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This Position Description brochure is designed to show you, the District 19 Community Services Board employee, how to write a Position Description (PD) that describes your job well.

Why A Position Description?
Position Descriptions are used for a number of personnel decisions.  Jobs are compared to one another to decide their classification.  Their classification is an element in deciding how much they pay.  To serve these needs, your PD must be current and accurate and it must be consistent with the goals and objectives of your organizational unit.

The Position Description Form
This format will provide consistency in developing new Position Descriptions.  The new form is available at the Human Resources office.  Samples of completed position descriptions in this new format are provided in the back of this brochure.  It may be helpful for you to review these samples as you read the instruc​tions on how to complete the Position Description form.

Who Completes The PD Form?
You, the employee, do.  Your supervisor and higher levels of supervision will collaborate in providing guidance.  This should be a cooperative effort. 

The position description is usually most accurate when it is completed by you personally because you can best describe the duties you perform.  Your supervisor may provide you with guid​ance and must agree with your description of the work in order for the form to be valid.  If you and your supervisor disagree on the work performed in the job, it is your supervisor's responsi​bility to state the job, tasks and duties.

Human Resources may also provide you with assistance in organizing  the job information so that the important factors of your posi​tion can be determined from your Position Description.  Necessary factors are the degree of supervision you receive and the com​plexi​ty and scope of your position.

How is The Position Description Written?
The Position Description (ADMINPERS #04) should be written in your own words n it should not be written in technical "classification lan​guage."  Basically your Position Description should be a collec​tion of the tasks that add up to your total work assignment.  It should describe all the work activities that you perform in your job.  The tools and equipment you use should be mentioned.  Also include the decisions you make in performing your job.  A key point to remember is a current job description will provide you with most of the information you need to complete this form.

Completing The Position Description Form
The next part of this brochure provides information on completing each section of the Position Description form.  It is organized to follow the numbering sequence of this form. 


PART I:  ORGANIZATIONAL INFORMATION
Part I is completed for  you.

In this section you are requested to verify the information and any inaccuracies should be noted.  

In Item 5, you should state your "working title" if this title is different from your "official title."  Often, employees use or are given working title for use within the agency.  This is a common practice.  

PART II:  POSITION INFORMATION
Part II is also to be completed by you, the employee.  The items in Part II are the most important items of your Position Description, as they provide information on your position's duties in your own words.  No one has a better insight into your position than you.  Again, if you have questions on completing your Position Description, please contact your supervisor and then your Human Resources office for assistance.  

Item 9 C Objective

Item 9 asks you to state the chief objective of your position.  This statement should be no more than two to three sentences.  It should state why it is important that you perform the tasks and duties that make up your job.  In writing Item 9, it may help you to think of this statement as a defini​tion of your position, or perhaps the essential aspect of your job.  This will help others understand the more detailed informa​tion that you will provide in the rest of the Position Descrip​tion.

For example, the objective of a Child Welfare Supervisor may be:

To orientate new case workers located in local courts, detention homes, and children's institu​tions by planning and teaching classes and semi​nars on social casework principles.  

A Clerk Typist may state an objective:

To support family clinic functions by updating and maintaining public health manuals and records, typing data on charts, referring patients to prop​er health services and performing receptionist duties.  

These examples of a position's main objective were used be​cause:

1.
They are brief C they are no more than three sentenc​es each.

2.
They are descriptive C they state the main tasks and duties of the position without giving detailed infor​ma​tion.  

3.
They give the reader an overview of what to expect in the more detailed listing of tasks.

4.
They state the main purpose for why the position exists.  

When you have completed your objective statement, ask your​self the following questions:

1.
Does this statement truly define the purpose of my position?

2.
Can I improve the statement, or make it clearer?  

3.
Have I stated the chief responsibility of my position without providing a lot of detail?

4.
Will the reader grasp the objective of my job?

When you feel comfortable with the objective statement and feel you can answer "yes" to these questions, continue to Item 10.

Item 10 C Tasks and Duties
In this section, you are to identify the tasks and duties that you perform in your job.  These statements of tasks and duties tell what you do in your job.  

Before starting to write the tasks and duties of your posi​tion, think about all the tasks and duties that your position requires of you.  Read the instruction for Item 10 on the Posi​tion Description form.  Take a separate sheet of paper and write down your ideas.  

