POSITION DESCRIPTION INSTRUCTIONS
General Instructions
It is important to complete all sections of the form. You may include additional information on an additional sheet, or you may expand the computerized form as needed.  When using abbreviations, give an initial explanation of what they mean (e.g., CTP [Correction Treatment Program], MLR [Mined Land Reclamation]).

Completion of Position Description (PD) Form by Section
Upper right hand corner: Mark the correct type of State service.  If you are unsure of the service designation, contact your Human Resource office or refer to ORS 240.195-240.212 for definitions 
( http://www.leg.state.or.us/ors/240.html ).
Position Revised Date should be updated when you make changes to the document.

Mark whether this Position Description describes a new position or revised duties. 

Section 1 - Position Information

Things to keep in mind when completing this section:
c.
Effective Date:  Show the established date of the position.  You may obtain this information from the Human Resource Classification or Records office.  
g.
Section Title:  Indicate the section, work unit or facility of the position (e.g., Accounting Section, Facilities at CCCF, Operations at CRCI, Brentwood, Dome, etc.)
h.
Budget Authorization No:  Obtain from your agency Human Resource Classification office.
j.
Representation Code:  Obtain union, association or other labor organization information from agency Human Resource office.
m.
Position information, refers to the position not the employee.  Make sure you check the correct box for the position.
n.
FLSA (Fair Labor Standards Act) designation: Apply the FLSA exemption test on a position, not a classification.  Mark exempt position (e.g., administrative, professional, executive) or nonexempt position.  FLSA Exemption information is located in the Classification Guide on the DAS/HRSD website:    http://egov.oregon.gov/DAS/HR/docs/class/ClassGuidefin.pdf
o.
Mark eligible or not for overtime pay.  Some general reminders are:

Base exemption on job content. 

The salary range alone does not make a position exempt.

Union contracts may stipulate overtime provisions differently from the FLSA.  These contracts may create overtime obligations beyond the FLSA.  However, they may not limit or restrict application of the FLSA.
If in doubt, contact your Human Resources Classification Office.
Section 2 - (a) Program and (b) Position Information

Describe the program in which the position exists.  State how it contributes to the purpose of your agency.  Be sure to include general information about program size (employees, budget), scope (geographic region, statewide) and who or what the program affects.

Briefly summarize why the position exists and its role in reaching your program objectives (e.g., supportive, technical, supervisory, program manager).  Think in terms of describing a job to a new friend.  One or two sentences are sufficient to describe most jobs.

Example:  The purpose of this position is to direct and monitor the work of technical and professional employees of the ‘x’ unit, who collect and analyze environmental samples to verify compliance with environmental rules and regulations.
Section 3 - Description of Duties
Some tips:
Describe the major or most important duties assigned to this position.  Be sure the tasks give a clear picture of what the employee must do in the position.  Do not include duties assigned solely for employee development or temporary duties.  Do not include marginal job functions.
Begin each statement with an action verb that describes the activities, whether physical or mental.  
The percent of time should be an approximation of how much time per week the employee spends doing the task.  It is not necessary to list duties below 10% of time because this document should list major duties.  Total percentage should equal 100%
Be specific and complete.  
Use task statements….start each sentence with an action verb (such as:  transports, proofreads, writes, reviews, evaluates, etc…)  
Try to avoid ambiguous terms such as “assists”, “handles” and “prepares” without a further explanation of how it occurs…include the word “by” and then write the processes, tasks or operations done to clarify the ambiguity.  Describing duties in terms of “what the worker does” instead of ‘what gets done’ will help avoid ambiguous terminology.  

Avoid unnecessary use of  multi-syllable words, overly long sentences, jargon, and acronyms.  

The duty statements should include what the employee does, how he or she does it, to whom or what and for what purpose.
Include Leadworker duties in this section:  orient new employees, assign and re-assign tasks, direct others on work procedures and performance standards, review their work and provide an assessment of performance to the supervisor.  
If this is a supervisory position, begin with a clear statement that covers all elements of supervision assigned to the position.
Essential vs. Non-Essential functions:  

Essential functions:  The set of tasks that comprise the most important activities of a job.  These are not job skill, individual job tasks, or job descriptions.  ADA regulations list several reasons a function could be considered essential:  a) the position exists to perform the function; b) there are a limited number of other employees available to perform the function or, among whom the function can be distributed; or c) a function is highly specialized, and the person in the position is hired for special expertise or ability to perform it.  These are functions that the individual who holds the position must do unaided or with the assistance of a reasonable accommodation.


