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	Date:
	     

	Current Incumbent:
	     

	Unit/Division:
	     

	Current Payroll Title:
	     

	Current Working Title:
	     

	Supervisor:
	     

	Suggested Payroll Title:
	     


University of California, Office of the President
Position Description Template
Summary Statement: Summarize the purpose and primary responsibilities for the position.

	


Supervision Received: Indicate one level of supervision the incumbent will receive from the 5 levels below:



Close Supervision: The incumbent is assigned duties according to specified procedures and receives detailed instructions. Work is checked frequently.



Supervision: The incumbent performs a variety of routine work within established policies and procedures, and receives detailed instructions on new projects and assignments.



General Supervision: The incumbent normally receives little instruction on day-to-day work and receives general instructions on new assignments.



Direction: The incumbent establishes methods and procedures for attaining specific goals and objectives, and receives guidance in terms of broad goals. Only the final results of work are typically reviewed.



General Direction: The incumbent exercises wide latitude in determining objectives and approaches to critical assignments.

Key Responsibilities:  List 6-8 key responsibilities of the position.
	% of Time
	E – Essential M -Marginal
	Key Responsibilities

	     
	     
	

	     
	     
	

	     
	     
	

	     
	     
	

	     
	     
	

	     
	     
	

	     
	     
	

	     
	     
	


Knowledge and Skills
	     
	

	     
	

	     
	

	     
	

	     
	

	
	

	     
	

	     

	


	PHYSICAL, MENTAL AND ENVIRONMETAL DEMANDS Please use the following definitions to complete this section: Continuously (C) = more than 65% of the day; Frequently (F) = 36%-64% of the day; Occasionally (O) = less than 35% of the day; Rarely (R) = less than 5% of the day; Never (N) = does not occur.

	SIT:


REACH ABOVE SHOULDER:

LIGHT PUSH/PULL:

EXCESSIVE NOISE:
STAND:


KEYBOARD/MOUSE:


MODERATE PUSH/PULL:

MOVING MACHINERY:

WALK:


HAND TWISTING:


HEAVY PUSH/PULL:

CHANGES IN TEMP:

BEND:


SIMPLE GRASPING:


READ/COMPREHEND:

MATIERALS EXPOSURE:

SQUAT:


POWER GRASPING:


WRITE:



USES MOTOR EQUIP:

KNEEL:


LIGHT LIFTING (>20lbs):


CALCULATIONS:


CONFINED QUARTERS:

CRAWL:


MODERATE LIFTING (20-50 lbs):

COMMUNICATE ORALLY:

CLIMB:


HEAVY LIFTING (<20lbs):


REASON/ANALYZE:

CIRCLE MATERIALS TO WHICH EMPLOYEE IS EXPOSED:  DUST   FUMES   GASES   RADIATION   CHEMICALS

	


	Employee Signature:



Date:


Supervisor Signature:


Date:


Department Signature:


Date:
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