After you have completed this, arrange these tasks in order of the most important task first and finish with the least impor​tant task of your position.  This exercise will help you organize your thoughts as to all of the tasks, duties, and functions that you perform.  It will also save you time, as this is the format in which you will write these tasks on the Position Description form.  When you finish listing these tasks, decide the percent that each task requires of your total working time.  Be sure these percent​ag​es total 100%.  

Writing all the tasks and duties of your position is a hard assignment.  Outlined below are some guidelines that should enable you to complete Item 10.

1.
Use action verbs to start each task state​ment, such as compiles, enters, to​tals, balances, writes, answers, tele​phones, or interviews.  Avoid non-de​scriptive verbs such as prepares, con​ducts, coordinates, processes, or assists C these verbs tend to misinform the read​er and do not tell the reader what you are really doing in your job.  

2.
Use task statements to explain:  What is done?  What actions are you performing?  To what or to whom?  What is the purpose of this task?  How?  What references, resourc​es, tools, equipment, or work aids are you using?  Do you write reports?  Do you train and supervise employees?  Do you operate any equipment or machinery?

3.
Try to group closely related tasks to​geth​er.  This grouping of tasks will help you more clearly define and explain to the rea​der what you are responsible for in your position.

4.
It is important to include all of the tasks and duties of your position, but do not write a "motion analysis."  In other words, do not write "sits in chair, pulls open drawer, takes out a pen from desk, begins to write."

Listed on page 6 are some examples of "good" and "poor" task statements.  These examples will give you a better understand​ing of how you should write your tasks and duties.  

Another example for you to review in writing your tasks and duties is provided below.  This example represents the proper sentence structure in writing your task statement.

	
Action


Verb



Analyzes
	
	
Object


of


Verb

Job descriptions of similar positions
	
	
Purpose or


Product


of Action

In order to allocate

positions to classes
	
	
Tools, Aids,


Resources, or


References


Used

Using classification factors, organization charts, and class spe​cifications

	
	
	
	
	
	
	



EXAMPLES OF GOOD AND POOR TASKS STATEMENTS

	
Poor
Ensures that all daily cash is ac​counted for.
	
	
Good
Balances cash in register by compar​ing it with the total on the regis​ter tape, locating and correcting errors, in order to account for all cash receipts; writes totals on cash re​port for store-wide reconciliation by head cashier.

	
	
	

	Trains subordinate employees.
	
	Instructs employees under su​pervi​sion in the agency's poli​cies, of​fice procedures, appli​cable state and federal laws, and XYZ report prepara​tion in order to facilitate adequate or improved job perfor​mance.  This is done by distributing XYZ reading materials, scheduling work assign​ments, and leading staff meetings.

	
	
	

	Maintain grounds and landscape ar​eas.
	
	Mows lawn with power mower and hand mowers.  Rakes and weeds ground.  Trims trees from ground and from ladder, using power saws.  Lubri​cates mowers.

	
	
	

	Do general kitchen work.
	
	Cleans and cuts fruits and veg​eta​bles.  Makes salad dress​ings.  Serves at steam table.  Washes pots and dishes and stores utensils and food.  Once or twice a month, bakes cookies and tarts.

	
	
	

	I administer all nutritional pro​grams in the district.
	
	Plans and schedules field vis​its for nutritionists within the district, reviews individu​al nutrition plans for adequacy and for conformance with pro​gram guidelines, maintains ac​tivi​ty and statistical records, and meets with other health adminis​tra​tors within the dis​trict to help coordi​nate ser​vices.

	
	
	

	Our unit is responsible for keeping all purchasing records.
	
	Compares invoices with purchase or​ders.  Reviews requisitions submit​ted by different depart​ments for accura​cy, and then gives them to Purchasing Agent for O.K.

	
	
	


Item 11 C Supervision and Guidance
Item 11 asks you to state what work actions and/or decisions you make without first getting your supervisor's approval.

Most positions require the person in the job to make certain decisions and perform certain actions without first asking the supervisor.  This decision making is an important element in the evaluation of your job.  In answering this question, consider the following examples:

1.
If you are a Health Educator, you may schedule meet​ings and seminars.

2.
If you are a Clerk Typist, you may edit a memorandum that was drafted by your supervisor, in order to make it more grammatically correct.

3.
If you are a Clerk, you may set up your own filing procedures and reorganize your section's files.

4.
If you are an Engineering Drafter, you may correct or change a blueprint prior to supervisory approval.

You may also want to list any procedural manuals, State laws, and/or standards that you use as guides in your work.

