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Job Description



Title:



Department:



Reports To:




Date Prepared/Revised:



Purpose, Scope & Dimension of Job:  

Supervisory Responsibility: 

Essential Duties/Major Accountabilities:
A. [Use this formatting]

Accountability Standards for all Department Staff(Optional):
1. [Use this formatting]
Minimum Required Knowledge, Skills, and Abilities:
1. [Use this formatting]
Additional Preferred Qualifications:
1. [Use this formatting]
Unique Aspects of Job (Optional):
1. [Use this formatting]
Examples of Work Assignments (Optional):
Physical Requirements:
Hours/Schedule:
Signatures:


[Type Supervisor Title here]



[Type appropriate Senior Manager Title (President, VP, CFO, Dean, CHRO) here]



[Type next level of management here, if necessary (and DELETE all unused signature lines & text)]


Employee


This job description is intended to summarize the type and level of work performed by the incumbent and is not an exhaustive list of duties, responsibilities and requirements.

This section to be completed by a Human Resources representative



Employee Group & Grade:



Affirmative Action Group:



Job Description Status:


Reviewed by Human Resources:







Initials
Date
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[Type Position Title Here]

