GUIDELINES FOR WRITING POSITION DESCRIPTIONS
The following instructions will assist you in preparing an accurate position description.  Refer to the attached sample for each section addressed.

Employee Name: This section will be left blank for position searches.

Date Completed: Current date.

Title:  Position title.  If this is a new or revised description, a new title may be assigned by Human Resources.

Reporting Supervisor: Title of the position to which the employee will report.

Prepared By: Name of individual(s) preparing the description.

Approved By: Name of individual who has final approval and budgetary authority.  In most cases, this will be the name of the Dean, Director, Department Head and/or Human Resources Director.

Work Schedule: The actual days and hours that the employee will work.  The standard workweek is Monday through Friday, 8:00 a.m. to 4:30 p.m.  At times, alternate schedules are required.

Job Objectives: A brief description that summarizes the function of the position within the department.

Essential Job Functions: This is the heart of the job description and describes clearly and concisely the essential duties and responsibilities of the position.  Key points to remember:

· For each key area of responsibility, determine approximately the amount of time the employee would typically spend performing that duty throughout the year and indicate as a percent.  List the key areas of responsibility in descending order, with the responsibility requiring the most amount of time first.  A position will be classified based on the emphasis of the job’s function, not the importance or perceived value of that particular function.

· Describe duties and responsibilities as they presently exist or are expected to exist.  If preparing a description for a new position, the department should feel relatively comfortable that the proposed duties and function of the position are accurately represented.

· The last key responsibility of all descriptions should be assigned no more than five percent.

· Group related tasks together in a single key responsibility, making sure that no one key responsibility is assigned an inordinate percentage of time.  This will assist you in completing annual performance appraisals.

· For uniformity and ease in writing, begin each sentence with a verb, followed by an object and an explanatory phrase, e.g., “Prepares correspondence for department head.”

Non-Essential Functions: This section lists parts of the job that are not essential 

Job Standards: The minimum educational and experience qualifications an applicant needs to successfully perform the duties and responsibilities of the position.  This includes licensing requirements.  Only in cases where education is a bona fide and legally defensible requirement of the job should the requirements be stated in absolute terms.  Minimum education and experience qualifications should be stated as required.  Care should be exercised not to overstate these requirements.  The minimum selection criteria should be objective, directly related to the job, and not reflective of any particular individual’s credentials.

All descriptions should include the following statement:  “Note: The College reserves the right to change or reassign job duties, or combine positions at any time.”

Critical Skills/Expertise/Experience: This section focuses on the knowledge, skills, and abilities, including specific physical and mental abilities, where relevant, that are necessary to perform the tasks identified.

To satisfy legal requirements, specific physical and/or mental requirements that are essential parts of the job (lifting, standing for extended periods of time, attention to detail, hearing, carrying, moving, pushing/pulling, climbing, etc.), should be described clearly and precisely and should include frequency.  

Job Location: The location where the employee will typically report.  This section should also include the following statement, “Travel within our two-county service area as well as other Tennessee Board of Regents and vendor sites will (or may) be required.”

Equipment: This section lists the equipment that the employee will use in the course of their job, e.g., PCs, printers, copiers, fax machine, etc.

Pellissippi State Technical Community College

SAMPLE POSITION DESCRIPTION
SUPPORT STAFF

EMPLOYEE NAME:









DATE COMPLETED:





TITLE:
Secretary 2


REPORTING SUPERVISOR:
Manager of Employment and Benefits

PREPARED BY:









APPROVED BY:









WORK SCHEDULE:











JOB OBJECTIVE:
To support the operation of the Human Resources office.

ESSENTIAL JOB FUNCTIONS:

25%  A.
Types correspondence, purchase orders, reports, and other documents

20%  B. 
Greets visitors, ascertains nature of business, provides proper information or conducts visitor to proper persons

15%  C.
Answers telephone, giving information to callers and routing calls to appropriate person

10%  D.
Assembles and assists in assembling information for various reports and projects

10%  E.
Reads and determines disposition of incoming correspondence, reports, and other information

10%  F.
Keeps reports of travel and other expenditures

  5%  G.
Composes routine letters and memoranda

  5%  H.
Keeps appointment schedules and develops itineraries

Note:  the College reserves the right to change or reassign job duties, or combine positions at any time.

NON-ESSENTIAL FUNCTIONS:

Participate on College committees.  

Perform other job duties as assigned.

JOB STANDARDS:

A. High school diploma or equivalent

B. One year clerical or secretarial experience

C. Experience in the use of computers and related software, e.g., Word/WordPerfect

CRITICAL SKILLS/EXPERTISE/EXPERIENCE:

A. Expertise in business English and arithmetic

B. Skilled in maintaining confidentiality

C. Experience in establishing and maintaining effective working relationships 

D. Ability to express ideas clearly, concisely, and convincingly

E. Expertise in providing customer service

F. Ability to meet deadlines

JOB LOCATION:

The Pellissippi campus on the Pellissippi Parkway in Knoxville, TN.  Travel within our two-county service area as well as other Tennessee Board of Regents and vendor sites may be required.

EQUIPMENT:

Significant use of personal computers, PCs, memory typewriters, copiers, multi-line phones, fax machines, and other standard office equipment.