Item 12 C Contacts
In many positions, contact with other people is a necessary part of the job.  Item 12 requests that you list any contacts you have with either individuals or organizations.  Also state the purpose of these contacts, how often they occur (daily, weekly, monthly, etc.), and whether they are inside or outside D19 CSB.

PART III:  SUPERVISOR'S SECTION
Part III on page 4 of the position description form is to be completed by the supervisor of the position described in the form.  The supervisor is asked to review the employee's state​ments to determine if they are accurate and complete.  If you, the supervi​sor, disagree with the employee's description of the job, you should discuss the job with the employee to make sure the employee knows what you expect him or her to do.  If neces​sary, a new Position Description form should be completed to accurately describe the job as delegated to the employee.

Item 13 C Most Important Service or Product
Item 13 asks you to state the most important service or product that you expect from the employee in the position described in the form.  This statement helps all parties to understand your view of the position.

Item 14 C Similar Positions
Item 14 requests you to list the Budget Numbers of other employees who report to you who perform the same tasks and duties as the employee in the position.  This list will be helpful to you in setting performance standards for similar positions during the Performance Appraisal process.  If you need more space, attach a separate sheet of paper.

Item 15 C Entry Requirements
Item 15 asks for information on the knowledge, skills, and abilities that an employee must possess on the first day of the job.  This information will be used in recruiting for new employees and must comply with recruitment and selection guidelines.  There are four sections to Item 15.

!
A C Knowledge, Skills, and Abilities C State the knowl​edge, skills and abilities that a new employee must bring to the position.  Please note the following definitions:

C Knowledge C Facts, information, procedures that are essential for a job.  

C Skills C Skills are observable, quantifiable, and measurable actions that would be necessary to perform a specific job.  Technical skills are specific for a job and determine what is done on the job.  

C Abilities C Typically these are mental processes, character​istics, or qualities that would be necessary to perform a specific job.  Ability to work in your particular work environ​ment or to perform under certain conditions should be consid​ered.  

Further explanation of each of these may be found in Chapter III, Personnel Policies and Procedures Manual.

!
B C Special Licenses, Registration, or Certification C Identify occupational certifications or licenses, if any, that an applicant must hold in order to comply with the law.

!
C C Education or Training C State the educational background in terms of the area of study that would provide the knowl​edge required for entry into the position.

!
D C Experience C State the level and type of experience an applicant should have to be qualified to fill the position.  For example, journey level carpentry with experience in remod​eling interiors, or supervisory experience in a func​tion performing a service for the public.

PART IV C SIGNATURE LINES
Item 16 C Signatures
Please review what you, the employee and supervisor, have stated in the previous items.  Upon completion, sign your name and enter the date.  

If the employee's position changes significantly, the Position Description will need to be revised.  Such changes can come from reorganizations, new laws, new work programs, or additional duties that have been assumed in the job.  The Posi​tion Description should also be reviewed before the time of the yearly performance apprais​al to ensure that it reflects a com​plete picture of the job.

Item 17 C Organization Chart
Attach an organization chart showing the location of the position described in the Position Description form.  The organi​za​tion chart should include the title of the unit and the date.

POSITION DESCRIPTION SAMPLES
The following pages provide examples of completed Position Description forms for two different jobs:

C Public Health Nurse
C Clerk
These samples are not real positions, but do provide exam​ples of the types of information needed on the Position Description form.

D19 COMMUNITY SERVICES BOARD

POSITION DESCRIPTION FORM

INSTRUCTIONS:  This position description is an important document for determining the appropriate classification, pay range and performance standards for a position.  Part I should be verified by employee and any inaccuracies so noted.  Part II should be completed by the employee in the position; your immediate supervisor and Disability/ Division  Director will offer collaborative assistance in providing input in the completion of the document.  The completed form needs to also be reviewed by the Human Resource Director and Executive Director and a copy of it is to be maintained in your personnel file.  Part III is to be filled out by the immediate supervisor.  Please be sure that the information on this form is accurate and complete.
PART I:  ORGANIZATION INFORMATION

	1. Name (last, first, middle):

Black, Sandy W.

	2. Date:
January, 1997


	3. Position Title:
Public Health Nurse
	4. Budget Number:
S007

	5. Working Title:

	6. Title & Budget # of Immediate Supervisor:
Super Nurse 007A

	7. FLSA Status:

Exempt
	8. Location:
20 W. Bank Street, Petersburg


PART II:  POSITION INFORMATION

	9.  State the chief objective of this position in a brief statement:
To ensure that employees are in good health by providing public health services.


