MONMOUTH UNIVERSITY

Office of Human Resources
	JOB DESCRIPTION WORKSHEET




	Job Position Title:
	 FORMTEXT 

     

 ASK  \* MERGEFORMAT 


	Department:
	     
	Replacement:
	     
	New Position:
	     

	Immediate Supervisor:
	     

	Part time:
	   
	Full Time:
	   
	Classification:
	    
	Exempt:
	   
	Non-Exempt:
	    

	Hours per day:
	     
	Per Week:
	     
	Number of Months:
	    
	Weeks Per Year:
	    


___________________________________________________________________________________

Regular duties ( Identify essential job functions and tasks.  An essential function is one that must be performed.  Focus on what must be performed, not how.  Be specific, use action verbs to describe what tasks must be performed and how frequently.  List duties in order of responsibilities.  Describe types of machines used to perform these tasks.

	     


Occasional duties ( Identify tasks and functions that are performed occasionally.  List in order of importance.  Be specific.  Describe types of machines used to perform these tasks.

	     


Supervision ( List position titles of employees supervised by this position.

	     


Interaction ( Describe the type and frequency of interaction with the following people:

	Students:
	     

	University Personnel:
	     

	General Public:
	     



Identify and list minimum special skills required to perform the functions of this position.  Be specific as to type of degree, discipline, licenses, certifications, and other training necessary to perform the essential functions of this position.

	     


Identify and list the minimum special skills required to perform the functions of this position.  Be specific.  Level of skill required should relate directly to the performance of essential tasks.

	     


Identify the types of experience required to perform essential functions of this position.  Be specific as to the kinds of experience and the minimum length of time in previous positions that is required.  Experience required must correspond with what is necessary to perform the essential functions.
	     


Additional descriptive information may be attached.
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	Dept. Head approval:
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