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POSITION DESCRIPTION

EMPLOYEE NAME: 



PAY TITLE:




PAY GRADE:




DEPARTMENT: 



DIVISION: 





SUPERVISOR NAME: 

ADMINISTRATION (Exempt) ____


STAFF (Non-Exempt)___

APPROVAL DATE: 

GENERAL PURPOSE:

SUPERVISION RECEIVED:
SUPERVISION EXERCISED:

DUTIES AND RESPONSIBILITIES:

The responsibilities described here are representative of those that must be met by the employee to successfully perform the essential functions of this job.


ESSENTIAL DUTIES AND RESPONSIBILITIES


Percent of Time
QUALIFICATIONS:

MINIMUM AND PREFERRED QUALIFICATIONS

PERFORMANCE EXPECTATIONS: KNOWLEDGE, SKILLS AND ABILITIES
CERTIFICATES, LICENSES, REGISTRATIONS:

TOOLS AND EQUIPMENT USED:

PHYSICAL DEMANDS:

The physical demands described here are representative of those that must be met by the employee to successfully perform the essential function of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform these essential functions.

WORK ENVIRONMENT:

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform essential functions.

NOTE: The duties listed above are intended only as illustrations of the various aspects of the position and the types of responsibilities that may be performed.  The omission of specific statements does not exclude them from the position if work is similar, related or a logical assignment to the position.  The position description does not constitute an employment agreement between employer and employee and is subject to change by the employer as the needs of the employer and requirements of the position change.
______________________________


__________________

Employee Signature





Date

______________________________


____________________

Supervisor Signature




Date
