“How to Write a Job Description”

 Reference Materials for all Positions
Education:

· No formal education: must be able to follow demonstrated directions.

· High School Diploma or GED.

· High School Diploma or equivalent combination of training and experience in…..

· Graduate of Vocational/Technical program.

· Graduate of Technical or Community College Business program.

· Bachelors Degree.

· Bachelors Degree or equivalent combination of training and experience in…..

· Advanced education equivalent to a Master’s Degree or Specialist Certification.

· Advanced education equivalent to a Doctorate or Terminal Degree.

· (Description of Licensures/Certifications)
Definition of Knowledge, Skills & Abilities:

· Knowledge: Information needed to perform the responsibilities with familiarity gained through experience or association.

· Skill: Proficient manual, verbal or mental handling of data, people or things.

· Ability: Power to consistently perform an observable and/or measurable behavior.

Physical Demands:

· Satisfactory results from physical examination.

· Standing, Walking, Lifting, Carrying, Pushing, Pulling, Bending, Stooping, Kneeling, Crouching, Ascend/Descend, Climb Steps.

· Seize, hold, grasp, turn or otherwise work with hands.

· Move or lift up to ___ lbs.

· Communicate over telephone.

· Able to safely operate motor vehicles.

Working Environment:

· Office environment

· Office environment with frequent interruptions.

· Exposure various weather conditions including temperature extremes.

· Exposure to various chemicals and solvents.

· Exposure to noise level extremeness.

· Weekend or evening hours frequently required.

· Long or irregular hours frequently required.

· Travel up to ___%.

Reference Materials for Administrative Positions:

Primary Function:

· Responsible for providing coordination, administrative and secretarial/clerical assistance for (specific programs, dept, projects).

Areas of Responsibilities:

· Monitors expenditures for (program, dept, project area). 

· Prepares agendas, assembles data, sets up and coordinates arrangements for meetings, conferences, workshops.

· Takes and distributes minutes.

· Gathers data and produces statistical and narrative reports.

· Provides general office management: setting up and maintaining filing systems.

· Answers phones, screens calls, takes messages and provides routine information and answers routine questions.

· Provides students, faculty or the public with basic information regarding services, policies and procedures for (a department or a certain specific function or activity within the department) 
· Receives, reviews, files, organizes and processes a wide variety of documents.

Experience:

· ? or more years office experience.

·  Experience within the specific academic or university department or program area. (specify areas)

Knowledge, Skills and Abilities:

· Excellent interpersonal, problem-solving and organizational skills.

· Computer literacy.

· Ability to understand and follow directions.

· Ability to maintain accurate records.

· Ability to accurately compose letters, memos and other correspondence.

· Ability to pay close attention to detail.

· Ability to meet inflexible deadlines, remain calm during difficult situations, work under pressure and work with frequent interruptions.

· Strong writing and proofing reading skills.

Reference Materials for Exempt Administrative Positions:
Areas of Responsibility:

· Determines strategy and goals for (assigned area).
Experience:

· ? - ? years of experience of demonstrated success in …
Knowledge, Skills and Abilities:

· Demonstrated ability to develop excellent working relations with faculty and senior academic leaders and to interact with campus community and external customers. 
· Excellent organizational, verbal and written communication skills; interpersonal, analytical, reasoning and problem solving skills. 
· Ability to supervise others. 
· Ability to manage multiple programs and budgets; lead small teams; work independently. 
· Adherence to the highest ethical standards.
· Maintain confidentiality.
· Ability to work under pressure, meet inflexible deadlines, set priorities, deal diplomatically with difficult individuals.
· Work independently or with little supervision.
· Strong speaking and presentation skills.
Reference Materials for Management Positions:
Areas of Responsibilities:

· Functions as part of senior level management, providing leadership for the organization as well as manages multi-functional areas. 

· Establishes overall goals and direction for the organization. 

· Determines own and areas' priorities based on overall organizational goals. 

· Develops long-range strategic plan for (area(s)).

· Approves procedures or precedents for others to follow. 

Knowledge, Skills and Abilities:

· Mastery and broad understanding in specific field (i.e., Information Science, Finance, Business Administration, etc.)

· Broad understanding of organizational goals.
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