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 Revised Position Description for Incumbent

Department:      

1. General Information



Current Position Title or Proposed Position Title 
(subject to change per Affirmative Action Review)
2. Signatures (required for a new position or a revised position with incumbent







Employee



   
Printed Name



Date






     
Immediate Supervisor


   
Printed Name



Date






     
Department Head/Director

   
Printed Name



Date
3. General Statement Describing Expectations of the Position.

In one or two sentences, summarize the purpose of the position. Do not describe the Department or College.

4. Describe the Major Duties and Responsibilities of how this Position will contribute to the Department or College. 
I. List the essential functions and the primary duties of the position
II. Describe the areas and to what extent the employee exercises such things as: independent authority, judgment, initiative and discretion. Do not simply state “uses independent judgment in assigning tasks,” explain why the position requires or demands the use of independent judgment. 

5. Education and Experience to determine the Required and Preferred Qualifications 
I. List the Required Qualifications for the position. Include specialized training or supervisory experience and applicable professional certification or licenses.

a. "Required qualifications" refers to the minimum and "must have" education and experience standards for an applicant to be considered. 
II. List the Preferred Qualifications for the position. Include specialized training or supervisory experience and applicable professional certification or licenses.

a. "Preferred qualifications" refers to standards that will improve an employee's ability to perform the duties and responsibilities of the position and enhance their performance.

6. Knowledge, Skills and Abilities.

Focus on results-oriented accomplishments, i.e. skill in use of Microsoft software; ability to work cohesively and productively in a team-oriented environment; knowledge of MSU policies and procedures. etc.
NOTE: For examples of Successful Candidate Will language ideas see the Vacancy Announcement template with examples located at: http://www.montana.edu/hraa/forms.html

7. Additional Information
List any unusual requirements for the position such as: 
· repetitive movements;
· extensive standing or sitting; 
· lifting requirements; 
· possess or have the ability to obtain a Montana Drivers License,
· travel requirements, etc.
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