PERSONNEL POLICIES AND PROCEDURES 

OREGON MILITARY DEPARTMENT              

AGP POLICY 99.100.01


Subject: 

Position Descriptions  

Applicability:  
All State Employees (excludes temporary employees)

Effective Date: 
1 August 2008 (revised)

I.   PURPOSE: To provide direction and guidance for supervisors to ensure employee position descriptions are properly completed and maintained.

II.  GENERAL POLICY: It is the policy of the Oregon Military Department that every employee shall have a current position description and the classification chosen that best depicts the work being performed.

III.  DEFINITIONS:
A.
Fair Labor Standards Act (FLSA): The federal law that sets minimum wage, overtime, recordkeeping, and child labor requirements.

B.
Position Description (PD): The primary state document which describes for each position, its duties, responsibilities and authorities assigned by management, and identifies the essential functions of the job.

C. Organizational Chart: Chart that clearly demonstrates the 

reporting relationships in the work unit where the position functions.

IV. STANDARDS:

1. Each employee shall have a complete State of Oregon Position Description form with duties, responsibilities, authorities, special job requirements, and working conditions expressed in a clear and concise manner.  

2. A current organizational chart showing each position in the work unit including the employee’s name, position number, classification title and number shall be attached to the Position Description.

3. Each employee’s Position Description shall be reviewed and updated if needed every year or when significant changes to the position information or duties, responsibilities, and authorities occur, whichever comes first.

V.   RESPONSIBILITIES:

A.  
Director of State Personnel:

1.
Manages the implementation of this policy to ensure each employee’s personnel file contains an up to date current position description.
2.
Ensures all position descriptions are reviewed and properly allocated to the classification that best depicts the work described in the position description. 

1. 3.  Determines whether the employee is exempt or non-exempt in accordance with the Fair Labor Standards Act.  

B.
State Financial Administration Office (AGC): Requires all new positions requested in the Budget or Emergency Board actions to be reviewed by the State Personnel Office (AGP) for position allocation prior to submittal.

C.
Supervisor:

2. Issues a position description at time of hire; thereafter reviews the position description with the employee at least annually to ensure no significant changes in duties, responsibilities, and authorities have occurred.

3. Revises the position description whenever duties or responsibilities of the job change significantly or there are changes to the position number, geographic location, employee’s name, etc.  Otherwise, updates the position description every five (5) years.

4. Recommends whether the employee is exempt or non-exempt in accordance with the Fair Labor Standards Act.  

5. Identifies and incorporates special working conditions or requirements for work performed into the appropriate section of the position description.

6. Solicits input from the employee to ensure all sections of the PD clearly describe the employee’s duties and responsibilities and forwards the signed form to AGP.

7. Submits to AGP a written request attached to the PD when 

wanting a review for proper position allocation.

8. Consults with the personnel or finance offices when planning  

to reorganize the work unit(s) or significantly change an employee’s duties, responsibilities and authorities prior to the changes occurring.

D.
Employee:

1. Collaborates with supervisor to clearly articulate duties and responsibilities described in the position description.

2. Reads and understands the requirements for the job as outlined on the position description.  Signs the Position Description when in agreement.

Official:


RAYMOND F. REES

Major General


The Adjutant General
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