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               Indiana State University
 

               Human Resources



Job Description Form


	I.  Position Information

Current Position: Title:

Banner Position Number:

Dept Index:

Banner Org:

Date Completed: 
Reports To (title):
	 

Human Resources Use Only

Classification:

Job Level:

	
	Pay Grade:

Survey Title:

Revision Dates:



	
	
	

	

	II.  Basic Purpose And Scope

	

	 

	
	
	

	III.  Responsibilities
	% of Time
	 

	
	
	 

	
	
	 

	 
	
	 

	 
	
	 

	 
	
	 

	 
	
	

	 
	
	 

	
	Performs other related duties as required.
	

	 
	
	 

	The University reserves the right to add, delete or otherwise alter assigned duties at any time. To perform this job successfully, an individual must be able to perform each duty satisfactorily.  Reasonable accommodations may be made to enable individuals with disabilities to perform the functions.  The minimum qualifications listed below are representative of the knowledge, skill, and/or ability required.  The specific requirements listed may be waived at the University’s discretion.

	 

	IV.  Minimum Qualifications

	
	
	

	Required
	
	

	A.
	Education: 
	

	B.
	Experience:  
	

	C.
	Skills: 
	

	D.
	Certifications/Licensing
	

	Desired/Preferred Knowledge, Skills, and/or Abilities

	

	 

	

	 V.  Position Dimensions – Please see following page for examples
	
	Direct

	
	
	Exempt Full-time

	A.
	Employees Supervised
	Direct
	Indirect
	

	 
	
	Exempt Full-time
	
	
	

	 
	
	Exempt Part-time
	
	
	

	 
	
	Nonexempt Full-time
	
	
	

	 
	
	Nonexempt Part-time
	
	
	

	 
	
	Student
	
	
	

	 
	
	

	B.
	Impact on the University
	

	C.
	Job Complexity
	

	D.
	Working Relationships
	

	 
	
	Internal Contacts
	

	
	
	External Contacts
	

	 
	
	

	E.
	Budget Accountability      $
	

	F.
	Equipment Used
	

	G.
	Work Schedule
	

	H.
	Working Conditions
	 

	I.
	Place within the University
	

	 
	
	 
	
	

	 
	
	
	Reports To (Position Title)
	

	 
	
	

	 
	
	
	
	
	

	 
	 Department Peer Position
	
	Non-Department Peer Position
	
	  Peer Position

	 
	
	 
	
	
	

	 
	 
	
	
	
	 

	 
	Reporting Position
	 
	
	 
	Reporting Position


Examples for Position Dimensions
A.  Employees Supervised

B.  Impact on the University
Accountable for activities that have significant impact on university operations.  Requires interaction at various levels on matters affecting teaching research, and administration of the university.

C.  Job Complexity
Required to assist in developing new imaginative or innovative solutions, services, products, and programs.  Duties are numerous, diverse, and include a variety of processes and work methods.  Work requires conceptual and imaginative thinking in a highly complex and constantly changing environment.

D. Working Relationships


Internal Contacts:
Internal contacts include faculty, students, and departmental administrators and staff at all levels.  



Interacts to resolve problems and determine needs.


External Contacts:
External contacts include all outside vendors or contacts associated with your position including 

E.  Budget Accountability
Allocated funds that have been allotted to your department and are under your control.

F.  Equipment Used:
 Items that you will be using in order to complete your position requirements. (ie computer, personal productivity hardware etc.)

G.   Work Schedule
Hours you will be required to work. Please note evenings or weekends requirements as well as “on call” hours.

H.  Working Conditions
Please note if the position requires lifting, bending, stooping, walking, standing, If safety equipment is required etc.

I.  Place within University:
??
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