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Montana University System


Department completes:
	Department Name:



	New Position? 
	Vacant: (include position no.) 
	Revised: (include position no.)


	Salaried: 


	Hourly: 
	Org No:

	Full-time:
	Part-time:
	Index No: 




HR completes:
	PN (if new): 


	SOC/PNOC: 
	Title:

	PCLAS:
	ECLASS:
	PGROUP:


	Union: 

	OT: 
	Team:


1. General Information

__________________________

___________________​​​____________
Date





Current Title (if applicable)
​​​​​​​​​​​​​__________________________

_______________________________
Current employee (type or print if applicable)

Employee Signature


Date
2. Required Signatures

__________________________

_______________________________
Immediate Supervisor (type or print)

Supervisor Signature


Date
__________________________

_______________________________
Director/Dept Head (type or print)


Director/Dept Head Signature

Date

__________________________

_______________________________
Dean/VP (type or print)



Dean/VP Signature


Date
3. Department Mission Statement                                                    
Provide the department’s mission statement here and attach an organizational chart to the back of the form
4.   A Brief General Statement Describing the Role of this Position.


Provide a description of the primary role of this specific position
5.  
Position Summary
List the duties and responsibilities of the position with corresponding knowledge, skills and abilities needed for each 
	Duties and Responsibilities
Most jobs consist of three to five major duties each which involve a number of tasks.  Task statements should be written to answer the following questions:  

What is the action?  Avoid vague words such as “assists,” “handles,” “processes,” and “works with”.  Rather than saying “assists”, describe the steps or processes involved in assisting, what does the employee do to assist?  

To whom/what is the action directed? 

Why is the action being done?  

How is the action done?
	Knowledge, Skills, & Abilities 
List the knowledge, skills and abilities required to perform each duty/responsibility.  
Include guidelines or instructions, tools or equipment, and discretion used.

	1.
	1.

	2.
	2.

	3.
	3.

	4.
	4.

	5.
	5.


6. Additional Proficiencies

List position requirements not described previously in Section 5, Knowledge, Skills and Abilities, which are mandatory for hiring. Additional Proficiencies include education and/or experience such as a C.P.A., an M.D., or experience supervising a large work unit, which if the candidate does not posses, s/he CANNOT be hired. Most will have already been identified in section 5 and will not need to be repeated here leaving this section blank.
7. Physical Demands
The Americans with Disabilities Act requires employers to make reasonable accommodations for a person with a disability. This information is needed to assist the University in meeting these regulations.

Please list any physical requirements of the position that would be considered unusual and that couldn’t be accomplished by someone else. For example, if the position requires periodic lifting of boxes of papers, but someone else could do this, such a requirement would not belong here. On the other hand, if the bulk of the job involves lifting and/or moving boxes, then it would be appropriate to list here. Only list those physical requirements that could not be accommodated by others.  Additional examples include: working in severe weather conditions, exposure to chemicals, blood borne pathogens, dust or fumes, climbing ladders, etc.
For instructions regarding voting buttons (using Outlook) please click here
Instructions for non-Outlook users please click here
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