Non-Essential functions:  desirable functions of the position.
Section 4 - Working Conditions

Use this section to describe specific working conditions (including danger of injury and other risks) that are out of the ordinary.  Include how often such conditions are present.  
Many positions will need a more detailed analysis of physical and mental requirements to assure compliance with governing regulations.  You may attach additional ‘Working Conditions’ information to the position description.
Section 5 - Guidelines
List any established guidelines used to do this job (e.g., State or Federal laws or regulations, policies, manuals or desk procedures) and how the employee uses them.

Section 6 - Work Contacts
Identify people or groups of people with whom the employee has contact in the normal course of doing assigned work (e.g., inmate, other people within the agency, State employees in other agencies, legislators, Federal employees at either regional or national levels, people outside State government).  
Describe how the employee makes contact (e.g., by telephone, in person), why they make the contact (e.g., exchange of information, explain rules) and how often (e.g., daily, once a week, once a month, etc.).

Section 7 - Job-Related Decision Making
Use specific examples of the typical decisions made by the employee in the position (e.g., sets work priorities, hires staff, selects and orders equipment, approves benefits) to illustrate the position's authority.

Section 8 - Review of Work
Describe by classification title and position number the position that reviews the work.  Explain the method, how often, and why the supervisor reviews the work.  

For example:  
The Support Services Supervisor 2 (position no.) reviews the work at weekly meetings to discuss problems and to monitor progress.

Section 9 – Oversight Functions 
Show how many employees this position directly supervises.  
If this position supervises subordinate supervisors, give the total number of positions supervised through subordinate supervisors.  
Check the appropriate boxes that show the oversight of this position.  There should be an interrelationship between this section, the "duties" section, and the "decision-making" section.  If the position has a regularly assigned responsibility for some portion of these tasks (e.g., lead worker who assigns work to others), you should write these tasks in Section 3, Description of Duties, and identify the percent of time.
Leadworker duties should be listed in Section 3 – Description of Duties...not in this section.
Supervisors:  hire, discharge, evaluate, reward, discipline, and respond to grievances of other employees.
Section 10 - Additional Position-Related Information
This is an opportunity to add any additional job-related information not captured in another section of the PD.
Additional Requirements:  List any special license, certification, registration or permit required by law, rule or regulation for the position.  Include any knowledge and skills required for the position at the time of hire that are not already in the classification specification.
Budget Authority:  Indicate in what area (Personal Services, Supplies & Services, or Capital Outlay) and how much (biennially).
Section 11 - Organization Chart
Give an expanded organizational chart.  Be sure the following information is shown on the chart for each position:  

  ·
Each organizational box should include the following information: Classification Title, Classification Number, salary range, employee name and position number.

  ·
Highlight or clearly designate the subject position.

  ·
Identify at least two levels of supervision above the subject position.

  ·
Identify all other positions directly reporting to the same supervisor.

  ·
If this is a supervisory position, identify positions directly supervised by this position.  Include a brief summary of responsibilities of people supervised.

Section 12 - Signatures
The signatures certify that the position description is an official statement of the work assigned to a designated position.

  ·
Ask the employee to sign and date the form.  This shows that the employee knows which duties are assigned to the position.

  ·
The immediate supervisor of the position signs and dates the form.  The supervisor, by signing the PD, certifies that the form contains correct information and describes the duties that agency management wants this position to do.
Revised Date (in footer of document):  Show the date you are revising the position description.

*For additional information on writing position descriptions, or identifying FLSA and management status refer to the classification guide available on-line at:  
http://egov.oregon.gov/DAS/HR/docs/class/ClassGuidefin.pdf  Or, you may telephone the Human Resources Services Division and ask to speak with a member of the Classification Unit. 
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