Instruction Guide for Completing the Position Description Form


The purpose of the Position Description form is to collect information about the duties and responsibilities of the position within the structure of the University. The information will be used to place the position in an appropriate salary level, and to provide a clear and concise description of job expectations to the employee working in the position.

The information requested is intended to be illustrative of the general nature and level of the work required by the position. Please be sure to describe the position as a typical staff person would conduct it, and not necessarily by the individual currently working in the position. There is additional space at the end of the questionnaire where you may describe unique or unusual duties that are or will be performed by the person in the position. 

The following instructions explain how to complete the Position Description, which consists of the following sections: Position Summary, Principal Responsibilities, Scope, Minimum Qualifications, Physical Demands, and an Addendum for Specific Duties.  Please read these instructions thoroughly before beginning and then enter your answers in the corresponding section of the form.  A sample completed job description is attached as a reference (see Appendix A).


General Instructions

A Position Description form must be submitted to the Office of Human Resources when requesting the authorization to recruit for a new or vacant position, or when the duties or workload of an existing position have changed. The manager to whom the position reports is responsible to complete the Position Description form. When an employee is hired into the position, or when an employee’s job duties change, the manager must review the Position Description form with the employee, and both must apply their signature to the appropriate section.
Heading

First enter the employee’s name (if the position is currently filled), official job title, position number, division or school, department, position status (exempt or non-exempt, full-time or part-time), and the official job title of the immediate supervisor to which the position reports. The position number can be obtained from the FY 2005 budget documents or by calling the Office of Human Resources at extension 5050. Please note that you need not enter the salary level, as it will be determined by the Office of Human Resources. This salary level determination will be based on the duties and qualifications of the job as indicated on the Position Description form. 

I.  Position Summary

Using one or two sentences, please describe the overall purpose of the position, identifying the main reason the position exists.  This should not be a list of the position’s responsibilities.  For example:

RIGHT:
Provide a vision and plan for student academic records at the University that are consistent with all applicable laws as well as with the mission and goals of the University; or


Provide high quality administrative support for the office, its staff and contacts. Perform services to support an active, student-oriented campus environment.

WRONG:
Ensure that admitted students are registered in scheduled courses; facilitates the recording of permanent records; produce official proof of academic progress and credentials upon and after graduation; or
Prepare correspondence and reports; answer phones and respond to questions; collect and distribute incoming communications, including mail, email and faxes.

A listing of major responsibilities should appear in the Principal Responsibilities section of the Position Description, rather than in the summary.  It may be easier to complete the summary after completing the Principal Responsibilities section because a fresh review of position details will ensure that all essential components are included in the summary.

II.  Principal Responsibilities 

In this section, prepare a series of descriptive statements that describes, in general, the primary responsibilities of the position.  Please focus the statements on the primary responsibilities associated only with that position.  List the importance of the duties using a scale in which 1 is most important and 5 is least important.  You may rate more than one responsibility with the same number.

Each descriptive statement should explain:

· What is done - the actual function of the position

· Why it is done - the results expected for that function.

· How the responsibility is done - a verb describing a principal function

Please keep in mind that principal responsibilities of a particular position are the primary reason the position exists and therefore should stress the end results for which you are accountable.  

Completion Tips

The following tips should assist you in defining the position’s responsibilities:

· Group together closely related functions, omitting minor details.

· Be clear and make the description easy for the reader to understand.

· Avoiding vague terms.  Use active action verbs such as “directs” or “analyzes.” Refer to the list of Sample Action Verbs (Appendix B) at the end of the Instruction Guide.
· Quantifying.  Use scope where appropriate.  Instead of saying “interviews numerous applicants,” say “interviews, on average, six applicants per day.”

· Be specific.  Break down complex operations into component tasks.  For example:

RIGHT:
Recommend the selection of geographic areas for recruitment activities, and schedule recruiting visits.