	10.
Prior to filling out the next section, think about the essential functions (tasks and duties) that are performed in this job.  Consider the time spent on these essential functions, how important they are to achieving the objective of the position, and the processes or ways in which these essential functions are performed.  After considering these aspects of the position, list the essential functions that are performed in the function on page 2 of this form utilizing the following structure:

- State the most important essential function of the position first and finish with the least important one.

- Calculate the percent that each essential function requires of the position's total working time.  Be sure these percentages total 100%.

- Include all essential functions that are performed in this position except those that require 2% or less of the position work time unless they are deemed very important.


10. Continued


	Percent of

Total Working

Time
	
Work Tasks and Duties

	
25%


25%


15%


20%


5%


5%


5%

________


100%


	Evaluates employees= or potential employees= physical condition by taking medical histories, examining the employee using diagnostic tools, such as stethoscope and otoscope and interpreting the results of the laboratory tests.

Treats work related injuries, in order to reduce absenteeism by administering medication and vaccines under clinical guidance of physician.

Plans and reviews clinical services in order to improve services by meeting routinely with staff to discuss existing services.

Reviews accident reports to identify health and safety hazards by analyzing cause of accident and recommending to management how to eliminate the hazards.

Develops programs to educate employees by planning and teaching health related classes using self-prepared or programmed lesson plans, films and other audit-visual materials.

Orders supplies in order to maintain an adequate inventory by completing a requisition form and sending it to the planning or supply room.

Answers requests for medical status of employees from insurance companies or Human Resources staff by discussing results of examination and current medical status over the telephone or by completing medical questionnaire.

(Add additional pages if necessary)


	11.  What work actions and/or decisions do you make without prior approval?  To what extent do you receive advice and guidance from your supervisor?   State examples of the type of supervisory advice and guidance that you receive as well as actions or decisions you make without prior approval.

I decide how to treat minor injuries - giving first aid.  I determine if a laboratory test is within acceptable limits.  I plan educational programs.



	12.  List and explain the contacts you have, if any, both within and outside the Community Services Board, as a              routine function of your work.  Do not list contacts with supervisors, co-workers, and subordinates.



	
Persons or Organizations
	
Purpose
	
How Often
	
Inside/Outside           CSB

	Employees

Insurance Companies

Benefits Staff


	Performs physicals, treat injuries and

obtain information on the workplace.

Provide medical claim information.

Provide information for worker=s compensation claims.
	Daily


Weekly


Monthly
	
Inside


Outside


Inside

	(Additional comments by employee)




	PART III:  TO BE COMPLETED BY THE SUPERVISOR

13.  What is the most important service or product you expect of the position described in this questionnaire?  Explain.

Contact with and treatment of employees.




	

	14.  List the class titles and budget numbers of other employees under your direct supervision that have the same duties and responsibilities as this position:

	

	
Position Title


Public Health Nurse


Public Health Nurse

	
Budget #


1111


2222


	15.  List what you consider to be the entry level qualifications for this position in terms of:

A.
What knowledge, skills and abilities should a new employee bring to in this position?

Ability to obtain personal information from people and to determine if they are being truthful.  Knowledge of nursing services in the employment setting.

B.
Special licenses, registration or certification:

RN

C.
Education or training (cite major area of study):

Nursing

D.
Level and type of previous work experience:

Experience in providing nursing services to a wide variety of people.

*Any equivalent combination of training and experience will be considered in lieu of educational requirements, unless completed level of education, licensure, and certifications are a legitimate business necessity.

	

	PART IV:  SIGNATURE LINES:

	

	16.  We understand the above statements, and they are complete to the best of our knowledge.

_______________________________________________
______________________________________________

Employee's Signature/Date
Disability/ Division 's Director/Date

_______________________________________________
______________________________________________

Supervisor's Signature/Date
Human Resources Director's Review/Date

______________________________________________
______________________________________________

Next Level of Review/Date
Executive Director's Review/Date

    

	

	17.  Attach an organization chart showing this employee's position within your organization unit.





D19 COMMUNITY SERVICES BOARD 


POSITION DESCRIPTION FORM

INSTRUCTIONS:  This position description is an important document for determining the appropriate classification, pay range and performance standards for a position.  Part I should be verified by employee and any inaccuracies so noted.  Part II should be completed by the employee in the position; your immediate supervisor and Disability/ Division  Director will offer collaborative assistance in providing input in the completion of the document.  The completed form needs to also be reviewed by the Human Resource Director and Executive Director and a copy of it is to be maintained in your personnel file.  Part III is to be filled out by the immediate supervisor.  Please be sure that the information on this form is accurate and complete.

