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GUIDE TO WRITING JOB DESCRIPTIONS

PURPOSE

The following guide outlines the general model used in developing accurate job descriptions.  Job descriptions are used to derive performance expectations for the position incumbent and mutual understanding of the overall purpose of the position.  Job descriptions must have certain criteria that comply with Federal guidelines such as the Americans with disabilities Act (ADA). 

The first step in the process is to determine the major duties of the job. Major job duties are that job specific duties that are essential to a specified job. There are duties that the job was really established to perform, and if they were not performed would severely impact the nature of the job. They are distinct from marginal functions, which are peripheral to the core duties.
ELEMENTS OF A JOB DESCRIPTION
Title Standards:

Please include this information in both the footer of the job description document as well in the subject title.

1. Please indicate whether the job description is Revised, Reviewed (no changes), or New

2. Please include the academic year (example 08-09).
Job Purpose: 
Provides a brief summary of the position, stating the main function of the job and its relationship to the mission of Gonzaga University. This should include the scope of the position and the reason why it exists.
Essential Functions: 
Outline the major job duties associated with the position, capturing the essence of the job. The essential functions of a position are so critical to the position that it cannot be omitted from the description without significantly changing the position’s role within the department or division.  

Some things to consider in determining and prioritizing major job duties/essential functions:

· What are the primary responsibilities of the position?

· What duties are critical to the job?

· What duties are sufficiently important to the overall success such that performance below standard would result in unacceptable overall performance?

· What percentage of time is spent of the duty?
· Provide examples of work required.  Examples should be a clear picture of the work performed and the responsibilities of the position. 
· “Other duties as assigned” should be the last element listed below Essential Functions category.

Other Functions: 
Outline job functions that are associated with the position and commonly require interaction with other positions.  Provide examples of interaction necessary to complete these functions and any applicable supervision requirements.
Supervision Given/Received:
 Defines the supervision that position is responsible for, including other positions either directly or functionally.  Outlines the decision-making and judgement requirements for this position.  Defines the supervision received by another position within the department.  Types of supervision should be indicated.
Minimum Qualifications: 
Outline the minimum requirements necessary for the incumbent to complete the work.  The following criteria should be included in this section:
· Years of experience.  The statement of experience should usually be shown as “X years of specific experience.”
· Education requirements.  The following terminology should be used:
· “High School diploma or GED equivalent”
· “Years of college with course work in,” for some college courses required without a degree.
· “Graduation from an accredited college or university with a Bachelor’s degree in,” for degree required positions. 
· “Or any equivalent combination of education and experience,” for combination on either.
· Specific knowledge or skill set. 
· Technical skills if applicable.
Desired Qualifications: 
Outline the knowledge, skills and abilities that are desired and would enhance the success of the incumbent in the position.  These are qualifications that the supervisor would find preferable and are above and beyond those necessary to perform the essential functions.
Physical Qualifications: 
Outline the physical and mental requirements of the position.  Detail the working conditions related to the position.  This should include how much estimated time is spent in a variety of physical activities or conditions.  An overall understanding of the working conditions must be outlined in the job description.  An example of such wording is;
“The physical demands described here are representative of those that must be met by the employee to successfully perform the essential functions of this position.”

Standard sentence to include in all Physical Qualifications:



“ Ability to be mobile campus wide for various business needs.”
OUTCOME

The finished product should be a complete, specific and accurate job description.  The supervisor will utilize a job description for establishing performance expectations and goals for the incumbent of that job.  The employee and supervisor should have a mutual understanding of the essential functions and requirements of the position.  

Job descriptions are a valuable tool for establishing these performance expectations, outlining requirements for success of the position and identifying a benchmark to market data for salary purposes. 
REVIEWING/UPDATING JOB DESCRIPTIONS

A main purpose of reviewing job descriptions is to increase two-way communication between the supervisor and employees regarding the job itself. This is best done when the process of determining major job duties is done collaboratively between supervisor and employee. This allows for differing perceptions of responsibilities, priorities, etc. to be addressed and clarified. Of course, it is the role of the supervisor to ultimately define the job.
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