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Title:  XXXXXXX

Position #: #######
Department:  XXXXXXX
FLSA: XXXXXXX
Reports to:  XXXXXXX
Date: #######
Position Purpose

Insert purpose here, which should include 2-7 sentences summarizing the work and purpose. Do not include advertisement text or department/college informational language here.
Key Accountabilities

Indicate the position’s top 5-10 key accountabilities and indicate percentage of time on average for each (a key accountability includes an action, object and an outcome). Tasks should not be included in the position description. A task is a subcomponent of a key accountability. An accountability which requires less than 5% time should generally be allocated to “other duties as required”. All accountabilities, including other, should total up to but not more than 100%. Do not include subheadings.
· Insert key accountability here – with % of time.

· Example of key accountability: Analyzes data in order to assess program effectiveness and provide recommendations to leadership. – 30%
· Example of task, not to be included on the position description:  Formats data into spreadsheets.
Performs other duties as required.
Minimum Qualifications
Indicate the position’s required experience, education, skills, knowledge, and ability here. These should be the minimum requirements to perform the work adequately.
· Insert requirement here.
· Example: Associate’s Degree and two years relevant work experience or the equivalent combination of education and experience
Preferred Qualifications

Indicate preferred experience, education, skills, knowledge, and ability here. These should be “desirables”, but not necessary to perform the work at the time of hire.
· Insert preferred qualifications here.
· Example: Bachelor’s degree.
