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Use this template as a guide as you create a job description for an open position.

Directions: 

For the template sections remember the following:

• Purpose of Position:  This should outline the number one purpose/goal of the position.  

• Essential Duties:

In this section describe all essential duties of the job.  This is to help the employee focus on the most important parts of the job as well as to comply with ADA law.  

1. To determine which functions of the job are essential concentrate on major duties and areas of responsibility, which are performed on a repeated basis?  

2. Avoid creating a long list of minor tasks, but perhaps make the statement “all other assigned duties”.  Most jobs can be described in 12 or less statements.  

3. The employee and manager should use words for example, oversee, responsible for, develops, maintains, etc. to describe the essential duties of the job.
4. Place clear, accurate, bulleted duty statements in some logical order, such as in order of importance or frequency, in chronological order, or grouped by function.  The job description should include the following caveat statement:  "This description is not designed to cover or contain a comprehensive listing of activities, duties or responsibilities required of a newly hired employee.  An incumbent employee may be asked to perform other duties as required."

• Position Requirements:

· Use the table as a guide and remove the table formatting for your final document. 
· The job description should include the following caveat statement: "It is critical that the employee support the attainment of our organization’s Mission, as well as align their performance, goal setting, and focus on realizing our company’s Vision. This should be accomplished within the published Values of our organization."
• Physical Requirements / Environmental Conditions:

Both physical and environmental standards have legal significance if they are the basis for selection decisions that are challenged under the ADA or other employment laws.  Under the ADA, if an otherwise qualified applicant is not considered for a job on the basis of a disability, we may be required to show that the qualification standards are “job-related and consistent with business necessity.”  Always link the qualifications to one or more essential duties.

Date:  


Prepared by:

Exempt/Non-Exempt (Hourly/Salary) 


Prepared By:   

Approved by:

Title:



Reports to:
 

Supervises:        

Purpose of Position: [ List the number one purpose/goal of the position. ] 

Essential Duties:

[• Describe all essential duties of the job.

• Be brief and logical in your bullet points

• List frequency of duties. ]
Position Requirements (Remove table and all choices not selected once you have complete the document!) 

Select the level of education and/or experience needed to successfully accomplish essential duties.

	
	Description

	
	High school diploma or GED; no prior experience or training.

	
	High school diploma or GED; 1 to 3 months related experience and/or training.

	
	One year certificate from college or technical school; and/or _____ year(s) related experience.

	
	Associate’s degree from two-year college or technical school; and/or _____year(s) related experience and/or training; or equivalent combination of education and experience.

	
	Bachelor’s degree or ____ year(s) related experience and/or training; or equivalent combination of education and experience.

	
	Other:


Language Skills  (Remove skill level, table, and all choices not selected once you have complete the document!) 

Select the level of language skills (ability to read, write and speak) needed to successfully accomplish the essential duties.

	Skill level
	Description

	
	Minimum
	Ability to read a limited number of words.  Ability to print and speak simple sentences.

	
	Basic
	Ability to read and comprehend simple instructions, safety rules and correspondence. Ability to write simple correspondence. Ability to effectively communicate information one-on-one and in small group situations to other employees.

	
	Intermediate
	Ability to read and interpret documents such as maintenance instructions and standard operating procedure manuals. Ability to write routine reports and correspondence. Ability to speak effectively before groups of employees.

	
	High
	Ability to read, analyze, and interpret technical procedures, financial reports or governmental regulations. Ability to write reports, business correspondence, and standard operating procedures. Ability to effectively present information and respond to questions from groups of managers, customers, and the general public.

	Additional Skills required for success


	


Mathematical skills  (Remove skill level, table, and all choices not selected once you have complete the document!) 

Select the level of mathematical skills and abilities needed to successfully accomplish the essential duties

	Skill level
	Description

	
	Minimum
	Ability to add and subtract two digit numbers and to multiply and divide with 10’s and 100’s. Ability to perform these operations using units of weight measurement, volume and distance.

	
	Basic
	Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and decimals. Ability to interpret bar graphs.

	
	Intermediate
	Ability to calculate figures and amounts such as discounts, interest, proportions, percentages, area circumference, and volume. Ability to apply concepts of basic algebra and geometry.

	
	High
	Ability to work with mathematical concepts such as probability and statistical inference, and fundamentals of plane and solid geometry and trigonometry. Ability to apply concepts such as fractions, percentages, ratios, and proportions to practical situations.  Ability to apply mathematical operations to such tasks as frequency distribution, determination of test reliability and validity, sampling theory and analysis of variance

	Additional Skills required for success


	 


Physical Requirements / Environmental Conditions:

How much on-the-job time is spent on the following physical activities?  Show the time by checking the appropriate boxes below.





