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	The University of Toledo

	Job Description 


	Job Title:
	Determined by HR upon analysis (30 characters or less)
	
	FLSA:
 FORMCHECKBOX 
 Exempt


 Non-Exempt

State:
 Classified

 FORMCHECKBOX 
 Unclassified

Union:
 AFSCME


 CWA


 UTPPA


 FORMCHECKBOX 
 Union Exempt

	Position Class
	Determined by HR
	
	

	Salary Table/Grade
	Determined by HR
	
	

	Department:
	Official department in Banner
	
	

	Reports To (title):
	Leader title NOT LEADER NAME
	
	

	Date: RevisedCreated  
	Ensure this is updated when a Job Description is revised and approved by HR
	
	


General Summary  
Should be limited to a few sentences describing the reason this position exists.  

Use: 
· Use clear, concise language.​

· Use active voice (Complete the sentence, “This position exists to…”)​

· Stick to the basic purpose of the position and steer clear of KSA’s, organizational structure, and other extraneous details.

Principal Duties and Responsibilities

In this section, list the major job duties in descending order of importance, the percentage of time spent on them and whether or not they are essential to the position. 
Ask:  does the position exist to perform this particular function?  Would removal of this job function fundamentally alter this position?

Essential duties should be a series of brief statements which summarize the most significant duties or activities which the person is responsible for performing on a regular basis.  ​

The duties and responsibilities section is not intended to resemble a “procedures manual” or to cover every possible combination or variation of procedure followed.

The descriptions should be written in active voice, and it is best to avoid specific dollar amounts, quantities, operating systems, software, or other aspects of the job that may change frequently.​

​The word “manage” should only be used when the duty involves managing people.

	
	List of Job Duties 
	Percent of Time

	1.
	This should be the largest % of time duty/function
	1%

	2.
	Second largest
	2%

	3.
	Third largest
	     3%

	4.
	Fourth largest (typically other duties as assigned)
	4%

	
	
	100%


Impact on the Organization 

This section can represent 

· scope of budget overseen
· number/names of department this role would be over (leadership titles)

· other departments decisions from this role can affect
Qualifications/Knowledge, Skills & Abilities 
· Provide the MINIMUM education and years of direct experience the candidate will need to fulfill the requirements of this job.  This includes mandatory licenses and certificates
· Provide a list of the foremost knowledge, skills, and competencies the candidate will need to have to enter this job
· Example:  Good written and verbal communication required

· Critical thinking for creation of logic relative to system programming

· Effective Decision-making and problem-solving skills required

· Must be detail oriented and have ability to keep organized and accurate records.
Reporting Relationships

In addition to the job’s direct supervisor, indicate the titles of other positions which provide work direction to this position.  ​

Also, indicate which positions report directly to this position, as well as other positions that receive work direction from this position.

Some single incumbent jobs will allow this section to be specific, while jobs that have several positions that share the same description and title, will be more generic.

Working Conditions
Working conditions are the usual physical surroundings or other normal working conditions for the job.​

Indicate the type of location for the job and the environmental conditions the position is exposed to and how often.  Indicate what machines/tools must be used and how often.

Example: ​

Works in a professional office environment with possible high stress levels.  There is a lot of noise and activity in the area which causes distractions. ​

 The nature of this position involves a large number of interruptions for questions from departmental staff and other university personnel so ability to concentrate is sometimes challenged. Ability to lift  25 pounds is required to move and install equipment.
The above list of duties is intended to describe the general nature and level of work performed by people assigned to this classification.  It is not to be construed as an exhaustive list of duties performed by the people so classified, nor is it intended to limit or modify the right of any supervisor to assign, direct and control the work of employees under his/her supervision

The signatures below indicate that the employee and supervisor reviewed the position description on the date shown:

Employee Name (PLEASE PRINT)


Employee Signature


Date


(w/credentials, if applicable)

Supervisor Name (PLEASE PRINT)


Supervisor Signature


Date

(w/credentials, if applicable)


