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	HR Assigned Classification:                                                                    Affirmative Action No.:

Position No.:


Position Description Form
	DEPARTMENT:
	     

	REPORTS TO (Name and Title):
	     

	PREPARED BY (Name, Title and Date):
	     

	APPROVED BY (Name, Title and Date):
	     


I.  Job Purpose

Please provide one or two sentences that describe the overall purpose of this job. The job purpose describes why the job exists. Statements should generally begin with “To” and “By”.                                                                                                                                                                                                                                                                                           

	Job Purpose:     

     


II.  Essential Job Functions

The essential job functions are the duties and responsibilities of the job that involve the fundamental nature of the job, occupy a large proportion of the employee’s time or require specialized expertise. Other duties not listed as essential functions may be assigned.

A sample essential function for an Office Assistant I would be “Communicates with callers and visitors providing information about the department.” Note that to perform this job successfully, an individual must be able to perform each essential function satisfactorily. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Please state each essential job function and the approximate percentage of time spent in each function in the spaces provided below.  When possible, describe job functions based on natural groupings of work activities and label these groups as essential job functions. Please limit the number of job functions to a total of 6. The percentages of time spent performing the essential functions should add up to 100%.  
Wright State University provides equal opportunity without regard to race, sex, color, religion, ancestry, national origin, age, disability, veteran status, or sexual orientation.  Upon selection and prior to employment, each selected applicant who has advised us of an existing disability will be assisted so that we can implement reasonable accommodations to enable performance of the essential functions of the job.
	1
	Percent of time spent in this function: 

           %
	Essential function:

     


	2
	Percent of time spent in this function: 

            %
	Essential function:

     


	3
	Percent of time spent in this function: 

            %
	Essential function:

     


	4
	Percent of time spent in this function: 

            %
	Essential function:

     


	5
	Percent of time spent in this function: 

               %
	Essential function:

     


	6
	Percent of time spent in this function: 

            %
	Other related duties:

     


III. Supervision and Fiscal Responsibilities


	Supervision:  Does this position have any supervisory responsibilities or direct the work of others?  If so, please list below the type of supervision/work direction provided by this position and to whom it is given.



	Fiscal Responsibilities:  Does this position have responsibility for managing specific budgeted accounts, analyzing budget transactions, monitoring accounts or does it have full responsibility for planning, forecasting and final approval of budget transactions?   If so, please list below what fiscal responsibility the position has and approximately the dollar amount associated with that responsibility.



IV. Minimum Job Qualifications
	Please list any specific previous training, certifications or skills (e.g. computer software training) that can increase competency (knowledge, skills and abilities) in performing this job, and any working conditions that the employee may be exposed i.e. temperature, noise, hazardous materials, climbing, hours of work, etc.

	     
Working Conditions:
     


	EDUCATION AND EXPERIENCE REQUIREMENTS
Required:   
     
Required Professional license or certificates:
Preferred:   

     



	HR Reviewed By and Date:


Distribution:  white-Human Resources; canary-Department; pink-Budget; goldenrod-Affirmative Action
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