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	Position Description Checklist


	There are many necessary elements that compose a good position description.  This checklist should be used to ensure that position descriptions created are complete.


	· Date – The date on the position description should match the date the position became effective.  For recruitments, this would be the date you anticipate the recruitment to begin.  For reclassifications or in-range progressions, this would be the anticipated effective date of the transaction.

	

	· Name of Incumbent – Enter the name of the incumbent.  For recruitments, this would be completed once the finalist has accepted the job.

	

	· Working Title – This should be an appropriate title that supports the corresponding Classification Title.

	

	· Classification Title – Should reflect the title from the CSU classification standards that is most appropriate for the duties performed and knowledge, skills, abilities and qualifications required.

	

	· Department – The department in which the position will work.

	

	· School/Cluster – The School or Cluster in which the department is located.

	

	· Appropriate Administrator – The MPP that will supervise the incumbent.

	

	· Title - The Appropriate Administrator’s working title.

	

	· Position Purpose – A brief overview of the purpose of the position and duties.  This section should also include verbiage describing the level of supervision or independence.  For example:

· Under general supervision…

· Working relatively independently…

· Reporting to…

	

	· Major Duties – Include the primary duties that are fundamental to the purpose of the position.  This should include duties that compose the majority of the workload.  The position could not exist without these duties.  The duties should be in compliance with the classification standards for the position.  

	

	· Conflict of Interest – Include the job duties related to purchasing power and budget management.  For example:

· Providing management direction for the day-to-day operations.

· Responsibility for developing and administering department’s $4,000,000 annual operating and equipment budget with a staff of 47 employees.

· Controlling expenses by gathering and submitting information; scheduling expenditures; monitoring variances.

· Administering procurement and contracting authority in accordance with state and federal regulations and guidelines.

	

	· Physical Duties – Include examples of the type of duties which may require use of physical abilities.  For example:
· Frequently lift, carry, or otherwise move and position objects weighing up to 25 pounds when stocking supply room and setting up equipment.

· Typically bends, stoops, and crouches on a regularly basis to adjust settings on machinery.

· Regularly set-up, adjust, assemble, control, test, and operate computer equipment to generate input and output and transmit data.

· Occasionally lift, carry, or otherwise transport boxes of oversized books weighing up to 45 pounds.

· Constantly move about to coordinate work.
· Frequently walk around campus to make deliveries and pick-up documents

· Frequently speak to students, staff, faculty, and other customers either in person or by phone.

	

	· Secondary Duties – These are secondary duties that the incumbent may be required to perform.  Always include “Performs other duties as assigned.”   These duties should also be in compliance with the classification standards for the position.  

	

	· Work Environment – This should be a description of the work conditions where the major duties are performed, especially in unique conditions outside normal office environment.  For example:

· Duties take place mostly in an office setting located in the Recreation Center at Sonoma State University.  Position requires occasional travel, including by airplane.  Must be able to work indoors and outdoors, as well as some night and weekend hours with overnight stays.

	

	· Schedule Requirements – Include the typical hours of the position or if the position is expected to work overtime, evenings or weekends.  Also include an attendance requirement. For example:
· Overtime, evening and weekend hours may be required and will be specified only by the supervisor to meet operational needs, including the University's commencement day which is regularly scheduled for one of the last Saturdays in May, and may fall on Memorial Day weekend.
· Monday through Friday, 8:00 am to 4:30 pm.  Overtime, weekend and evening work may be assigned on an exceptional basis.  
· Must maintain regular and acceptable attendance at such levels as is determined by the Appropriate Administrator.

	

	· Exempt Statement (if appropriate) – If the position is classified as exempt by FLSA standards, the employee must be notified that they are not eligible for overtime.  Appropriate language reads: 

· As an exempt employee you have some flexibility in your schedule, however you must be available on a regular basis during regular campus hours to meet the operational needs of the campus.  Your specific start time is determined by your Appropriate Administrator.  
· In compliance with the Fair Labor Standards Act, you are classified as an exempt employee and are not eligible for overtime.  Some evening and weekend hours may be required and will be specified only by the supervisor to meet operational needs, including but not limited to emergencies.  Some travel may be required.  All work will be performed on campus, except when specified by the supervisor to meet operational needs.

	

	· Qualifications – This section should include the educational and work experience in addition to the knowledge, skills, and abilities required to perform the essential functions of the position.  These requirements should be supported by the classification standards.  If necessary, include requirements such as a pre-employment physical, a background check, fingerprinting, or a California Driver License.

	

	· Mental/Emotional Agility Requirements – Include mental and emotional requirements related to the essential functions of the job.  For example:

· Must be able to adapt to change in the work environment, accept criticism and feedback, effectively handle multiple tasks and competing demands, work cooperatively in group situations and work actively to resolve conflicts.
· Must be able to work in a very stressful environment where constructive feedback from others is encouraged.
· Must work well with others on a team.

	

	· Safety Requirements – If appropriate to the position, include 

· Ability to be committed to a high standard of safety and be willing and able to comply with all safety laws and all of the University’s safety polices and rules; and be willing to report safety violations and potential safety violations to appropriate supervisory or management personnel.

	

	· Physical Requirements – Include physical requirements related to the essential functions of the position.  This information should be located in the Qualifications.  For example:   

· The incumbent enters data into a computer up to six hours per day.
· The employee is occasionally required to stand; walk; reach with hands and arms; climb or balance and stoop and kneel, and lift weights of 10 pounds.
· Must be able to lift 30 pounds on a repeated basis throughout an 8-hour shift.

· Must be able to regularly speak and hear.

· Vision requirements include close vision.
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