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Pay Grade - 

FLSA Status -  

Evaluation Type - 

Evaluation Date - 


		Job Description


Date:  

Date: 	Click or tap to enter a date.
Department: 	
Position #:  	
Time Type:  	Choose an item.
Business Title: 	
Incumbent: 	
Immediate Supervisor: (Name and Title)
Reason for Submission:  Choose an item.
	                              											

Job Summary
Make a brief, one or two sentence statement describing the primary purpose of this position.



Essential Functions
An essential function identifies whether the reason the position exists is to perform that function.  

In outline form: List essential functions of the position (typically 4 to 7) in order of importance (most important first). List the key duties performed under each essential function.  Assign the percentage of time spent on each essential function.  



Decisions Made and Referred
Identify the key decisions made independently by the position in matters relating to the Essential Functions.  Also identify what types of decisions must be referred to the supervisor. 

	Made:



	Referred:



Education/Experience
Considering the Essential Functions above, identify job requirements for educational background, employment experience, skill, licenses, and any other qualification standards that are job related.  Note:  Requiring a degree indicates a degree program is necessary to obtain the required knowledge to perform the duties of this position (typically required in professions such as mechanical engineer, architect, social worker, etc.)
  

If the profession does not typically require a degree, but you prefer it for this position, include equivalent experience in place of the degree. You may then indicate the preference for the degree in the “preferred” section.  Typical experience equivalent to degrees:   Associate’s = 2yrs,  Bachelor’s = 4yrs,   Master’s = 6yrs,   Ph.D. = 8yrs

Example:  In the example below, the job requests a Bachelor’s degree and 2 years of editing experience.  The alternative would be 4 years of editing experience (in lieu of the degree) plus the remaining 2 years of experience for a total of 6 years of experience.


Minimum education/experience required:   Bachelor’s degree in English and 2 years of editing experience OR 6 years of editing experience

Preferred:  Bachelor’s degree and 10+ years of editing experience   

(Before submitting this form, you may delete this text box by left-clicking on the box and striking the “delete” button.)



                                    	



	Minimum Required:   


	Preferred:



Skills, abilities, knowledge, licenses, certifications:

	Required:   


	Preferred:


Number of Personnel Supervised
	
	Full-Time Staff
	Part-Time Staff
	Student

	Direct (reporting directly to this position)
	
	
	

	Indirect (supervised by people reporting directly to this position)
	
	
	


		 

Additional Comments
Examples: regulations, economic conditions, technology, people served, volume of activity, monetary responsibility, physical tasks, hazards, and environmental conditions
	


Signatures indicate a consensus regarding position responsibilities and ADA physical requirements.

Approvals

														
Incumbent (please print name)						Incumbent (signature)
					
														
Supervisor (please print name)						Supervisor (signature)

														
Department Head (please print name)						Department Head (signature)



														

Disclaimer:  The information written in this job description indicates the general nature and level of work to be performed. This job description is not designed to contain or be interpreted as comprehensive of every job duty, responsibility, or qualification required by an employee assigned to this job. While employed in this position, an employee may be required to perform other assignments not listed on this job description.
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	Job Description Addendum		Business Title: [Title]
	Working Conditions Worksheet					



This form is designed to identify the typical "Working Conditions" of a particular job. All requirements are subject to possible modification to reasonably accommodate individuals with disabilities. Individuals who pose a direct threat or significant risk to the health and safety of themselves or others in the workplace, because physical requirements cannot be eliminated or reduced by reasonable accommodation, will not be considered qualified for employment. This document is not an employment contract and may be adjusted as deemed appropriate at the university’s sole discretion.
	                              											
	
Click the box of the most applicable option in each of the three sections below. If any of the chosen descriptions are italicized, typical activities, factors, and/or hazards must be elaborated in the table below.  

Physical Effort
Examples may include kneeling, climbing, walking, standing, crouching, reaching, grasping, hearing, lifting, pulling, pushing, etc. 
☐ Extremely Light – Physical effort normally found in clerical work or the equivalent. Work is primarily sedentary; however, occasional handling of small objects (up to approx. 10 lbs.), and occasional walking or standing may be required. (No further detail necessary)
☐ Light – Physical effort represented by frequent handling of light objects (approx. 10-20 lbs.) and materials, or use of light hand tools. May require standing and walking most of the time, or unremitting need to perform work with hands and/or arms in largely the same position while sitting. (No further detail necessary)
☐ Moderate – Physical effort represented by frequent handling of medium weight objects (approx. 20-50 lbs.) and materials, or use of medium weight hand tools. May require climbing and working from ladders or in awkward positions. (Elaborate below)
☐ Strenuous – Physical effort represented by frequent handling of heavy objects (approx. 50-100 lbs.) and materials, or heavy hand tools. (Elaborate below)

Environment
Examples may include weather conditions, wide temperature ranges, wet environment, odors, cramped and/or dirty quarters, etc. 
☐ General office or other equivalently good environment (No further detail necessary)
☐ Rare presence of abnormal variations in temperature and exposure to outside conditions (No further detail necessary)
☐ Periodic exposure to unfavorable conditions because of unavoidable need to be in variable temperatures or wet environments, etc. (Elaborate below)
☐ Frequent exposure to unfavorable conditions such as all-weather, or working in cramped, very dirty, or unpleasant quarters (Elaborate below)
☐ Predominant exposure to very disagreeable surroundings (Elaborate below)

Hazards
Examples may include heights, infectious or toxic substances, noise, vibration, airborne contaminants, chemicals, confined spaces, electrical, respiratory, and mechanical hazards, etc.  
☐ Minimal existing or potential hazards (No further detail necessary)
☐ Moderate existing or potential hazards (Elaborate below)
☐ Frequent existing or potential hazards (Elaborate below)

	Typical Physical Efforts, Environmental Factors, and Hazards
	Duration 
(minutes or hours)
	Frequency (no. of times per day/week/month)
	Personal Protective Equipment (PPE) Worn*

	Example: Noise from leaf blower
	30 min. to 4 hours
	Up to 5 days per week
	Hearing protection devices

	Example: Works in freezer with temps at or near -20 degrees
	20 minutes
	2 times per day
	Gloves, coat, headgear

	Example: Relocate a 50 lb. box of produce
	5 minutes
	10 times per day
	None

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Add more rows to the table as needed.


January 2025	*BYU will first provide engineering and administrative controls where feasible, but in some cases PPE may be required.
	Questions about PPE? Contact BYU Risk Management.
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