[image: image1.png]



UNCLASSIFIED POSITION DESCRIPTIONS

Purpose 

The fundamental purpose of the position description is to describe the work assigned to a position.  It should clearly state the tasks and responsibilities that go together to make up a job.  It lists those major tasks identified by management to achieve the goals and mission of the University.  

A correctly completed position description produces a mental picture of a job and eliminates the question, “but what does this person actually do?”  It is this accurate description of work that makes it possible to evaluate positions in order to create “job families” of position which can then be placed in pay ranges.  In addition, the position description identifies the minimum qualifications that are a critical factor in attracting qualified applicants during the recruitment process.  

A complete and up-to-date position description is also an excellent tool for identifying potential training needs or career development opportunities.

Position descriptions should be “incumbent neutral” and not based on any quality of an incumbent (knowledge, skills, abilities, performance, dedication, loyalty, years of service, degree, etc.).

Position descriptions reflect a position’s assigned duties; duties need to be assigned permanently by the supervisor, reflecting what the supervisor wants the job to do.

Position descriptions focus on what is done, as opposed to how a function is performed.  For example, typing correspondence using a typewriter or computer still represents the function of document preparation.  Tracking accounts manually or electronically does not change the function of monitoring accounts.

Position descriptions should not reflect a quantity or quality of work to be performed; these are performance issues related to an incumbent (e.g. the production rate of 50 letters a day being increased to a rate of 75 letters a day does not change the function of producing letters).

Indicating percent of time spent in major function areas is very important in determining level of responsibility, as well as FLSA overtime eligibility.

Gather the Facts
The supervisor and employee’s knowledge of the work assigned to the position is the primary source of information for the position description.  Secondary sources of data about a position exist in organizational charts and current position descriptions (in the same or other program areas).  One part of writing or revising a position is to resolve any contradictions between work assigned in the position description and the work being done.

Keep it simple

Avoid any unnecessary use of:

· Multi-syllable words



· Overly long sentences

· Jargon

· Acronyms

Poor statement:  Monitors and ensures compliance with vehicular traffic flow to ensure safety of all modes of transportation.

Good statement:  Holds stop sign at highway construction project to control the flow of traffic.

Poor statement:  Positions in/out patient’s receptive mode to allow for MRI, CT, US.

Good statement:  Positions patients for radiological studies (e.g. magnetic response imaging, computerized tomography, ultrasound) following doctor’s request and set procedures.

Be Specific

You should clarify terminology and descriptions of work by asking mental follow-up questions, “in order to do what?” or “for what purpose?”  For example:

Poor statement:  Ask clients questions from a standard form.

Good statement:  Questions clients to decide eligibility for (specific services), records answers on eligibility form and sends form on to be processed for acceptance or rejection.

Poor statement:  Types letters and reports.

Good statement:  types final letters and reports from rough copy and general instructions; selects the correct format and proofs draft for typing, spelling and format errors.

Don’t use ambiguous terms

The use of such ambiguous terms as “assists, handles and prepares” without stating how it occurs is almost invariably a sign of inadequate information.  Using the word “by” and then writing the processes, tasks or operations done will usually clarify the ambiguity.

For example, the word “assists”, when used alone, is capable of wide interpretation and becomes almost meaningless for position description purposes.  An employee who assists in a given piece of work may do such simple duties as searching files and assembling material for a supervisor, or an employee may “assist” by performing the same duties as the one the person is assisting, except for the element of higher responsibility for the work inherent in the senior position.

Again, much or very little may be contained within the meaning of the word “prepares.”  For example, “prepares statistical tables (of a certain sort)” might mean that the employee, using initiative seeks out or develops sources of basic information, plans the schedules or outlines other means of collecting the information required, designs the tables, and writes interpretative text.  On the other hand, it might simply mean that the employee copies numbers from given places on a schedule, posts hem to a given column and line on a tabulation sheet, adds columns, and computes averages and percentages on a calculator.

In summary, if you describe the duties in terms of “what the worker does” rather than “what gets done”, you will find it a lot easier to avoid ambiguous terminology.