Manage, direct and respond to incoming office correspondence as deemed appropriate, including mail, email, faxes, and telephone calls; forward queries to appropriate staff members.
WRONG:
Involved with recruiting efforts for an area.


Handles internal and external office communications.
III.  Scope

This section provides space for entering quantitative information which provides insight on the magnitude or complexity of the position.  If scope measures are not relevant to the position (for example, position has no access to confidential data), please indicate that in the relevant section.  

A. Leadership

B. Complexity of Work

C. Independent Judgment/Decision-making

D. Impact

E. Fiscal Responsibility

F. Personal Contacts and Communication

G. Confidential Data

IV.  Minimum Qualifications

In this section, please describe the minimum qualifications, (including education, specialized position knowledge, etc.), that is required to perform the duties of this position at an entry level. Please note that the minimum qualifications may differ from those of the current employee.

When identifying the position’s minimum qualifications, do not consider:

· The current incumbent’s specific knowledge, which may be greater than minimum position requirements;

· Knowledge which might be required for promotion;

· Knowledge which can only be acquired working in the position.

V.  Physical Demands

In this section, please check the physical demands that are required to perform the essential functions of the position. If the position requires a physical demand that is not listed, please check the box marked “Other” and specify the type of physical demand that is required. For example:

· Sufficient manual dexterity to operate standard office equipment

· Ability to climb ladders

· Position requires the ability to operate motor vehicles

VI. Addendum

After completing the questionnaire, the current employee may list specific duties that he/she performs that were not listed in Section II (Principal Responsibilities). Any aspects of the current position that need further explanation should be included here. This would include information about specialized skills or abilities that you utilize because of the unique nature of the position.

VII. Signature

When the form has been completed and reviewed by both the manager and the current employee, the questionnaire must be signed and dated by both manager and employee. 

Appendix A

Sample Position Description

	EMPLOYEE NAME:

John Doe
	DATE: 

February 1, 2004

	POSITION TITLE:

Assistant to the Chair

	DIVISION/SCHOOL:

School of Arts & Sciences

	POSITION NUMBER:               

399601
	SALARY LEVEL:  


	DEPARTMENT:

Academic Department

	POSITION STATUS (Please Check):

 FORMCHECKBOX 
 Non-Exempt     FORMCHECKBOX 
 Exempt     FORMCHECKBOX 
 FT      FORMCHECKBOX 
 PT
	TITLE OF IMMEDIATE SUPERVISOR:

Chair, Academic Department


	I. Position Summary

	State briefly, in one or two sentences, the primary function and purpose of the position why it exists: 

Provide high quality administrative support for the office, its staff and contacts. Perform services to support an active, student-oriented campus environment.

	II. Principal Responsibilities and Duties

	Using action verbs, list and describe the position’s principal responsibilities in concise, comprehensive statements (please see the Instruction Guide for definitions of principal responsibilities and examples of action verbs). Indicate the importance of each responsibility using a scale of 1 through 5, 1 being the most important and 5 being the least important. You may rate more than one responsibility with the same number. If more space is needed, please make a copy of this page, continue listing the principal responsibilities, and attach it.

 

                                                          RESPONSIBILITY                                                IMPORTANCE

                                                                                                                                              (1, 2, 3, 4 or 5)
1. Manage, direct and respond to incoming office correspondence as deemed 

      appropriate, including mail, email, faxes, and telephone calls; forward queries

      to appropriate staff members. ____      __________________                      _____       __1___

2. Supervise student employees, including creating schedule to assure office 
coverage, assigning tasks, and submitting hours worked to Payroll.                         __4___

3. Schedule appointments and/or meetings for department chair and faculty; 
Monitor conflicts and provide resolution by notifying parties involved and 

rescheduling.                                                                                         ___2___

4. Liaison with other university departments and offices for administrative
purposes, such as ordering department supplies, providing timely payment of 

department bills. Serve as department resource for policies and procedures 

required for employment purposes such as hiring new employees.                     ___2___



	III. Scope

	A. Leadership: Check the one most descriptive statement for the job as a whole

	 MACROBUTTON checkbox.wcm  
 FORMCHECKBOX 
1)
“Work/Project Leader”: answers general questions and provides assistance; maintains assignment

             completion schedules; performs the same tasks as others.

