
POSITION DESCRIPTION

POSITION TITLE:


REPORTS TO:



PRIMARY FUNCTION: 
 (Brief paragraph outlining position, why this position exists)
AREAS OF RESPONSIBILITY:


1. 
5 – 10 main regularly performed duties of the position.

2.

3.

4.
 

5.


6.

SUPERVISORY RESPONSIBILITIES: 
Short paragraph describing any supervisory responsibilities. 

CONTACTS:
Sentence describing who the main contacts are for this position (internally and/or externally). 

EDUCATION: 
Essential:
Minimum level of education required. “or, an equivalent combination of education an experience sufficient perform the essential functions of the position.”


Desirable:
Preferred level of education or field of study. 

EXPERIENCE:
Essential:
Minimum level of experience required.


Desirable:
Preferred level of experience or specific experience. 

KNOWLEDGE, SKILLS, ABILITIES: Basic skills needed for the job 
Knowledge – specific types of information people need in order to perform a job.

Skills – Proficiencies needed to perform a task. Usually enhanced through practice. 

Abilities – Relatively enduring and stable attributes. May include personal characteristics, personality factors, or capacities (ability to deal with pressure situations).

PREREQUISITE(S):
(i.e. Physical, Background Check, Driver’s License background check)
PHYSICAL DEMANDS:
The physical nature of the work (i.e. Sitting, standing, lifting, bending, reaching, etc.) 

WORKING ENVIRONMENT:
Environment in which the job is performed, especially unique conditions outside a normal office environment. 
WORK SCHEDULE:
FTE:
(Full-time Equivalent): 



Term:
(if less than 12 months annually)



Shift: 
(if applicable)

APPROVAL:                                                
The person who is responsible for generating the Job Description.
DATE:




The date the job description was written.

This form can be found online at 

www.stolaf.edu/services/hr/Job_Descriptions/Dept_Pages/index.html

