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	INSTRUCTIONS FOR COMPLETING

A JOB DESCRIPTION


INTRODUCTION

Job descriptions can be one of the College's most vital management tools.  Having a detailed written statement of the duties and responsibilities of each position makes it easier for you to hire and train qualified replacements.  Knowing exactly what is expected can help employees work more effectively and help supervisors evaluate performance.

When we write down the responsibilities of each staff position, we reduce the chances of conflict between management and employees, and among employees, because each person knows exactly what is expected of him or her.  Job descriptions provide people with a clear definition of the skills they need, the duties they are expected to perform, and the relative importance or priority of their duties and responsibilities.

When people know exactly what you want them to accomplish, they are more likely to meet your expectations.  Good job descriptions also can serve to clarify relationships between jobs, to establish harmony and balance within a department or division, and to delineate responsibility and authority.

A job description is a summary of the most important tasks and responsibilities of a job in terms of the general nature of the work involved.  It describes duties and responsibilities of the position, not the individual who fills it.

The Americans with Disability Act (1992) has made the importance of current job descriptions more critical to management than ever before.  For example:  Management cannot devise pre-employment questions, design appropriate tests, or determine if a disabled person is qualified to perform essential functions without identifying the essential functions of the position; and management cannot analyze reasonable accommodation issues without first knowing what specific tasks must be performed by a person in that position.

SUGGESTIONS ON HOW BEST TO COMPLETE A JOB DESCRIPTION

It would be difficult to just sit down and write a meaningful job description off the top of your head.  For a job description to have value, it must incorporate both long-term organizational expectations and day-to-day realities.

First, have the employee draft what they consider to be their assigned tasks, duties and responsibilities.  This should encompass assignments they are currently responsible for, not proposed tasks or ones they are no longer performing.  The employee should compile duties they perform on a daily, weekly, monthly, quarterly, and yearly basis.

The supervisor should also have in mind what he/she wants the position to be responsible for.  After the draft is complete, the supervisor and employee should meet to discuss the job description and to clear up any misunderstandings of assignments.  Unless the employee and the supervisor see the employee's job in the same way and all duties and responsibilities in the same order of importance, a great deal of slippage and possible conflict may occur.  Once the supervisor and employee agree to the final job description, it should be prepared on the proper form, appropriate signatures obtained, and the original forwarded to Human Resources for record.

KEEPING JOB DESCRIPTIONS CURRENT

Job descriptions should be reviewed and updated periodically to be sure they remain accurate.  Jobs do change over time, and job descriptions become outdated unless they are evaluated periodically.  The Personnel Office will occasionally be open for requests for desk audit reviews and having current job descriptions will be part of the process.

DETAILED INSTRUCTIONS ON HOW TO COMPLETE THE JOB DESCRIPTION FORM:
1. Enter the employee's full name, current employing department, current classified job title, and current supervisor.

2. Begin the job description with a summary statement of the general responsibilities and components that make the job different from others.  

Example:  The position of Administrative Secretary IV reports to the Director of Human Resources and is responsible for the coordination of all employee benefit programs as well as specific duties assigned to managing SJC's human resources.

3. Specific duties are to be described next.  The description should include clear and precise statements on the major tasks, duties and responsibilities performed.  The specific duties should be grouped and arranged in a sensible pattern.  Do not itemize tasks that can be grouped under one general statement.

Example:  Prepares and maintains records of reports submitted to IRS, Department of Labor, Workman's Compensations, and Unemployment Insurance.  Ensures the timely submittal of such reports by established due dates.  OR... Performs general office duties and provides receptionist services for the department.

Do Not Write:
· staples 100 forms a month

· answers telephone 20 times a day

· talks to 30 students a month
4. Estimate the percent of time that each group of duties represents of the total.  Even though submitting federal and state reports may only happen a couple of months a year, the collection of data and the time it takes to complete the reports may add up to 20% of the total job responsibilities.

5. Identifying those duties which are essential functions is a very important part of writing this job description under the guidelines of the American with Disabilities Act.  The essential functions of a job are those functions that an individual who holds the position must be able to perform unaided or with a reasonable accommodation.  Duties may be considered essential functions if they are the main reason the position exists; and/or the function is highly specialized so that the employee is hired for her/his ability to perform that particular function.  Usually, any task that is performed more than 10% of the time would likely be considered essential.

Example:  If an employee spends the majority of his/her time inputting data, then inputting data is clearly an essential function of the job.  If an employer occasionally requires security personnel to perform maintenance duties, such a task would not be considered essential.

6. Use action verbs which accurately describe the tasks, duties, and responsibilities.  Try to avoid phrasing every group of duties with "responsible for".  Action verbs could include:  advise, analyze, arrange, balance, calculate, collect, compare, draft, edit, prepare, schedule, trace, update, write, etc.

7. The statement "Performs other duties as assigned", should be written as the last entry in the detailed job tasks section.  This statement covers abnormal and unusual situations that comprise a small part of the position.

8. The second page of the job description form begins with asking for what job title the position supervises.  The number of like positions should also be noted.  Such as: four workstudies.

9. Complete the "Special Skills" section by listing those areas which are unique to the position.  Again, identify those skills or abilities which are essential to the position.  Examples would include wordprocessing, transcription, electrician license, etc.

10. The employee's signature certifies that he/she is in agreement with the job description as written.  In the section following, the supervisor is to describe the qualifications, credentials, work experience, abilities and knowledge that the position requires.  These should be correspond to the classification specification closely.  This information is available in the Human Resource Department.

11. The supervisor's signature certifies that all of the information contained in the job description is accurate, and that the employee and supervisor agree on those assigned duties and responsibilities.

ANY OTHER QUESTIONS REGARDING COMPLETION OF THE JOB DESCRIPTION FORM SHOULD BE FORWARDED TO HUMAN RESOURCES (566-3215).