 MACROBUTTON checkbox.wcm  

 FORMCHECKBOX 
2)
“Team Leader”: advises and directs the teams; answers complex questions functioning as an expert 

             resource; maintains assignment completion schedules.  Performs the same and higher level tasks.

 MACROBUTTON checkbox.wcm  

 FORMCHECKBOX 
3)
Supervisor: participates in the selection process of new employees; assists with performance appraisals; 

disciplinary problems are referred to a higher level.  Performs similar and higher level tasks.

 MACROBUTTON checkbox.wcm  

 FORMCHECKBOX 
4)
Supervisor: solely responsible for hire/fire decisions; performance appraisals; employee training and 

development; handles disciplinary problems.  This person will be evaluated on these decisions. 
 MACROBUTTON checkbox.wcm  

 FORMCHECKBOX 
5)
Supervisor: responsible for multiple units or areas, each with supervisors who have hire/fire authority.

 MACROBUTTON checkbox.wcm  

 FORMCHECKBOX 
6)
Not applicable to this position.



	B. Complexity of Work: Check the one most descriptive statement

	
 FORMCHECKBOX 
1)
Routine: Primarily deals in one singularly directed and defined functional area.  Awareness of related areas 

             is not significant.

MACROBUTTON checkbox.wcm  


 FORMCHECKBOX 
2)
Semi-complex: Requires some integration of different but relatively similar bodies of knowledge and/or 

             functions. Requires minor analytic interpretation. 

MACROBUTTON checkbox.wcm  


 FORMCHECKBOX 
3)
Complex: Functions differ significantly from each other or a major function is broad and requires integration 

             of differing complicated bodies of knowledge.  Analytical ability is clearly required.

MACROBUTTON checkbox.wcm  


 FORMCHECKBOX 
4)
Very Complex: Involves complicated bodies of knowledge/functions that differ substantially from each other.



	C. Independent Judgment and Decision-Making: Check the most descriptive statement

	
 FORMCHECKBOX 
1)
Close Supervision: Detailed instruction given; close and complete review of work.

 FORMCHECKBOX 
2)
General Supervision: Proceeds on regular tasks, referring questionable situations to supervisor.

MACROBUTTON checkbox.wcm  


 FORMCHECKBOX 
3)
Very General Supervision: Resolves most questions, accomplishes most tasks without guidance.

MACROBUTTON checkbox.wcm  


 FORMCHECKBOX 
4)
Little Guidance: Performs complex functions, establishes priorities, resolves issues, rarely refers to 

             supervisor.

MACROBUTTON checkbox.wcm  


 FORMCHECKBOX 
5)
Plans, develops, and implements functions/projects for functional unit(s) or team(s).

MACROBUTTON checkbox.wcm  


 FORMCHECKBOX 
6)
Creates policies and procedures; decision-making impacts entire organization



	D. Impact: Describe who/what could be positively or negatively affected by work done in this position; potential 

                    impact of error to others

	Performance of department faculty; communication between: students & faculty, Dean & department, other CUA departments; timely payment of department billing; paychecks for student employees; student records. 



	E. Fiscal Responsibility: Budget responsibilities or salary dollars and capital inventory affected

	N/A



	III. Scope (continued)

	F. Personal Contacts and Communications: List personal contacts required by the position and the nature of contact

	Department faculty, Dean of School of Arts and Sciences, students (all for scheduling, administrative support). Other CUA departments, including academic offices and administrative offices such as Accounts Payable, Human Resources, Payroll, Budget, Purchasing, etc. (for administrative purposes). Department student employees (for supervisory purposes). External agencies (used in scheduling lectures, guest speakers, banquets, etc.)

