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The University of Vermont
POSITION DESCRIPTION FORM
(Use for drafting Position Description only)
POSITION INFORMATION
	
	

	Submit position description information directly on PeopleAdmin for all position actions for classified staff.


	Position Number:
	

	Classification Title:   (Link to Job Standards)
	

	Business Title:
	

	Department:
	

	Supervisor Name:

	

	Supervisor Position Number:
	

	Name of Employee in Position:
	

	For HR Use Only:

	Date Received:  
	

	FLSA:
	

	Analyst:
	

	Comments: 




POSITION DESCRIPTION 
	BASIC FUNCTION:  Briefly describe the position’s purpose and main function.

	


	ESSENTIAL FUNCTIONS:  Describe each major function and indicate the percentage of effort each function represents (maximum 25% for each) to total 100%.
	


	ADMINISTRATIVE SUPERVISION:  Include number of exempt/non-exempt employees administratively supervised- (authority for all personnel actions, hire, fire performance appraisal, set salary, corrective discipline).
	

	FUNCTIONAL SUPERVISION:  Include number of exempt/non-exempt employees functionally supervised- (assign/review work, participate in interviews, input on performance appraisals).
	

	PHYSICAL DEMANDS & WORK CONDITIONS: Does this job involve significant physical demands such as lifting, carrying, standing, climbing, crawling/kneeling, repetitive motions and/or exposure to unusual working conditions (confined space, animals, heights, infectious diseases, danger, or exposure to inclement weather)?

	

	MARGINAL FUNCTIONS:
	


	MINIMUM QUALIFICATIONS:  Describe the minimum job requirements: formal education/training and years of experience, certificates, licenses and knowledge, skills, and abilities. 


	



