FOR STAFF HR USE ONLY

Reviewed by:_______________________________________

Date:______________________________________________

CALIFORNIA STATE UNIVERSITY, CHICO
Staff Human Resources

POSITION DESCRIPTION

Note:  A current and accurate Position Description is required for each staff position on campus, and must be on file in Staff Human Resources.  The Position Description should be completed by the supervisor with the assistance of the incumbent.  After completion, the Position Description should be reviewed, signed and dated by the employee, the supervisor and the appropriate administrator prior to submission to Staff Human Resources.  Partial completion of this form with “See Attached” instructions should be avoided.  Please complete this form in its entirety.
DATE:  

     

COLLEGE / DIVISION:  
DEPARTMENT:  
Please check one:

UPDATED for current position, no changes in duties  FORMCHECKBOX 

RECRUITMENT:
CLASSIFICATION REVIEW  FORMCHECKBOX 
 IRP   FORMCHECKBOX 

REVISION:


New Position:
 FORMCHECKBOX 


Management Requested
 FORMCHECKBOX 


Changes in job duties
 FORMCHECKBOX 


Existing Position:
 FORMCHECKBOX 


Individual Requested
 FORMCHECKBOX 


Change in Supervisor
 FORMCHECKBOX 








Signed Copy
 FORMCHECKBOX 








Other 
INCUMBENT:  
CSUC EMPLOYEE ID: 
CLASSIFICATION:  
WORKING TITLE:  
PROPOSED WORKING TITLE: 
TIME BASE:  
SUPERVISOR:  
Type of Supervision:*
Immediate Supervision
 FORMCHECKBOX 

General Supervision:
 FORMCHECKBOX 



General Direction
 FORMCHECKBOX 

General Administrative Direction
 FORMCHECKBOX 

 MACROBUTTON  NoMacro [This section is unprotected for access to the Link below.  Use the Internet BACK button to return to this form.]
*Use http://www.csuchico.edu/hr/staffhumanresources.shtml to refer to:


Instructions for Completing Job Description Form


Glossary of Commonly Used Terms for Writing Position Descriptions and Terms indicating Level of Supervision

The Supervisor’s Role, Determining Essential Job Functions, Americans with Disabilities Act Information for California State Supervisors

Helpful Information for Writing Position Descriptions (for definitions)
I. MAJOR RESPONSIBILITIES, SPECIFIC TASKS OR DUTIES:  Clearly list the major areas of responsibility / major functions in descending order from most important to least important.  For the Major 
Responsibilities, indicate the approximate percentage of time spent in each and indicate which ones are essential duties to the position.* Under each Major Responsibility, list the Specific Tasks or Duties performed.*  (Bulletize Major Responsibilities and Indent Specific Tasks or Duties). When listing specific tasks or duties, please use action verbs such as “types”, “installs”, “receives” to describe what is done, with or for whom the action is taken and the purpose or outcome achieved.  
[This section is unprotected for flexibility in formatting and spell check.   To remove large unwanted gaps on pages where tables exist: Refer to Instructions for Completing Position Description Form.]
	Percent

of Time
	Essential

Duty?

(Y/N)
	Major Areas of Responsibility
List Specific Tasks or Duties

	
	
	· (Major Area here)  Use Bullets on Toolbar for bulletizing.
(Specific Tasks here)  Use Increase Indent on Toolbar for indents.  


Duties common to all campus positions:

· Follows all University policies, procedures, and guidelines including but not limited to safety, civility, non-violence, privacy and confidentiality of personal information, information security, and non-discrimination policies and procedures, as well as all job-related local, state and federal rules and regulations.

· Complies with the collective bargaining agreements.

· Consistently performs the duties of this position at a satisfactory level or above.

· Maintains current licenses, certificates, permits, or other items required for this position.  Immediately reports to supervisor the loss or expiration of same.

· Demonstrates professional conduct while representing the University at off campus meetings and events.

· Practices good interpersonal communication skills and maintains positive, civil and collegial interactions with all members of the campus community.

· Communicates job-related information in a positive and productive manner.

· Provides helpful, accommodating, and effective customer service to all members of the campus community in carrying out the duties of this position.

· Contributes to a positive university experience for each and every student, and assists in achieving the university’s commitment to the Strategic Priorities.

· Other duties as assigned.

II. CHANGES IN RESPONSIBILITIES:  What changes have occurred in the assigned duties and responsibilities since the position was filled or last reviewed.  Be specific.  If responsibilities have increased, which ones and in what way?  Were new duties added?  What did they replace?
[This section is unprotected for flexibility in formatting and spell check.  To remove large unwanted gaps on pages where tables exist: Refer to Instructions for Completing Position Description Form.]
	Percent

of Time
	Essential

Duty? ( Y/N )
	Detailed Changes in  Responsibilities
	Date Assigned

	
	
	
	


[This section is unprotected for flexibility in formatting and spell check. To remove large unwanted gaps on pages where tables exist: Refer to Instructions for Completing Position Description Form.]
III. SUPERVISION OF OTHERS:  List the individuals that incumbent trains and supervises.  

	Name/Title
	Class Title
	Hrs/Week
	Type of Supervision

	
	
	
	


IV. PURPOSE AND NATURE OF WORK RELATIONSHIPS:  Describe the incumbent’s most important and frequent work relationships with people on and off campus (other than supervisor or those supervised). Use terms such as rarely, occasionally, often, frequently, weekly, daily, yearly, or others when describing the relationship.
[This section is unprotected for flexibility in formatting and spell check.  To remove large unwanted gaps on pages where tables exist: Refer to Instructions for Completing Position Description Form.]
	Individual’s Name/Office/Position
	Purpose/Nature
	Frequency

	
	
	


[This section is protected and Spell check is inactive.  Use tab key to move through the fields.]
V. REQUIREMENTS OF THE POSITION:
A. If applicable list education, experience, certificates or licenses required.


B. List additional skills, knowledge, and abilities required for this position and tell why it is required.  Relate this requirement to the major responsibilities. 


C. List machines, computer programs, tools, equipment and motor vehicles used in the performance of duties. 


VI. SPECIAL WORKING CONDITIONS Include such things as work environment if outdoors, hot or cold temperatures, uneven ground, noisy, hazardous materials, works in groups or in isolation, shift work, flexible hours, etc. 


VII. PERSONAL PROTECTIVE EQUIPMENT REQUIRED (e.g., safety glasses, steel toed shoes, respirator, etc.) 


VIII. CURRENT ORGANIZATIONAL CHART  Describe any changes to the structure of the organization within which this position functions. 


IX.
PHYSICAL REQUIREMENTS FORM

New and Attached  FORMCHECKBOX 


Updated and Attached  FORMCHECKBOX 


No changes, refer to form currently in personnel file  FORMCHECKBOX 

SIGNATURES: Signature indicates Position Description is an accurate and correct statement of duties and responsibilities assigned to the position.

____________________________________________
______________________________
Incumbent






Date

____________________________________________
______________________________

Supervisor






Date

____________________________________________
______________________________

Appropriate Administrator




Date

	Attachment:
Organizational Chart
	

	
Physical Requirements Form
	

	Distribution of Signed Copies:

Staff Human Resources for incumbent’s personnel file – Original
	

	
	

	Incumbent - Copy
	
	

	Supervisor - Copy
	

	Others as determined by department – Copy
	


Refer to Position Description Instructions at the link
2 of 4
http://www.csuchico.edu/hr/staffhumanresources.shtml.
STHR-Position Description/110106
1 of 4
STHR-PositionDescription/012907

