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Job Title:
	Summary

	Position summary…

Include a brief overview of the organization. Summarize the major responsibilities of the position.


	Duties & Responsibilities

	Essential and primary functions. This can be completed in narrative or bullet points.

· List functions in order of either significance or portion of work time spent

· In identifying “essential functions” consider these criteria:

   -Portion of time spent performing the function


   -Purpose for very existence of the job


   -Special expertise required to perform the function

                -Begin each activity with an action verb


	Minor/Secondary Functions

	 Job activities that are not essential to the position but that will be required on a regular basis. In general, these functions should not account for more than 20% of the overall job responsibilities.


	Qualifications

	Minimum education, experience, and skill-level for this position

· Knowledge, Skills & Abilities

· Prior Experience

· Education & Training

· Safety Qualification(s)

· Any particular certifications and/or skills required (ex. Valid driver’s license, proficiency in a second language)


	Conditions of Work/Work Environment

	Use this section of the job description to identify any unusual circumstances that are expected of the position. For example: 

· Extended periods of time outside in all weather conditions; 

· Position requires the ability to lift X pounds; 

· Must be comfortable bending, climbing, etc.; 

· Must be able to work in a busy retail environment; 

· Ability to work without direct supervision


	Benefits

	A flexible benefit program allows employees to choose benefits that fit their lifestyle. This should be a general overview, not a concrete list.


	Supervisory Structure

	Direct supervisor for this position. 


	Notes:
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