Amount of time





None
Under 1/3
1/3 to 2/3
Over 2/3

Stand


 FORMCHECKBOX 

 FORMCHECKBOX 


 FORMCHECKBOX 

 FORMCHECKBOX 

Walk


 FORMCHECKBOX 

 FORMCHECKBOX 


 FORMCHECKBOX 

 FORMCHECKBOX 

Sit



 FORMCHECKBOX 

 FORMCHECKBOX 


 FORMCHECKBOX 

 FORMCHECKBOX 

Use hands to finger, handle or feel
 FORMCHECKBOX 

 FORMCHECKBOX 


 FORMCHECKBOX 

 FORMCHECKBOX 

Reach with hands and arms
 FORMCHECKBOX 

 FORMCHECKBOX 


 FORMCHECKBOX 

 FORMCHECKBOX 

Climb or balance

 FORMCHECKBOX 

 FORMCHECKBOX 


 FORMCHECKBOX 

 FORMCHECKBOX 

Stoop, kneel, crouch or crawl
 FORMCHECKBOX 

 FORMCHECKBOX 


 FORMCHECKBOX 

 FORMCHECKBOX 

Talk or hear

 FORMCHECKBOX 

 FORMCHECKBOX 


 FORMCHECKBOX 

 FORMCHECKBOX 

Taste or smell

 FORMCHECKBOX 

 FORMCHECKBOX 


 FORMCHECKBOX 

 FORMCHECKBOX 

Does this job require that weight be lifted or force be exerted?  If so, how much and how often?  Check the appropriate boxes below.





Amount of time





None
Under 1/3
1/3 to 2/3
Over 2/3

Up to 10 pounds

 FORMCHECKBOX 

 FORMCHECKBOX 


 FORMCHECKBOX 

 FORMCHECKBOX 

Up to 25 pounds

 FORMCHECKBOX 

 FORMCHECKBOX 


 FORMCHECKBOX 

 FORMCHECKBOX 

Up to 50 pounds

 FORMCHECKBOX 

 FORMCHECKBOX 


 FORMCHECKBOX 

 FORMCHECKBOX 

Up to 100 pounds
 FORMCHECKBOX 

 FORMCHECKBOX 


 FORMCHECKBOX 

 FORMCHECKBOX 

More than 100 pounds
 FORMCHECKBOX 

 FORMCHECKBOX 


 FORMCHECKBOX 

 FORMCHECKBOX 

Does this job have any special vision requirements?  Check all that apply.

 FORMCHECKBOX 
 Close vision (clear vision at 20 inches or less)

 FORMCHECKBOX 
 Distance vision (clear vision at 20 feet or more)

 FORMCHECKBOX 
 Color vision (ability to identify and distinguish colors)

 FORMCHECKBOX 
 Peripheral vision (ability to observe an area that can be seen up and down or to the left and right while eyes are fixed on a given point)

 FORMCHECKBOX 
 Depth perception (three-dimensional vision, ability to judge distances and spatial relationships)

 FORMCHECKBOX 
 Ability to adjust focus (ability to adjust the eye to bring an object into sharp focus)

 FORMCHECKBOX 
 No special vision requirements

Make notes on the specific job duties that require the physical demands selected above.

Work Environment

How much exposure to the following environmental conditions does this job require?  Show the amount of time by checking the appropriate boxes below.





Amount of time





None
Under 1/3
1/3 to 2/3
Over 2/3

Wet or humid conditions (non-weather)
 FORMCHECKBOX 

 FORMCHECKBOX 


 FORMCHECKBOX 

 FORMCHECKBOX 

Work near moving mechanical parts
 FORMCHECKBOX 

 FORMCHECKBOX 


 FORMCHECKBOX 

 FORMCHECKBOX 

Work in high, precarious places
 FORMCHECKBOX 

 FORMCHECKBOX 


 FORMCHECKBOX 

 FORMCHECKBOX 

Fumes or airborne particles
 FORMCHECKBOX 

 FORMCHECKBOX 


 FORMCHECKBOX 

 FORMCHECKBOX 

Toxic or caustic chemicals
 FORMCHECKBOX 

 FORMCHECKBOX 


 FORMCHECKBOX 

 FORMCHECKBOX 

Outdoor weather conditions
 FORMCHECKBOX 

 FORMCHECKBOX 


 FORMCHECKBOX 

 FORMCHECKBOX 

Extreme cold (non-weather)
 FORMCHECKBOX 

 FORMCHECKBOX 


 FORMCHECKBOX 

 FORMCHECKBOX 

Extreme heat (non-weather)
 FORMCHECKBOX 

 FORMCHECKBOX 


 FORMCHECKBOX 

 FORMCHECKBOX 

Risk of electrical shock
 FORMCHECKBOX 

 FORMCHECKBOX 


 FORMCHECKBOX 

 FORMCHECKBOX 

Work with explosives
 FORMCHECKBOX 

 FORMCHECKBOX 


 FORMCHECKBOX 

 FORMCHECKBOX 

Risk of radiation

 FORMCHECKBOX 

 FORMCHECKBOX 


 FORMCHECKBOX 

 FORMCHECKBOX 

Vibration

 FORMCHECKBOX 

 FORMCHECKBOX 


 FORMCHECKBOX 

 FORMCHECKBOX 

How much noise is typical for the work environment of this job?  Check the appropriate level below.

 FORMCHECKBOX 
 Very quiet conditions (examples: forest trail, isolation booth for hearing test)

 FORMCHECKBOX 
 Quiet conditions (examples: library, private office)

 FORMCHECKBOX 
 Moderate Noise (examples: business office with computers and printers, light traffic)

 FORMCHECKBOX 
 Loud noise (examples: metal can manufacturing department, large earth-moving equipment)

 FORMCHECKBOX 
 Very loud noise (examples: jack hammer work, front row at rock concert)

Make notes on the specific job duties that are affected by the environmental conditions selected above.

Additional Information:  Include any other information that will aid in the preparation of an accurate description of this job.

NOTE: A printed copy of this Job Description is considered an UNCONTROLLED COPY.

