Job Description and Classification Form

	Position Title      

	 FORMCHECKBOX 
 Undergraduate Position 
 FORMCHECKBOX 
 Graduate Position
	Department Recommended Job Category: FORMDROPDOWN 


	Department/College or School: 

     
	Reports to:

     

	Essential Functions: (Use as much space as necessary)

     

	Knowledge/Skills Required: (Use as much space as necessary)
     

	Physical, Emotional and Intellectual Demands: (Use as much space as necessary)

     

	Hours per week:     

	Check the option that best describes the general requirements of the position.

	Knowledge/Skills required.

 FORMCHECKBOX 

Basic (e.g., knowledge of MS Word, CPR Certification.)
 FORMCHECKBOX 

Advanced (e.g., specific academic coursework, AED Certification, Lifeguard Certification, previous work experience.)

 FORMCHECKBOX 

Highly Technical (e.g., specific academic coursework and GPA standards, demonstrated proficiency, previous work experience required.)

	Complexity of work tasks.

 FORMCHECKBOX 

Work consists of repetitive and routine tasks; processes follow standard policies and procedures.

 FORMCHECKBOX 

Moderately complex procedures and tasks. Some independent judgment is required to select and apply the most appropriate of available resources. Exercises some discretion in decision-making.

 FORMCHECKBOX 

Work is substantially complex and varied and requires the selection and application of technical and detailed guidelines. Judgment is required to identify, select and apply the most appropriate of available guidelines and procedures as well as interpret precedents. Exercises discretion in decision-making.

	Supervision of work.

 FORMCHECKBOX 

Works under supervision. (i.e., student is given task and routinely works with direct supervision.)

 FORMCHECKBOX 

Works somewhat independently. (i.e., prioritizes and completes tasks utilizing independent decision making skills based on established policies; receiving occasional supervision.)

 FORMCHECKBOX 

No direct, on-site supervision. (i.e., student routinely completes tasks without direct supervision)

	Scope of work's contact/impact.

 FORMCHECKBOX 

Contact and impact of work within the department.

 FORMCHECKBOX 

Contact and impact of work routinely extends to the university.

 FORMCHECKBOX 

Contact and impact of work routinely extends to the university and public.

	Routinely supervises/directs the work of others. Facilitates learning outside the classroom.

 FORMCHECKBOX 

No

 FORMCHECKBOX 

Yes
	Works with confidential information such as student academic records, financial information and health records.

 FORMCHECKBOX 

No

 FORMCHECKBOX 

Occasionally

 FORMCHECKBOX 

Consistently

	Department Head Signature: ___________________________________________

	Office Use Only

	Approved Student Position Classification

Job Number: __________________  (The Job Number must be entered on the timecard in the "Type of Work" field.)

Job Classification: ________________
Beginning Wage: _________________








This form must be printed for department signature, then forwarded to Debra Wiley in Human Resources.