Some additional words that can be ambiguous without further explanatory detail:

Analyzes



edits




oversees

Arranges



examines



participates

Assesses



handles



persuades

Checks




instructs



plans

Communicates



interviews



processes

Compiles



maintains



researches

Conducts research


manipulates



reviews

Coordinates



modifies



services

Decides



monitors



supervises

Determines



operates



works with

Develops



organizes

Avoid the Passive Voice

The passive voice (e.g., is recommended, will be filed, were summarized, should be reported) suggests an action without an agent.  When writing position descriptions, use an action verb to identify the action done, an object of the verb to specify to whom or what the action is done and a phrase describing the expected outcome.  This clarifies who files what, who recommends what, who summarizes what, and who reports what.

Be Accurate

Don’t overstate or understate.  Describe the job as it exists today and not as it may be in six months.  Look at the tasks performed by the incumbent and not at how well the incumbent does those tasks.  It is critical to keep performance and personality out of the job description.

Writing an accurate position description is more difficult for positions proposed.  Nonetheless, it is the writer’s responsibility to envision what the job will do and capture that directly on the position description form.

When developing a position description for a job that is not currently in existence, the writer of the position description has an additional task.  The writer  must think through what work will be done and how it will be done within a program that may not yet exist.  This requires additional thought and planning.   It is this very exercise that allows management to define and assign the work and to use resources productively.

Writing a complete and accurate description is not a quick or easy task.  It often takes more than one draft.  Allow enough time for thinking through the job, for discussion and guidance, and for rewriting as needed.

The Form

Name and Title section

Name:  Name of employee currently in the position.  If you are filling a vacant position, leave this blank.

Working Title:  The title assigned to the position that most accurately describes the position.  (For example, “Executive Assistant to Dean of the College of Business.”) Keep the title as short as possible, as this is the information that will be entered into our payroll system, and the field is limited.  It is also the job title that will be printed in the Faculty and Staff directory.

HRIS Position Number:  This number starts with a G99.  If you do not know the position number, contact Human Resources or Payroll.

Department:  Department  where the employee is funded.

Supervisor:  The individual that directly and formally supervises the employee (i.e. responsibility for approving leave, signing time sheets, hiring, recommending disciplinary action, etc.)

Supervisor’s Title:  Title of direct supervisor.

Attach a current organizational chart, including names and titles.

Section A:  Position Summary
Briefly describe what this position does, how it fits into the department and the University.  This should be a summary overview of the position.  Example:

The Assistant to the Director provides executive support to the Student Union director, staff and students in the areas of administration, management, coordination, training and staff development, communication and human resource management.   

The purpose of this position is to provide complex administrative support in the coordinating, planning, implementing and monitoring of all functions of the office of the Associate Provost.  This position requires involvement with high-level contacts and exposure to sensitive information necessitating confidentiality, discretion and the use of good judgment.

Section B:  Required Degrees, Licenses, Certificates, Credentials

1.  List only the minimum education and the number of years of relevant experience required to perform the duties of the position.  You may have an individual currently in the position with a degree, but that does not mean it is required to perform the duties. Remember that the position description is incumbent neutral. Ask yourself this question:  If the position were vacant and you were recruiting, what degree and years of experience would you require?

High school diploma required; some college-level courses and/or Associates Degree preferred.

Minimum of five years of managerial office experience or increasingly responsible secretarial/administrative experience which included a combination of the following:  document processing, word processing, customer service, bookkeeping or an equivalent combination of training and experience AND two years of which was in a supervisory capacity.

2. List licenses, certificates, degrees or credentials required by Federal or State Law or university requirements to perform the duties assigned to the position.  For example, an accounting position might require a CPA certificate.

A current driver’s license is required for this position as a result of required travel.

Section C:  Supervisory Responsibility

List the number of each type of employee that you supervise directly.  This means that the employee reports directly to you, and you are the individual that hires, recommends discipline, signs time sheets, approves leaves, etc.  In the second column, list those employees that you supervise indirectly;  in other words, those employees that report to an employee that reports directly to you.  

Describe coordinating responsibility, if any, for contracted work.  Contract examples could be Personal Services Agreements, contracts for food services or bookstores, etc.  This does not mean our own employees; they are not contracted employees.

