Insert Company Logo

Job Description Template

	Job Title:
	     

	Overtime Classification:
	 FORMCHECKBOX 
  Exempt

 FORMCHECKBOX 
 Non- Exempt

	Department:
	     

	Location:
	     

	Reports to:
	     


Summary 
The summary is a one or two paragraph synopsis of the essential functions and reporting relationships.
Essential Duties and Responsibilities
The key factor in determining whether you need to equally consider a qualified disabled person for a job opening or promotion is whether he/she can perform the "essential functions" of the job. This is one reason why it is imperative to carefully consider and document the essential functions of each job.

A job function may be considered essential if it constitutes the fundamental job duties of the position, or if the reason the job exists is to perform that function.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions of this job.
The essential functions component is the heart of the job description. In identifying essential functions, be sure to consider whether: 

· Employees in the position actually are required to perform the function

· Removing that function would fundamentally change the job 

Supervisory Responsibilities
List the number (or approximate number) of employees that are directly supervised and the duties associated with the supervision.  

Knowledge, Skills and Experience
List the minimum knowledge, skills and experience necessary to perform the job, such as education and/or experience, language and other abilities.  Consider these attributes in terms of requirements verses preferences, as some may be absolutely required for a particular job, while others may be desirable, but not necessary. 

Except where absolutely necessary, avoid strict requirements that may prevent you from considering qualified candidates (requiring a Master’s Degree when a Bachelor’s Degree with 10 years of professional experience may suffice). 

The requirements listed on the job description must support the essential functions of the job.  A reasonable accommodation is required to enable individuals with disabilities to perform the essential functions of this job.
Physical Demands
Keeping in mind the requirements of the Americans with Disabilities Act (ADA) and the Fair Employment and Housing Act (FEHA), it is important to identify the essential physical requirements of each job. Clearly describe:
· The physical activity required on the job 

· The degree of strength, flexibility and agility required to perform the physical activity

· How often and for how long the physical activity must be performed 

Work Environment
Describe the characteristics of the work environment in which the employee will regularly be encountering while performing the essential functions of the job.  

Travel Requirements

Describe the amount and type of travel required in the role.  Typically described as a percentage of time, but should also note any special circumstances including length and frequency of trips, types of locations, and amount of notice typically provided before travel.

Acknowledgement
This job description is designed to outline the essential job functions and qualifications of this position.  It is in no way a contract of employment between the Company and the employee.  The information contained in this document may or may not be used in performance reviews, salary reviews, or promotion considerations.  Job duties, responsibilities, and/or qualifications of this job may change throughout the course of employment as directed by the management of the Company.
___________________________________
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Employee Signature







Date

___________________________________




 

Employee Name - print
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_________________
​​​​​​​​​​​​​​​​

Manager Signature







Date

___________________________________
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