Classified Staff
Position Description 
	Employee Name:
	     
	Date:
	     

	Classification Title:
	     
	Working Title:
	     

	Department:
	     
	Supervisor:
	     


1.
Position Summary Statement. 
	     


2.
Essential Job Functions and Responsibilities.  What major duties and areas of responsibility are required for the position? (See OSER-DMRS-11 Position Description Cover Sheet instructions for specific examples)  

	Describe the Goals, Worker Activities, and Percentage of Time 

	     

	     

	     

	     

	     

	     


3.
Knowledge, Skills and Abilities.  









	     


4.
Physical Demands (walking, lifting, equipment operation, etc.)

	     


5.
Working conditions and environment (i.e., working outdoors, evening and/or weekend work to meet the needs of the department).

	     


6.
Miscellaneous Information.  Comment on aspects of the position not reflected in the position description.

	     


Position descriptions should be reviewed annually in conjunction with the performance evaluation process and an updated signed Position Description cover sheet (OSER-DMRS-11) should be obtained when changes are made to the position description.
Classified Staff
Position Description Instructions 

Purpose

The Position Description (PD) is a formal action-oriented document that summarizes the important functions of a position using clear and concise language.  Position descriptions begin with a careful analysis of the important facts about a job, such as individual goals, worker activities and duties, and the knowledge, skills, and abilities needed to perform the job.  It is important to make a job description practical by keeping it functional and current.  
When writing the position description, keep in mind that the PD will serve as a basis for conducting future performance evaluations and identifying training needs.  An accurate PD helps the employee know what is expected by clearly defining the work to be performed in relation to the overall goals of the work unit.  The position description is also used as an information source for the development and implementation of an effective recruitment and selection plan if a position becomes vacant.  PDs also serve as a source document for worker’s compensation or disability accommodation matters.  The PD should be completed cooperatively by the employee and supervisor unless the position is new or vacant, in which case it should be completed by the supervisor.  

A Position Description should be reviewed annually and updated when the duties or skill requirements have changed.  When significant job change has occurred, supervisors are encouraged to call Human Resources at 465-2390 to ensure that the position remains properly classified.

Position Summary Statement

This statement is generally a summary or overview of the general goals, purpose, and objectives of the position.  Additional information such as the level of supervision, department name, and the work hours of the position should be included.  Describe the overall purpose of the position in a short paragraph.
Essential Job Functions and Responsibilities

This section describes the major goals, duties and responsibilities of the position and should include the essential job duties critical to the successful performance of the job.  The goals are the expected results of each employee’s work, worker activities are the specific tasks the employee performs to accomplish the goals, and the percentage of time is the proportion of the employee’s total work time spent on a goal or worker activity.  The PD should contain between two and six goals.  List the major goals in descending percentage order, with the goal consuming the largest percentage of time listed first.  
Knowledge/Skills/Abilities

Identify the knowledge, skills, and abilities needed to successfully perform the position.  
Physical Demands

Does this job require significant physical activity or a specific degree of physical ability? Describe as appropriate using the list below:

· lifting – how many pounds

· carrying

· pushing/pulling

· standing

· sitting

· walking stooping

· crouching

· bending

· climbing

· balance

· reaching

· crawling/kneeling

· repetitive motion

· manual dexterity

· talking

· specific hearing

· specific vision

· significant degree of time using equipment or machinery (i.e. operating a computer)

Working Conditions and Environment

What unusual working conditions, if any, are associated with this job?

· lighting

· heating

· ventilation

· odors

· noise

· heights

· infectious diseases

· danger

· exposure to inclement weather

· irregular hours

· driving

· traveling

Miscellaneous Information

Comment on any other aspects of the position not reflected in the position description.
Routing

The completed Position Description cover sheet (OSER-DMRS-11) signed by the supervisor and employee attached to the employee’s position description should be returned to Human Resources, ES 107, for inclusion in the employee’s personnel file.
Other Resources
For more information and further instructions regarding the completion of the classified Position Description and/or the Position Description cover sheet, please see the Wisconsin Human Resources Handbook, Chapter 310.
Tips for Writing Effective Position Descriptions:

· Always use the present tense of verbs.

· If necessary, use explanatory phrases telling why, how, where or how often to add meaning and clarity.

· Omit any unnecessary articles such as “a,” “an,” the,” or other words for an easy to understand description.  

· Use unbiased terminology.  For example:  use the he/she approach or construct sentences in such a way that gender pronouns are not required.

· Avoid using words which are subject to differing interpretations.  Try not to use words such as “frequently,”  “some,” “complex,” “occasional,” and “several.”
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