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[bookmark: _GoBack]Instructions:  First complete the Needs Assessment Matrix. Then, use these templates below to create your job descriptions. You must submit all documents by the deadline.

Job Description for Job 1 of 2

Name of Job Description Designer:  (Enter Student's Name Here)

	Administrative Information

	Job Title:  
	
	Date:  
	

	Department:
	
	Position Reports to:  
	

	FLSA Classification:  
	

	Full-Time or Part-Time Position:
	



	Job Information

	1. Primary Purpose: Briefly state the purpose of the job in 2-4 sentences.

	

	2. Primary Duties and Responsibilities: In bullet format, list primary duties and responsibilities of the job using present tense action verbs, in order of importance and with percentage of time spent on each duty / responsibility. If this is a management level position, include supervisory and budget responsibilities. 

	

	

	3. Required Education & Certifications: List required education level or certifications.


	4. Preferred Education & Certifications: List preferred education level or certifications.


	5. Required Experience & Skills: List required experience and skills.


	6. Preferred Experience & Skills: List preferred experience and skills.


	7. Background Check Requirements: List all background check requirements for this position.


	8. Employment Screening Requirements: List all pre-employment skills testing associated with this position.


	9. Working Conditions: List type of work environment (Office or Home), percentage of travel time required or any other relevant working or safety conditions.

	






Job Description for Job 2 of 2

Name of Job Description Designer:  (Enter Student's Name Here)

	Administrative Information

	Job Title:  
	
	Date:  
	

	Department:
	
	Position Reports to:  
	

	FLSA Classification:  
	

	Full-Time or Part-Time Position:
	



	Job Information

	1. Primary Purpose: Briefly state the purpose of the job in 2-4 sentences.

	

	2. Primary Duties and Responsibilities: In bullet format, list primary duties and responsibilities of the job using present tense action verbs, in order of importance and with percentage of time spent on each duty / responsibility. If this is a management level position, include supervisory and budget responsibilities. 

	

	

	3. Required Education & Certifications: List required education level or certifications.


	4. Preferred Education & Certifications: List preferred education level or certifications.


	5. Required Experience & Skills: List required experience and skills.


	6. Preferred Experience & Skills: List preferred experience and skills.


	7. Background Check Requirements: List all background check requirements for this position.


	8. Employment Screening Requirements: List all pre-employment skills testing associated with this position.


	9. Working Conditions: List type of work environment (Office or Home), percentage of travel time required or any other relevant working or safety conditions.
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