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           Job Description Worksheet

Your name:









Your Job Title:







Years on this job:
Today’s date:
	
	
	
	


Location and the name of your department:

Your supervisor’s job title:




Your Supervisor’s name:

	
	
	



I.  POSITION SUMMARY

Please summarize the overall purpose of your position in one or two sentences.  As a guide, you may want to highlight the single most important objective(s) for the job, or think of how you would describe your job to someone outside the work team, or how you would write the job summary in a ‘help wanted’ ad.

	


II.  QUALIFICATIONS

In this section, please summarize the important education, experience (length and type), special training, and special abilities you believe should be required for a new person to be able to perform this job in a satisfactory manner.  In other words, if you were hiring someone for this job, what background would you look for?



1.  Formal education required for the job:








 2.  Length of experience, all types:

	
	




3.  Types of job experience and/or specialized training:





4.  Equipment and tools you must be qualified to use:

	
	




5.  Special knowledge of specific work processes, equipment operation, or a subject matter:
 
6.  Certificates or licenses required:


	
	


III.  NATURE AND SCOPE 
This section is intended for you to describe certain elements of your work environment that are important to carrying out your duties and responsibilities, such as interpersonal relationships, problem solving challenges, and working conditions.

A. Working Relationships.  Please give examples of the individuals (list by job title only) and organizations you need to work with to complete your work:

Contact (title or Organization):

Reason for contact:




How often?

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


B. Supervision of others..  If you lead, guide, or supervise other employees, please check the statements below.



	1.  Orient, train, and coach.
	

	2.  Review the work of others.
	

	3.  Prioritize work assignments.
	

	4.  Lead a team of co-workers.
	

	5. Conduct performance reviews.
	

	6.  How many employees?
	


C. Problem Solving Challenges..  Please give examples of the most difficult and challenging problems you must solve, or decisions you must make on a regular basis to complete your work assignments.  These could be technical issues to resolve, tactical or procedural actions, or challenges in relationships with others.  The examples could also be seen as the hardest part of your job.


1a.  Problem or decision






1b.  Solution or action

	
	



2a.  Problem or decision






2b.  Solution or action

	
	



3a.  Problem or decision






3b.  Solution or action

	
	


D.  Working Environment.  Please check all the items listed below with % or a . 

	1.  Regularity of work hours:
	
	4.  Hand-eye-arm coordination:
	

	     Regular, per work schedule
	
	     Keyboarding, list words per minute
	

	     Up to 50 hours, including on-call
	
	     Assemble, connect small objects
	

	2.  Work on a computer screen:
	
	     Reaching, retrieving work materials
	

	     25 to 50%
	
	     Guiding power tools
	

	     More than 50%
	
	     Operate equipment controls, levers
	

	3.  Physical movements and effort:
	
	5.  General health considerations:
	

	     Extended sitting in one position
	
	     Ventilation, airborne fumes
	

	     Walking, list the percent of time
	
	     Noise extremes
	

	     Standing, list the percent of time
	
	     Temperature extremes
	

	     Bending-stooping-kneeling-crawling
	
	     Infection or communicable disease
	

	     Lifting, < 25 pounds, list % of time
	
	6.  Miscellaneous work conditions:
	

	     Lifting, > 25 pounds, list % of time
	
	     List:
	


E. Human Relations Skills.  Please indicate below, the skills that are most important for you to successfully accomplish your work.  Place an “” next to only 3 terms or phrases that describe the most important skills needed.








3
	Formal presentations to internal groups
	

	Formal presentations to general public
	

	Conduct meetings with small teams
	

	Teach work-related programs
	

	Conduct performance appraisals
	

	Resolve conflict with outside customers
	

	Resolve conflict with internal customers
	

	Resolve conflict within your team
	

	Initiate contact with other work teams
	

	Instruct people in small groups or 1-on-1
	

	Negotiate assignments for a team
	

	Negotiate your work assignments
	

	Convey technical concepts to others
	

	Convey a positive image of Citrus
	

	Work cooperatively with a work team
	


F.  Career ladders.  Please indicate other positions that you could advance to, after becoming good at performing this position.

	

	

	


G.  Learning new skills.  What new skills and abilities do you believe could or should be learned while in your present job, to qualify you for one of the positions you listed above?

	

	

	

	


IV.  ESSENTIAL RESPONSIBILITIES
Your Name ______________________________

What are the major responsibilities of your position, how are they performed, what results are expected, and who is your customer?  In order of importance, please list brief statements describing the major duties you perform and are held accountable, then indicate examples of the tasks and steps use to accomplish them, finally describe the end result and primary customer who receives or is impacted by your work.  As a general rule, a duty should only be listed if takes more than 5% of your time.  BE SURE TO LIST THE 3 MOST CRITICAL RESPONSIBILITIES FIRST.


1a.  Major responsibility or duty.



1b.  Steps, tasks, activities or processes.



1c.  Results and customer.

	
	
	



2a.  Major responsibility or duty.



2b.  Steps, tasks, activities or processes.



2c.  Results and customer.

	
	
	



3a.  Major responsibility or duty.



3b.  Steps, tasks, activities or processes.



3c.  Results and customer.

	
	
	



4a.  Major responsibility or duty.



4b.  Steps, tasks, activities or processes.



4c.  Results and customer.

	
	
	



5a.  Major responsibility or duty.



5b.  Steps, tasks, activities or processes.



5c.  Results and customer.

	
	
	



6a.  Major responsibility or duty.



6b.  Steps, tasks, activities or processes.



6c.  Results and customer.

	
	
	



7a.  Major responsibility or duty.



7b.  Steps, tasks, activities or processes.



7c.  Results and customer.

	
	
	



8a.  Major responsibility or duty.



8b.  Steps, tasks, activities or processes.



8c.  Results and customer.

	
	
	



9a.  Major responsibility or duty.



9b.  Steps, tasks, activities or processes.



9c.  Results and customer.

	
	
	



10a.  Major responsibility or duty.



10b.  Steps, tasks, activities or processes.


10c.  Results and customer.

	
	
	


	How long would it take someone to perform these responsibilities without supervision after starting work at the College?  (In months)
	


V.  ADDITIONAL INFORMATION

A. Additional information and comments.  Please use this space for information you believe is important to conveying a good basic understanding of your job, yet may not have been covered in other sections of the worksheet.

	


B. Supervisory review and comments.  Supervisor, please review the worksheet and add what you believe enhances understanding of the job.

	


C.  
Administrative Instructions.   Staff member, please complete the worksheet and forward it to your immediate supervisor for review.   Supervisor, please complete your review and send the completed worksheet to Human Resources.  Thank you for the help.
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