


Job DescriptionRed text denotes a field that needs to be changed by the user. 


	Position Title
	Department
	Reports to

	
	[Department]
	[Direct Supervisor]

	Employment Status
	FLSA Status
	Effective Date

	☐ Temporary ☐ Full-Time ☐ Part-Time
	☐ Non-Exempt ☐ Exempt
	[Effective Date]



Position Summary 
[Describe the primary function of the job.]

Essential Duties and Responsibilities
The essential functions include, but are not limited to the following:
· Essential functions are those tasks, duties, and responsibilities that comprise the means of accomplishing the job’s purpose and objectives. Essential functions are critical or fundamental to the performance of the job. They are the major functions for which the person in the job is held accountable. 
· Function 1
· Function 2
· Function 3… 

Minimum Qualifications (Knowledge, Skills, and Abilities)
[List relevant job experience, education, knowledge, skills, and abilities required/desired for the job.]

Physical Demands and Work Environment 
[bookmark: P19_1854][bookmark: _GoBack]The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this position. Reasonable accommodations may be made to enable individuals with disabilities to perform the functions.

[Describe physical requirements of the job, noise levels, temperature, exposure to other factors that may impact certain job fields, relevant ADA impacts, etc.]


Note
This job description in no way states or implies that these are the only duties to be performed by the employee(s) incumbent in this position. Employees will be required to follow any other job-related instructions and to perform any other job-related duties requested by any person authorized to give instructions or assignments. All duties and responsibilities are essential functions and requirements and are subject to possible modification to reasonably accommodate individuals with disabilities. To perform this job successfully, the incumbents will possess the skills, aptitudes, and abilities to perform each duty proficiently. Some requirements may exclude individuals who pose a direct threat or significant risk to the health or safety of themselves or others. The requirements listed in this document are the minimum levels of knowledge, skills, or abilities. This document does not create an employment contract, implied or otherwise, other than an “at will” relationship.

Reviewed with employee by

Signature: _______________________________ Name (print): ________________________________ 

Title: _____________________________________________________ Date: _____________________

Received and accepted by

Signature: _______________________________ Name (print): ________________________________ 

Title: _____________________________________________________ Date: _____________________

The company is an Equal Opportunity Employer, drug free workplace, and complies with ADA regulations as applicable.
Legal Disclaimer: This document is intended for informational purposes only, and does not constitute legal information or advice. This information and all HR Support Center materials are provided in consultation with federal and state statutes and do not encompass other regulations that may exist, such as local ordinances. Transmission of documents or information through the HR Support Center does not create an attorney-client relationship. If you are seeking legal advice, you are encouraged to consult an attorney.




