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JOB DESCRIPTION FORM

I. Position Summary (Briefly summarize the essential purpose of your job.  Why does it exist and how does it fit into the overall objectives of your department? The summary should be no more than 5 -7 sentences.)

II. Duties Description:  Briefly describe each task that you regularly perform as part of your job.  List these tasks in priority order, with the most important being #1.  Estimate the percentage of time the person generally spends performing the duty.  Percentage of time for essential and secondary responsibilities must total 100%
	% Time Spent on Task 
	Duties Description:  Be specific. Use short statements beginning with active verbs. Indicate, WHAT is done, FOR whom or to what, HOW, and for what PURPOSE


	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


III. Required Knowledge and Skills: (Detail the level of skill, knowledge and ability required to perform the essential functions of the job)
IV. Required Qualifications:  Include the amount of experience and background required for the position, including degrees, licenses, certifications etc.)
V. Preferred Qualifications:  list preferred but not required degrees, certifications and experience (if applicable)
VI. Reporting Relationships: (Indicate to whom this position reports and the number of positions that report directly to the position)

