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Administrative-Professional-Supervisory

Performance Evaluation

Position Description Preparation Form

Please respond to the following questions to assist Human Resources with the development of a position description in a standard format:

Title of this position:

     
Summary statement (2-4 sentences) providing basic overview of position:

     
List basic duties/responsibilities of this position.  If necessary, these may be divided between the categories “essential” and “marginal”.  If possible, limit the range to 8-10 primary areas (or less).

     
Title (position) this position report to:

     
Will this position have supervisory responsibility?     
If so, what existing positions will report to this individual?

     
Minimum/Preferred education requirements:

     
Minimum/Preferred skill requirements:

     
Minimum/Preferred Work Experience:
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