

	 FORMDROPDOWN 

     
     

	

	Competencies

	Competencies required for success in the position are indicated below (i.e.: written communication, attention to detail, etc.):

	     

	     

	     

	     

	

	Physical Demands

	The physical demands of this position are consistent with a professional office environment and require regular sitting, standing, and walking/moving about.  Additional demands, or those inconsistent with a professional office environment, are detailed below.  

	Additional Demands: 
 FORMDROPDOWN 




	

	Working Conditions 

	This position operates in a professional office environment.  This role routinely uses standard office equipment such as computers, phones, printers, filing cabinets, and other office equipment typically found in such an environment. Exceptions to this environment are indicated below (i.e.: noise exposure, exposure to natural elements, etc.)

	Exceptions:      

	

	General Comments

	     

	

	Acknowledgement

	While the most significant duties have been included, this description is not designed to cover or contain a comprehensive listing of activities or responsibilities.  This does not preclude the assignment of additional or developmental duties and special projects outside the scope of the position.  Duties, responsibilities and activities may change at any time with or without notice. 

Employee signature below constitutes employee's understanding of the requirements, essential functions and duties of the position.

	Employee Signature                                       Date
	Supervisor Signature                                            Date

	
	

	Director Of Human Resources Signature
	Date
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