                JOB DESCRIPTION TEMPLATE




The Job Description Template should be used as a guide when creating new or updating existing job descriptions.  All Job Descriptions should be prepared using Microsoft Word.


I. [bookmark: Text1][RECOMMENDED] POSITION TITLE:       

II. SUMMARY STATEMENT:  (Provide a brief summary statement of the major duties).
[bookmark: Text2]     


III. ORGANIZATIONAL RELATIONSHIPS:

A. The (Position Title) reports directly to and is responsible to (Title of Supervisor).
[bookmark: Text3]     

B. The position provides supervision to (List the title(s) of the position(s)).
[bookmark: Text4]     

C. The (Position Title) coordinates most closely with (List positions, departments and external organizations/contacts).
[bookmark: Text5]     

IV. ESSENTIAL DUTIES:

A. List major duties of the position ranging from the most to least important.

1. [bookmark: Text6]Provide detail.       

2. [bookmark: Text7]Provide detail	      

3. [bookmark: Text8]Provide detail.	     


B. List major duties of the position ranging from the most to least important.

1. [bookmark: Text9]Provide detail.	     

2. [bookmark: Text10]Provide detail.	     

3. [bookmark: Text11]Provide detail.     

C. List major duties of the position ranging from the most to least important.

1. [bookmark: Text12]Provide detail.     

2. [bookmark: Text13]Provide detail.	     

3. [bookmark: Text14]Provide detail.     

D. List major duties of the position ranging from the most to least important.

1. [bookmark: Text15]Provide detail.     

2. [bookmark: Text16]Provide detail.     

3. [bookmark: Text17]Provide detail.     

V. JOB KNOWLEDGE:

A. Education and Experience – (List degree requirements, years of experience, certifications, etc.).
[bookmark: Text18]     

B. Skills and Abilities - (List required skills and abilities).
[bookmark: Text19]     

VI. WORKING ENVIRONMENT: (Is it a normal office environment?  Are there interruptions?  Is lifting required? Etc.).


[bookmark: Text20]     								     
	Employee’s Signature
	
	Date




     								     
	Supervisor’s Signature
	
	Date




     									     
	President/Dean’s Signature
	
	Date



DISCLAIMER
THE STATEMENTS HEREIN ARE INTENDED TO DESCRIBE THE GENERAL NATURE AND LEVEL OF WORK BEING PERFORMED BY EMPLOYEES AND ARE NOT TO BE CONSTRUED AS AN EXHAUSTIVE LIST OF RESPONSIBILITIES, DUTIES, AND SKILLS REQUIRED OF PERSONNEL SO CLASSIFIED.  FURTHERMORE,  THIS JOB DESCRIPTION  DOES NOT ESTABLISH A CONTRACT FOR EMPLOYMENT AND THE CONTENT IS SUBJECT TO BE CHANGED, MODIFIED, OR DELETED AT THE DISCRETION OF THE COLLEGE WITH THE APPROVAL OF THE AREA DEAN AND THE PRESIDENT, OR THE EMPLOYEE MAY BE REQUESTED TO PERFORM JOB RESPONSIBILITIES NOT LISTED IN THIS JOB DESCRIPTION.  IN COMPLIANCE WITH THE AMERICANS WITH DISABILITY ACT (ADA) OF 1990, THE COLLEGE WILL MAKE REASONABLE ACCOMMODATIONS WITH THOSE INDIVIDUALS WITH A DISABILITY AS DEFINED BY THE ADA.  HAGERSTOWN COMMUNITY COLLEGE IS AN AFFIRMATIVE ACTION/EQUAL OPPORTUNITY EMPLOYER AND DOES NOT DISCRIMINATE  AGAINST INDIVIDUALS FOR REASON OF RACE, COLOR, RELIGION, GENDER, AGE, MARITAL STATUS, SEXUAL ORIENTATION, NATIONAL OR ETHNIC ORIGIN, VETERAN STATUS, VIETNAM VETERAN STATUS OR CONDITIONS OF DISABILITY 
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