PART I:  ORGANIZATION INFORMATION

	1. Name (last, first, middle):
White, Scott
	2. Date:
January, 1997



	3. Position Title:
Clerk
	4. Budget Number:
S008

	5. Working Title:

	6. Title & Budget # of Immediate Supervisor:
Super Nurse S008A

	7. FLSA Status:

Non-Exempt
	8. Location:
20 W. Bank Street, Petersburg


PART II:  POSITION INFORMATION

	9.  State the chief objective of this position in a brief statement:
To keep accurate files and records that are necessary for the counselors to use in providing services to problem youth.


	10.
Prior to filling out the next section, think about the essential functions (tasks and duties) that are performed in this job.  Consider the time spent on these essential functions, how important they are to achieving the objective of the position, and the processes or ways in which these essential functions are performed.  After considering these aspects of the position, list the essential functions that are performed in the function on page 2 of this form utilizing the following structure:

- State the most important essential function of the position first and finish with the least important one.

- Calculate the percent that each essential function requires of the position's total working time.  Be sure these percentages total 100%.

- Include all essential functions that are performed in this position except those that require 2% or less of the position work time unless they are deemed very important.


10. Continued


	Percent of

Total Working

Time
	
Work Tasks and Duties


	
35%


25%


15%


10%


5%


5%


5%


______


100%


	Maintains a filing system of the records of problem youth by assigning codes to the documents to be filed by using an established numerical coding system..

Posts statistical data to individual records in the file for purpose of compiling a total cost per case by using the cost data transferred from travel records, cash receipt reports and examination costs.

Summarizes information for supervisor on the status of the case by researching files and developing an outline of documented actions.

Types all letters, reports and tables for the unit from rough draft or dictating equipment.

Responds to inquiries from corrections officers by answering their questions about the documentation of the files and explaining filing procedures.

Directs visitors to appropriate service area by greeting the visitor and determining the nature of the visitor=s business.

Distributes mail to appropriate people by receiving, sorting, recording item and date, stamping date received and placing the mail in the officer=s box.

(Add additional pages if necessary)



	11.  What work actions and/or decisions do you make without prior approval?  To what extent do you receive advice and guidance from your supervisor?   State examples of the type of supervisory advice and guidance that you receive as well as actions or decisions you make without prior approval.

I post all the information independently.  If I see a problem, I=ll tell my supervisor.



	12.  List and explain the contacts you have, if any, both within and outside the Community Services Board, as a              routine function of your work.  Do not list contacts with supervisors, co-workers, and subordinates.



	
Persons or Organizations
	
Purpose
	
How Often
	
Inside/Outside           CSB

	Law Clerks and Correction Offi​cers

General Public


	Provide information on corrections cases

Direct them to the right people


	Daily


Daily



	
Inside


Outside



	(Additional comments by employee)




PART III:  TO BE COMPLETED BY THE SUPERVISOR

	13.  What is the most important service or product you expect of the position described in this questionnaire?  Explain.

Meticulous entry of case information into the files with the correct coding.



	

	14.  List the class titles and budget numbers of other employees under your direct supervision that have the same duties and responsibilities as this position:

	

	
Position Title


Clerk


	
Budget #





	15.  List what you consider to be the entry level qualifications for this position in terms of:

A.
What knowledge, skills and abilities should a new employee bring to in this position?

Ability to understand a coding structure and apply it consistently.

Ability to compile information into reports.

Ability to work with people.

Skill in operating a typewriter and calculator.

B.
Special licenses, registration or certification:

C.
Education or training (cite major area of study):

D.
Level and type of previous work experience:

Clerical experience in maintaining a system requiring coding.

*Any equivalent combination of training and experience will be considered in lieu of educational requirements, unless completed level of education, licensure, and certifications are a legitimate business necessity.

	

	PART IV:  SIGNATURE LINES:



	

	16.  We understand the above statements, and they are complete to the best of our knowledge.

     _______________________________________________
______________________________________________

     Employee's Signature/Date
Disability/ Division 's Director/Date

     _______________________________________________
______________________________________________

     Supervisor's Signature/Date
Human Resources Director's Review/Date

     ______________________________________________
______________________________________________

     Next Level of Review/Date
Executive Director's Review/Date



	

	17.  Attach an organization chart showing this employee's position within your organization unit.

	


C - 1