Section D:  Organizational Relationships
1. Degree of Direction Received is self-explanatory. The employee either requires close supervision, moderate supervision, etc.  Generally the higher the position level, the less supervision required.

2. Decision-making authority:  

(a) Own time and resources:
Has authority for own time and project management.

Performs routine duties independently, setting priorities and scheduling work in 

     accordance with established and general timelines.

Determines equipment and supply needs and recommends purchases.

Authority to determine own work schedule within guidelines, including working 


Before and after hours and on weekends.

Authority to prioritize work responsibilities.

(b) Departmental resources:
Has authority for hire/termination within office

Has authority to manage staff assignments and plan project priorities

Plan and manage office budget.

Researches, evaluates and prepares justification for new equipment, including 


Work stations, copiers, printers, fax machines.

Investigates and secures maintenance contracts when available.

(c) Institutional resources:
Has authority to agree with bargaining proposals at OUS/SEIU table that may  

      incur direct and/or indirect costs to the University.

What kinds of decisions will the incumbent be expected to make?

This position requires independent decision-making ,multi-tasking and initiative, and the establishment of an internal work schedule and job priorities on a day-to-day basis.  Decisions are required in the operation of the office, such as work assignments, scheduling of appointments, work flow priorities, office procedures, expedient methods to accomplish tasks, etc.

This position recommends the hiring of an Office Specialist 2 in the office, approves vacation and personal leave, keeping in mind the staffing needs of the office.  Hires student work when necessary.

This position represents EOU in a variety of settings off campus without any supervision and must make decisions to conduct oneself appropriately and responsibly, commit accurate information about EOU, financial aid, admissions and majors to the public, give recommendations to and counsel prospective students.

Recruitment, selection and training decisions for the student staff.

Decisions with regard to student eligibility.

Crisis response; how to manage the incident.

3.  Budget authority is listed in different levels, with the most budget responsibility for an individual that develops, monitors and controls budget, which includes the authority to transfer budget at the department level.  In each case list the size of the budget, and under “limited approval” list the dollar value for which you approve purchases.

Section E:  Purpose and Nature of Work Relationships

In this section, list the individuals with whom you have contact, how often you contact them, and the purpose for the contract.  Do not include staff within your immediate office.


General public
Giving information about services

Daily


Staff


Explaining policies



3-4 x week


Vendors

Giving & securing info for purchases

As needed


Prospective Stud.
Formal off campus presentations to





Prospective students



3 x per year

Examples:  You may have daily contact with students to schedule appointments, solve problems, explain policies, and give directions; you may have weekly contact with faculty and staff to provide benefits orientation; you may have monthly contact with individuals at the Chancellor’s Office to resolve issues involving contracts.

Section F:  Job Functions

These duties describe the work that is done.  They show the reason why the job exists.  Break the duties into two sections, essential and other (non-essential) job functions.  

The Americans with Disabilities Act (ADA) defines “essential functions” as:  “The fundamental job duties of the employment position the individual with a disability holds or desires.  The term “essential functions” does not include the marginal functions of the position.”

 What to consider when identifying fundamental job duties

· Does the job exist to perform a certain function:
· Are there limited number of employees available to perform the function?
· Is the function highly specialized?
Evidence to consider that will substantiate that essential functions are identified

· The employer’s judgment

· Position descriptions prepared prior to job announcements/interviews

· Time spent performing the job function

· Consequence of not requiring the incumbent to perform the function

· Terms of a collective bargaining agreement

· The work experience of past incumbents in the job

· The current work experience of incumbents in similar jobs.

Identifying essential functions

A. The evaluation process must be one of a position by position basis.  Do not assume that all employees working within the same type of job will have the same “essential functions” as job assignments may vary from employee to employee within the same classification.

B. To accurately identify essential functions, use a position description that:

· Captures the true picture of the work being done

· Contains complete statements of the specific duties assigned, actual guidelines and how they are used, examples of typical, actual decisions made by the employee and the extent and nature of the regular, working contacts.

C. Complete an analysis on the physical demands of the position

· Are the physical demands of the position compatible with the work described in the position description:

· Can the way work is being performed by done differently to accomplish the same end result?

