Completing the Job Description

The job description is a valuable management tool used to describe the specific duties of a position along with the required education and necessary experience.  The following information can be used as a guide in developing a job description.

Differentiating between a job description and a performance program:

Job Description
A clearly written job description communicates the scope and nature of the job responsibilities to the employee or job applicant. The focus is on duties and responsibilities and it remains fairly stable. It is used as a starting point in the development of the yearly performance program. When the performance program is developed, the job description is reviewed and edited, if necessary, to reflect any major changes in job responsibilities. 

Performance Program
Though the job description will remain the same or similar over time, the performance program changes each year to reflect the specific goals and focus for the upcoming year.  

II. Identifying Information 
1. Employee Name 
2. Department Name
3. Supervisor Name and Budget Title - The direct supervisor who develops the performance program and completes the evaluation. 
4. Contact Phone Number:  List the phone number that should be contacted for any questions or additional information that may be requested.
5. Present Budget Title, Salary Level or Grade - The formal appointment title in the SUNY system that is linked to the salary level (SL) or salary grade (SG).  Indicate title and the assigned level or grade. 
6. Title Code:  The seven-digit numerical code linked to the budget title.  For assistance, please call the Office of Human Resources or visit:  http://www.brockport.edu/hr/resources/classification.html 

7. JC for Classified Titles:  The jurisdictional class is a one-digit numerical code that indicates which section of the Civil Service Law that applies to the budget title.  This is a drop-down field.  For assistance, please call the Office of Human Resources.

8. Present Local Title:  The employee’s local (campus) title that may differ from the employee’s budget title.  For example, an employee may have a budget title of Staff Assistant and a local title of Program Administrator.

9. Requested Budget Title, Salary Level or Grade - The formal appointment title in the SUNY system that is linked to the salary level (SL) or salary grade (SG).  Indicate title and the assigned level or grade.  

10. Title Code:  The seven-digit numerical code linked to the budget title – enter this for the Requested title.

11. JC for Classified Titles:  The jurisdictional class is a one-digit numerical code that indicates which section of the Civil Service Law that applies to budget title.  This is a drop-down field.  Enter this code for the Requested title.

12. Requested Local Title:  The employee’s local (campus) title that may differ from the employee’s budget title.  For example, an employee may have a budget title of Staff Assistant and a local title of Program Administrator.  Enter this based on the Requested Position.

13. Current Appt Type:  Indicate the current employee’s appointment type.  For example, permanent, term, temporary, contingent perm, etc.

14. Line Number:  Indicate the current employee’s line number.  For assistance, please call the office of Human Resources.

15. Full-time/Part-time:  Please check the appropriate box of the current employee.

16. Neg. Unit:  Please select the appropriate negotiating unit that the current employee is in.  For assistance, please call the office of Human Resources.

17. FLSA:  Please indicate, by selecting the appropriate box, whether this position is exempt from earning overtime or non-exempt from earning overtime.
II. Position Summary
Briefly describe the position.  This summary should be an overview of the position and no more than seven to ten sentences.

III. Job Functions
A. Essential Responsibilities: 
Essential responsibilities are the fundamental duties the incumbent performs; the "must haves" of the position. By law, a job function may be considered essential if the reason the position exists is to perform that function, or because of the limited number of employees available to perform the function, or because the function is highly specialized and the incumbent in the position has been hired for his or her ability to perform the function.

Duties may be deemed essential based on the percentage of time spent performing them and the consequences of not having them performed. A duty may be essential if it requires a certain degree of skill or expertise. Some guidelines and information for writing the essential responsibilities:

· Each major duty performed should be listed individually. 

· Indicate the percentage of time spent on each, clarifying the most important functions. 

· Be as descriptive as possible. 

· Use action verbs (e.g. trains, operates, supervises, etc) that best describes the work performed. 

· If using verbs such as "assists" or phrases such as "is responsible for" explain how and to what degree the individual assists others or is responsible for completion of the task(s). 

· Describe the level of supervision received, i.e. "closely supervised" or "expected to act independently" and give examples of procedures/policies followed. 

· Provide examples of the level of authority and the decisions the individual is expected to make. 

· Describe who is supervised by this position. 

Sample Verbs: 

	Data 
	
	People
	
	Things 

	analyze, compile, compare, copy, compute, synthesize, coordinate


	
	negotiate, instruct, direct, supervise, assist, help, mentor, 
manage


	
	setup, schedule, operate, drive, manipulate, handle, arrange, prepare, prepare 



B. Secondary Responsibilities: 
Secondary responsibilities are routine duties that must be performed coincidentally with the essential responsibilities. The job does not exist to perform these ancillary functions.
C. For Promotions & Salary Increases – List Permanent Additional Duties & Responsibilities:
If the job description form is being submitted for a promotion or salary increase, please list any additional duties and responsibilities that the employee is performing on a permanent basis to justify the promotion and/or salary increase.
IV. Required Knowledge, Skills, and Abilities
Detail the necessary skills, knowledge, and abilities required for the position, linking them to the essential job functions. Information to include in this section:

	· Specific knowledge needed (e.g. knowledge of Microsoft PowerPoint) 

· The level of knowledge (e.g. some working, or detailed, etc.) 

· Physical and mobility requirements (e.g. ability to transport equipment) 

· Mental abilities (e.g. ability to work under pressure) 
	


V. Qualifications
Describe the minimum qualifications needed to perform the position, as well as the preferred qualifications for the position, if different from minimum. Include the date the job description was developed and when it was last reviewed and revised.  Information to include in this section:

	· Degrees 

· Number of years of experience and type of experience 

· Licenses, certificates 

· If a certain number of years of experience can be a substitute for education (e.g. an associates degree or two years of experience) 


VI. Signatures
The employee and supervisor sign to acknowledge that this job description accurately reflects the employee's current job responsibilities.

