1.
POSITION IDENTIFICATION
Position Classification:

Position Title:

Faculty:


Land and Food Systems
Program:
SupOrg#:
Position#:

2.
POSITION FUNCTION

Summary of the position and its overall purpose.  A one or two sentence capsule of position’s main function and purpose.

3.
WORKING RELATIONSHIPS
Describe the relationships, interactions and liaisons with other functions and the nature of such relationships.  Include the positions to whom this position: reports, works with, contacts (internal and external to the university), and supervises)

4.
WORK PERFORMED
***Refer to attached guidelines for specific instructions on how to complete this section.

Use active verbs to define the assigned duties and responsibilities in descending order of importance.

Define the responsibilities to be met in completing the functions of the position.  For each separate duty, describe what is done, why it is done, how it is done and for whom it is done.

5.
EXERCISING JUDGEMENT/IMPACT OF DECISIONS
Describe the types of situations or problems requiring the position to exercise judgement.

Describe the level of decision making held by the position.

Indicate if work is subject to check and by whom.

Describe the consequence of inappropriate judgement exercised by position.

6.
SUPERVISION RECEIVED
To whom does the position report?  Describe the extent of supervision and direction provided to the position.

7.
SUPERVISION GIVEN
List the number and type of positions supervised.

Describe the extent of supervisory responsibility outlining the role of the position in determining priorities, assigning work and reviewing work performed.

8.
WORKING CONDITIONS
Description of place, type of work space, surroundings, illumination, atmosphere and hazards.

9.
ORGANIZATION CHART 
A schematic representation of the reporting relationship and interrelationships with other positions in the immediate operating unit. 

Hint: Powerpoint has an easy organizational chart to fill out

10.
MINIMUM QUALIFICATIONS & SKILLS
· Undergraduate degree or High school diploma or certificate in a relevant discipline - knowledge requirements: include formal education and specialized training.

· Minimum of XX years of related experience, or the equivalent combination of education and experience - type and depth of experiences required to perform the position (not years of experience of the incumbent).

Preferred Qualifications:

· Higher formal education

· specific abilities required in specialized fields or aptitudes such as technical or interpersonal skills

· List any additional specifications that further define the position.

Additional Job Description: (For Job Req only)
· PLEASE INCLUDE COVER LETTER.

· This position is P/T XX%. (optional)

· This position is a 1 year leave replacement with the possibility of an extension. (optional)
12.
APPROVAL DATES

Incumbent:


Date:

Worktag code:

Effective dates:

P/T or F/T:

Criminal Records Check?

Occupational & Preventative Health program?
GUIDELINES FOR THE WORK PERFORMED COMPONENT OF THE 
POSITION DESCRIPTION
1. Prepare one clear statement for each major duty.  Some statements may need to be enhanced by additional support information and will form a paragraph for a major duty rather than a single statement.

2.
List statements in descending order of importance.

3.
Begin each statement about work performed with an action verb.

4.
Construct each statement to include the following components:


WHAT

Use a verb to describe what action is being performed.




Indicate the topic or subject of the action.


HOW

Indicate how the action will be performed:




(based on; by using and working with)




Knowledge




Information




Tools/equipment/materials




People

WHY
Indicate why the action is being performed by clarifying the goal to be reached:

Is the goal to satisfy a need?  If so, who has the need and what is it?

5.
Duties which involve less than 5% of the job are not normally considered a major duty.  Unless the duties require specific expertise, knowledge or skill it is best addressed by a general statement at the end of the work performed component (eg.  Performs other related duties). 

6.
Once you have completed the work performed, you are ready to move on to writing another component of the position description.  (The next component in the normal sequence is consequence of error/impact of decisions).

