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 Detailed Job Description 

Position Title: 
Creation Date:  
Revision Date: 

DDeeppaarrttmmeenntt::  
Supervisor’s Title: 

DDEEPPAARRTTMMEENNTT  OOVVEERRVVIIEEWW  &&  PPOOSSIITTIIOONN  SSUUMMMMAARRYY::  PPlleeaass ee  ss ttaattee  iinn   oonnee  oorr  ttwwoo  ss eenn tteenncceess   tthhee  eess ss eenn tt iiaall  
ppuurrppooss ee  ooff  tthhee  ffuunncctt iioonn ..  

KKEEYY  RREESSPPOONNSSIIBBIILLIITTIIEESS ::    PPlleeaass ee  bbrriieeffllyy   lliiss tt   kkeeyy   dduu tt iieess   tthhaatt   ooccccuuppyy   aa  mmaajjoorr  ppaarrtt   ooff  tthhee 
eemmppllooyyeeee’’ss   jjoobb ..    BBee  aass   ss ppeecciiffiicc  aass   ppooss ss iibb llee  aanndd   lliiss tt   tthhee  mmooss tt   iimmppoorrttaann tt   dduutt iieess   aanndd   rreess ppoonnss iibb iilliitt iieess   ffiirrss tt ..  
SShhooww  tthhee  aapppprrooxxiimmaattee  ppeerrcceenn tt   oo ff  tt iimmee  ffoorr  eeaacchh   aacctt iivv iittyy   iinn   aa  rreepprreess eenn ttaatt iivvee  yyeeaarr..    PPlleeaass ee  lliiss tt   aatt   lleeaass tt   
ffiivvee,,  bbuu tt   nnoo   mmoorree  tthhaann   eeiigghh tt   aarreeaass..    ((TToo ttaall  mmuusstt   nnoo tt   eexxcceeeedd   110000%%..))  %%  OOFF  TTIIMMEE 

ESSENTIAL JOB DUTIES: 
1. 

% 

2. 

% 

This document contains both information and form fields. To read information, use the Down Arrow from a form field. 
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3.  
 
 
 
 
 
 
 
 
 

% 
 
 
 
 

4.  
 
 
 
 
 
 

% 
 
 
 
 
 

5. 
 
 
 
 
 
 

% 
 
 
 
 
 

6. 
 
 
 
 
 
 

% 

7. 
 
 
 
 
 

% 

8. 
 
 
 
 
 
 

% 

Promote the University’s commitment to customer service by: 
 Build effective partnerships with co-workers throughout the University by freely sharing appropriate 

information and providing assistance when needed. 
 Ensuring optimum service to all internal and external partners in response to all requests for service and 

information. 
Maintaining an environment that is welcoming to persons of all backgrounds, nationalities, and roles. 
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OTHER JOB DUTIES: 
 

1.  Performs other related duties as assigned. 
 

2.  
 
 
 

 
WWOORRKKIINNGG  CCOONNDDIITTIIOONNSS::  PPlleeaassee  iinnddiiccaattee  tthhee  ssppeecciiaall  wwoorrkkiinngg  ccoonnddiittiioo nnss  rreeqquuiirreedd  ttoo  ddoo  yyoouurr  jjoobb,,  ssuucchh  
aass  ffrreeqquueenntt  oovveerrnniigghhtt  oorr  ddaayy  ttrraavveell,,  oovveerrttiimmee,,  oonn--ccaallll  dduuttyy,,  oorr  aatttteennddaannccee  aatt  cciivviicc  ffuunnccttiioonnss..  
Frequent travel between campuses and attendance at off-site meetings. 
 
 

 
PPHHYYSSIICCAALL  EEFFFFOORRTT::    PPhhyyssiiccaall  sskkiillll  iiss  ddeeffiinneedd  aass  aaccccuurraaccyy,,  ddeexxtteerriittyy,,  ccoooorrddiinnaattiioonn,,  aanndd  ssppeeeedd..    AAllssoo,,  
ddeessccrriibbee  tthhee  aammoouunntt  ooff  pphhyyssiiccaa ll  eeffffoorrtt  oorr  eexxeerrttiioonn  aanndd  iittss  iimmppaacctt  oonn  pphhyyssiiccaall  ffaattiigguuee  rreegguullaarrllyy  rreeqquuiirreedd  iinn  
yyoouurr  jjoobb..    
This is an example for office positions: 
Occasional (10-33%) reaching, pushing, grasping and pulling.  Lifting of up to 10 pounds. 
Frequent (34-66%) standing and walking  
Constant (67-100%) viewing of computer screen and reports, sitting, repetitive motion, talking and 
hearing.   
 

 

KKEEYY  JJOOBB  FFAACCTTOORRSS  

Required Qualifications: 
Minimum required to do the 
job. 
 
 
 
 

Education: 
 
Experience: 
 
Skills: 
 
 

Preferred Qualifications:  
Additional Considerations: 
 
 

 
 
 

Impact of Actions: Types of 
decisions and 
recommendations made 
regularly, and if the functional 
duties include final authority, 
& organizational funding 
decisions and impact of errors. 
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Complexity: Consider whether 
your work involves the use of 
routine, well established 
methods, or activities that 
require using many different 
procedures for changing 
situations. 

. 
 
 
 
 

Supervision Exercised:  

Internal/External 
Communications: 

 
 
 

Special Skills: * The ability to work effectively with diverse groups. 
 
 

For Human Resources  

IIPPEEDDSS::    SOC:  Job Code:  Position # 
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