Position Description (PD) Resource Guide
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It’s your choice!
While the above photos are a dramatization, creating a position description (PD) can often be stressful and frustrating.  It doesn’t have to be!!  By using this simple resource guide as well as the available templates and sample PDs on our website, creating a quality PD will be a breeze!  
Purpose

The position description is a necessary management tool for a number of functions including assignment of duties, classification of the position, performance evaluation, training and development, and recruitment and selection.  An employer cannot measure an applicant’s qualifications or work performance unless criteria for such measurements have been developed.  A complete position description allows valid personnel decisions to be based upon factual job related information.  
The position description should contain goals and worker activities that are considered “essential functions of the job”.   Essential job functions are those duties that must be performed.  Identifying the essential job duties and responsibilities focuses on the function of the job rather than the means used to achieve that function.  When viewing the position description, the standard is that the goals and worker activity statements in the main body of the PD are the essential functions of that position.  Note - Non-essential or marginal job functions may be included in a 10% or less “catch-all” goal – usually labeled “Performance of miscellaneous duties as assigned”.   
Perhaps the most important of all the reasons for creating and maintaining an accurate position description is that 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.  
Brief Overview - Sections of the PD
PD Cover Sheet (for classified positions only):

A positions description cover sheet is required by the Office of State Employment Relations (OSER) for all classified positions.  The PD cover sheet is a document which contains the employee, supervisor, and HR signatures.

Position Summary:  
Each position description should begin with a Position Summary.  The position summary is a statement which summarizes the goals of the position and provides information which applies to the entire position such as the level of accountability, level of supervision given and/or received, independence of decision making and the relationship to other positions with similar goals.  

Goals and Worker Activities:
Goals are the expected results of each employee’s work.  They are the expected accomplishments, product or output that results from the work activities of the employee.  The goals may be viewed as the areas of responsibilities of the position.  

Under each goal, there are Worker Activities which are the specific tasks the employee performs to accomplish the goals.  Worker activity statements describe what a worker actually does (i.e. the essential functions of the job).  They should be constructed so that they are understandable to a person not familiar with the field of work performed.  

Time Percentages:

Time Percentage estimates are made for the goal statements.  The total time percentages for all goal statements must add up to 100%.  

Knowledge, Skills & Abilities Statements (used during the recruitment process only):

The Worker Activity statements should describe a position completely enough to give an understanding not only of the duties, but also of the complexity, responsibility, authority and skills and abilities necessary to complete the job. These desirable skills and abilities are recorded in the Knowledge, Skills & Abilities section at the end of the PD.   
The PD Cover Sheet (for classified positions only)

The PD cover sheet is an OSER mandated document for classified positions.  It must be stapled to the front of the PD and signed by the employee, the supervisor and Human Resources.  The classified PD cover sheet can be downloaded at Position Description Cover Sheet.  
Structuring the PD – Goal Statements and Worker Activities

Goal statements and worker activities are written according to an identifiable grammatical structure.  Past experience has shown that the use of this grammatical structure most effectively conveys an understanding of the job.  The following is to be considered a guideline to assist you in including all the necessary information in the statement.

1. Goal statements begin with a noun and reflect work outcomes.


Examples:  
Maintenance of the air conditioning system




Supervision of staff




Management of the Music Department




Recruitment of out-of-state students




Discussion of assigned teaching with faculty to coordinate instruction efforts
2. For each PD, there will usually be between two and six goal statements.  Goal statements are identified with a letter of the alphabet (starting with A)
3. Goal statements are listed in descending order of importance and time percentage.  



Example:
60%
A.
Management of the Music Department Office 





30%
B.
Supervision of student employees




10%
C.
Miscellaneous duties as assigned

4. Worker activity statements begin with specific action verbs (the subject is understood to be ‘I’).  A complete list of action verbs can be found at Action Verbs.


Examples:
Assign work to students




Schedule appointments for supervisor utilizing Microsoft Outlook 





Present curriculum to Department Chair.




Participate in college fairs at out-of-state high schools
5. All of the important worker activities should be listed under a goal.  For most goals, five (5) or fewer worker activity statements should be adequate to describe the work performed.  A long list of worker activities becomes cumbersome and should be consolidated or generalized.  Additionally, longer worker activity lists take the focus away from the essential functions of the job and end up becoming a procedural document rather than a summary of the critical job duties.  
6. Worker activities are listed under each goal in sequential order of performance, whenever possible.  Activity statements are identified with the letter of the Goal and then the numbered order in which it falls (example A1, A2, etc.).



Example:  (Goal)    20%  B.
Supervision of student employees







B1.  Interview, select, and hire student employees







B2. Train students on expected job duties







B3. Sign student timesheet and enter hours into Student Appointment System

7. Worker activities should give enough description that they not only give an understanding of the duties, but also the complexity, level of responsibility and authority, and the skills necessary to do the job.
Abbreviated Sample PD

Position Summary:   This position is under the general supervision of the Director.  Responsibilities include: management of the front office, supervision of student employees, maintenance of the office files, and other duties as assigned.  


Goals & Worker Activities


60%  A.
Management of the front office.




A1.  Answer phones and direct incoming calls to the appropriate personnel.  



A2.  Respond to visitors regarding basic functions of the office.




A3.  Coordinate front-office workflow, serving as contact for office projects and overseeing.




A4.  Schedule and arrange meetings.




A5.  Maintain a policy and procedures handbook.


20%  B.
Supervision of student employees.




B1.  Interview, select, and hire student employees.



B2. Train students on expected job duties.



B3. Sign student timesheet and enter hours into Student Appointment System.

10%  C.
Maintenance of the office files.




C1.  Maintain the records retention document, updating retention information as it is received. 



C2.  File documents in appropriate hanging files according to procedures.




C3.  Maintain security of records.

10%  D.  Perform other miscellaneous duties as assigned.




D1.  Maintain inventory of office supplies, order when necessary.



D2.  Provide research on assigned topics and functions.




D3.  Complete other projects as assigned.
(During Recruitments – also include Knowledge section)


Knowledge, Skills & Abilities
1. Knowledge of word processing, database, and spreadsheet software

2. Attention to detail

3. Good oral and written communication
A complete list of position description samples can be found at Sample Position Descriptions. 
Procedure for Updating PDs

If an employee and/or supervisor feel that the position description is inaccurate, an updated PD may be sent to Human Resources.  This may be done in conjunction with the annual Individual Development Plan (IDP) process or may be sent at any time the employee and/or supervisor feels it is warranted.  The signed PD cover sheet must be attached to the front of the PD for classified positions.  The PD will be reviewed and signed by the Human Resources Manager and a copy will be sent to the employee and supervisor.  The original PD will remain in the employee’s personnel file.  
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