Appendix II: Job Description Template

PAYROLL TITLE:
WORKING TITLE:
DEPARTMENT: Otolaryngology - HNS
SUPERVISOR:
FTE:
SALARY RANGE:
PREFERRED START DATE:
TEMPORARY OR PERMANENT POSITION:

POSITION PURPOSE
This paragraph should consist of a broad outline of the position’s responsibilities and characteristics. It should briefly summarize why the position exists and how it fits into the department/hiring unit’s overall operations.

POSITION COMPLEXITIES
This section should briefly describe the most demanding/difficult aspects of the position including any unique aspects that add complexity (supervising remote employees for example).

POSITION DIMENSIONS AND IMPACT TO THE UNIVERSITY
Briefly describe this position’s impact on its work unit, department, program or project, and the University as a whole. Provide information that indicates the magnitude of the position's impact, such as: Number and size of budget(s) the position is responsible for developing or overseeing; Number of students or customers for whom the position provides services.

DUTIES AND RESPONSIBILITIES
Provide a bulleted list all major or critical duties, including those performed infrequently that are important to the position's function. Exclude minor or incidental tasks. Understanding the job duties performed and percent time devoted to them is key to the Compensation Office being able to properly evaluate the position. Please break into categories and assign percentage effort to each. Example:

Research Duties -60%
· Bullet1
· Bullet2
· Bullet3

Administrative Responsibilities – 30%
· Bullet1
· Bullet2
· Bullet3

Other Duties - 10%
· Bullet1
· Bullet2
· Bullet3

 (
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SUPERVISORY RESPONSIBILITIES
Describe the position's responsibilities for supervising staff.

MINIMUM QUALIFICATIONS
This is how applicants will be screened. Please provide a bulleted list of all minimum requirements. Specifically state the education level/specialty and the number of years of work experience needed.
Include below statement if accurate:

Equivalent education/experience will substitute for all minimum qualifications except where there are legal requirements such as license/certification/registration.

DESIRED QUALIFICATIONS
Bulleted list of all qualifications you’d like the candidate to have.

WORKING CONDITIONS
Bulleted list of working conditions. Common examples:

· Typical office setting
· This position requires the ability to work a flexible schedule to meet deadlines as needed.
· May be required to lift/move objects up to 40lbs
