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	Employee Name:
	
	Job Title:
	

	Division/Work Unit:
	
	Reports To:
	

	Job Purpose:

	Describe in one to two sentences the primary purpose of the job or why the job exists in the organization. Consider the following questions: 
· Why does the job exist? 
· What is the main goal of the job? 

	Employee Response:  

	

	Supervisor Response: 

	

	SUPERVISION RESPONSIBILITIES:

	Is the job responsible for full supervision (hiring recommendations, disciplinary actions, scheduling and reviewing work, completing performance appraisals, making recommendations on salary adjustments, etc.) of other employees?

	Employee Response:

	[bookmark: Check2]|_|
	Yes
	[bookmark: Check1]|_|
	No

	Supervisor Response:

	[bookmark: Check3]|_|
	Yes
	[bookmark: Check4]|_|
	No

	KEY RESPONSIBILITIES:

	In order of their importance, describe up to eight essential functions or responsibilities that the employee is responsible to perform as a part of the job. Consider the following questions: 
· What is the employee paid for doing?
· What would not get done if this job did not exist?
· Is the task (whether frequent or infrequent) critical to job success?

Responsibilities should be described in one or two sentences. Start with an appropriate verb and include what is done and how along with expected results from the accountability.  

	Employee Response:  

	#
	Description

	1
	

	2
	

	3
	

	4
	

	5
	

	6
	

	7
	

	8
	

	Supervisor Response:

	#
	Description

	1
	

	2
	

	3
	

	4
	

	5
	

	6
	

	7
	

	8
	

	QUALIFICATIONS:

	Describe the key education, knowledge, skills and abilities that are required to perform the job proficiently. Consider these capabilities in terms of what the JOB requires  not the employee’s personal qualifications. Consider the following questions:
· What is required of the job that the employee needs to know how to do? 
· Are there any bona fide occupational requirements for the job (degrees, trainings, and/or certifications)? 
· When considering others that have done this or similar jobs, where did they typically gain the skills required to do the job?

	Employee Response: 

		
	Minimally Required
	Preferred

	Education/Certification: Formal education (e.g. high school diploma, bachelor’s degree, licenses and/or certifications, etc.)
	
	

	Experience: Type number of years of directly related work experience
	
	

	Knowledge: The theoretical or practical understanding of a subject
	
	

	Skills: Proficiencies developed through training or experience
	
	

	Abilities: Demonstrated learnings
	
	

	Supervisor Response:

		
	Minimally Required
	Preferred

	Education/Certification: Formal education (e.g. high school diploma, bachelor’s degree, licenses and/or certifications, etc.)
	
	

	Experience: Type or number of years of directly related work experience
	
	

	Knowledge: The theoretical or practical understanding of a subject
	
	

	Skills: Proficiencies developed through training or experience
	
	

	[bookmark: _GoBack]Abilities: Demonstrated learnings
	
	

	Approvals

	Employee Signature: 
	
	
	Date:
	

	
	
	
	
	

	Supervisor Signature:
	
	
	Date:
	

	
	
	
	
	

	HR Signature:
	
	
	Date:
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