	G. Confidential Data: List all confidential data to which position has access

	N/A



	IV. Minimum Qualifications

	A. Formal Education:


 FORMCHECKBOX 
High School or GED       MACROBUTTON checkbox.wcm  


 FORMCHECKBOX 
College    
Bachelor’s    Master’s     FORMCHECKBOX 
Doctoral     MACROBUTTON checkbox.wcm  


 FORMCHECKBOX 
Other: ________________

Degree Program (list):  N/A

	B. Practical Experiences (years needed and type required):

2 years administrative experience; experience in an academic environment preferred.

	C. Technical Qualifications or Specialized Certification:

N/A

	D. Other Skills:

Must be familiar with modern office equipment, including multi-line telephones, fax and copy machines, and computers. Must be proficient with Microsoft Office suite, including Word and Excel. Must have the ability to prioritize and handle multiple tasks concurrently. Must be service-oriented with excellent communication skills, both written and oral.



	V. Physical Demands

	Please check all physical demands required by the position’s ESSENTIAL FUNCTIONS ONLY. If the position’s essential functions require a physical demand that is not listed, please specify in the space marked “Other”. 

MACROBUTTON checkbox.wcm  


 FORMCHECKBOX 
1)
Standing

 FORMCHECKBOX 
2)
Stooping

MACROBUTTON checkbox.wcm  


 FORMCHECKBOX 
3)
Light lifting (occasional lifting of 25 lbs or less)

MACROBUTTON checkbox.wcm  


 FORMCHECKBOX 
4)
Heavy lifting (frequent lifting of 25 lbs or more)

MACROBUTTON checkbox.wcm  


 FORMCHECKBOX 
5)
Manual Dexterity

MACROBUTTON checkbox.wcm  


 FORMCHECKBOX 
6)
Other (specify):

The ability to sit or stand for prolonged periods of time.



	VI. Addendum: Specific Duties (Optional)

	In the space below, list specific duties that the position performs that may not have listed in the preceding sections. Please refer to the Instruction Guide for definitions of specific duties. If more space is needed, please make a copy of this page, continue listing the specific responsibilities and duties, and attach it.

_____________________________________________________________________________________

A. Duty: 
_____________________________________________________________________________________

B. Duty:

_____________________________________________________________________________________

C. Duty:

_____________________________________________________________________________________

D. Duty:

_____________________________________________________________________________________

E. Duty:



	VII. Signature

	Supervisor and Employee have reviewed and discussed the Job Description Questionnaire.

Supervisor Name (Print):_Chair, Academic Department___________________________

Supervisor Signature: ___Chair, Academic Department______  Date: _03/15/03__

Employee Name (Print): __John Doe____________________________________________

Employee Signature:       __John Doe__________________________  Date: __03/15/03__




Appendix B
Sample Action Verbs

	Acts
Administers
Adopts
Advises
Analyzes
Anticipates
Appraises
Approves
Arranges
Ascertains
Assembles
Assists
Assumes
Assures
Audits
Authorizes
Balances
Calculates
Checks
Circulates
Cleans
Clears
Collaborates
Collects
Compiles
Conducts
Confers
	Consolidates
Consults
Controls
Cooperates
Coordinates
Correlates
Delegates
Designs
Determines
Develops
Directs
Discusses
Disseminates
Distributes
Drafts
Edits
Establishes
Evaluates
Examines
Executes
Exercises
Expedites
Facilitates
Follow-up
Formulates
Furnishes
Implements 
	Informs
Initiates
Inspects
Instructs
Intensifies
Interprets
Interviews
Inventories
Investigates
Issues
Maintains
Makes
Manages
Monitors
Notifies
Observes
Obtains
Operates
Organizes
Participates
Performs
Plans
Prepares
Processes
Provides
Purchases
Proposes
	Receives
Recommends
Records
Releases
Renders
Reports
Represents
Requires
Reviews
Revises
Scans
Studies
Submits
Supervises
Surveys
Trains
Transports
Verifies
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