Within each group of essential and non-essential duties, divide the functions into major duties.  Most jobs can be divided into a maximum of 7 or 8 essential functions, if they are properly worded.  More than that, it becomes a task list or procedure, unless it is a high level or highly integrated job that works across several functional areas.

These duties are rank-ordered.  The #1 duty is the duty that is most important to the job, or that requires the most amount of effort, time or employee attention.  Assign a number to each of the functions, and indicate the frequency and percent of time assigned to each function.  

Guidelines:

· If a duty takes less than 5% of the employees’ time in an average workweek, it is not an essential function.

· If a duty could be omitted from a job and the job remains substantively unchanged, it is not an essential function.

· If a duty has significant importance to the organization’s function, it is essential.

Essential functions examples:

Administer and interpret collective bargaining agreement (SEIU) for supervisors and employees for purpose of assuring institutional compliance with agreement.

Preparation of all forms of communication from the Dean, such as letters, memos and reports;  composes correspondence on own initiative in order to supply information concerning agency functions and procedures.

Designs and/or revises forms to expedite processes for faculty and classified staff and designs and/or revises publications giving information regarding policies and procedures to faculty and classified staff, using multiple software programs including Word, Excel, PowerPoint, etc.

Visits with prospective students and parents who are visiting campus.  Discuss admissions requirements, scholarship deadlines, and procedures for applying for admission.  Provides guidance on all options of college planning, choosing a major and deciding of EOU is the right choice for that student.

Represent and recruit prospective students for EOU at various events, such as college fairs, high school visitations and counselor functions.  Make presentations on EOU and answer questions from prospective students and parents.  This includes attending conferences to learn new techniques in recruiting and OUS travel training.  Extensive regional travel throughout Oregon and the Pacific Northwest via driving and/or flying, including during non-working hours and weekends.

Supervises the Residence Life staff which includes classified staff and students, Senior Head Resident, Resident Advisors to meet the goals and expectations of the Housing and Residence Life mission statement through weekly meetings individually and as a team.

Ensures compliance with FERPA through training and supervision of the staff, and upholding and role modeling confidentiality.

Other Functions examples:

Processes incoming and outgoing mail.

Answers multi-line telephone and routes calls and refers inquiries to the appropriate person.

Set up and maintain files.

Other duties as assigned by the Director.

Represents department on campus committees as assigned.

Assists with each term’s opening/closing procedures in order to ensure a smooth process by instructing student staff of responsibilities and procedures.

Monitor the department web page to meet institutional expectations and to keep information current and accurate.

      Section G:  Skills, Knowledge and Abilities
Reference each job function by number and indicate the skills, knowledge and abilities required to perform the function.  To perform some functions, skills required will be ability to utilize at some level Microsoft Word, Excel or other computer programs; to perform other functions, the incumbent might need a high level of interpersonal communication and problem solving skills.  Other functions might require knowledge of Oregon Administrative Rules, Oregon Revised Statutes, BOLI regulations, Internal Management Directives, Faculty/Staff Handbook, etc.


Skills examples:


Knowledge of OUS/SEIU bargaining agreement, labor and PECBA laws.


Skill in good communication and interpersonal relationships.


Knowledge of EOU campus policies and procedures and ability to interpret clearly 



and correctly.


Assertive supervisory skills, including ability to delegate, make decisions, set goals, 

assess strengths and weaknesses, motivate employees; defuse volatile

situations, discipline, if necessary.

Skills in computer software and technology, including Word, Access, Excel and 

Banner SIS and FIS.

Possess strong organizational skills and be able to work on multiple tasks


Concurrently.

Possess a customer service oriented attitude and ability to articulate well and think on 

the spot.  Ability to mold information and presentations to audience.
Section H:  Physical Characteristics/Work Environment

If applicable, this section would document if there are any physical characteristics or adverse/hazardous conditions of the essential job functions.  An essential function of the position might be to enter an OSHA permit-required confined space to check on the work of employees, or to climb into areas requiring the use of safety ropes, scaffolds or other safety devices required for support, to check work.  The position could require extensive travel.

Section I:  Additional Job Related Information

Any other information related to the position.  

  Section J:  Signatures

The form must be signed by the employee and the supervisor listed on the front of the form.  Forward the signed original to Human Resources.
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