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Job Title: 	Full Title
Company: 	Organization Name
Department: 	Name of Department
Reports To: 	Supervisor Name
Grade/Salary Level:	Pay Level
FLSA:	Nonexempt or Exempt (Reason for classification)	 
Approved By: 	Name of Person Approving		
Approval Date: 	Date of Approval


The statements listed below are intended to describe the general nature and level of work being performed by individuals assigned to this position. They are not intended to be an exhaustive list of all duties, responsibilities, and skills required of personnel so classified. Other duties may be assigned. 

SUMMARY 
Short paragraph summarizing the position.

A. EDUCATION LEVEL AND CERTIFICATION (List Education Requirements)

Ex: High school degree and courses or training in secretarial skills, word processing, office software and/or personal computers. 

B. PERFORMANCE RESPONSIBILITIES AND JOB TASKS (Describe the Job)

Example for Clerical person
· Operate office equipment such as fax machines, copiers, and phone systems, and familiarity with computers for word processing, database management, and other applications. 
· Answer telephones and give information to callers, take messages, or transfer calls to appropriate individuals. 
· Greet visitors and callers, handle their inquiries, and direct them to the appropriate persons according to their needs. 
· Set up and maintain paper and electronic filing systems for records, correspondence, and other material. 
· Locate and attach appropriate files to incoming correspondence requiring replies. 
· Open, read, route, and distribute incoming mail and other material and answer routine letters. 
· Complete forms in accordance with company procedures. 
· Make copies of correspondence and other printed material. 
· Review work done by others to check for correct spelling and grammar, and recommend revisions. 
· Compose, type, and distribute meeting notes, routine correspondence, and reports. 
· Learn to operate new office technologies as they are developed and implemented. 
· Maintain scheduling and event calendars. 
· Schedule and confirm appointments for clients, customers, or supervisors. 
· Manage projects and contribute to committee and team work. 
· Mail newsletters, promotional material, and other information. 
· Order and dispense supplies. 
· Conduct searches to find needed information, using such sources as the Internet. 
· Coordinate conferences and meetings. 



C. ADDITIONAL REQUIREMENTS
· All Employees are required to be familiar with, stay updated on, and comply with the policies set forth in the Employee Handbook, including but not limited to: 
· Attendance and Leave Requirements
· Dress Code
· All employees are required to be familiar with, stay updated on, and comply with all Security Policies.
· Regular and dependable attendance is an essential function of this position.

D. REQUIRED KNOWLEDGE, SKILLS, AND ABILITIES (Describe any skills or knowledge you would like. Below are some samples of ‘soft skills’ that you may want to use; the wording is optional and depends on the job)

This position is to possess and effectively utilize knowledge in the following areas:
· Clerical—Knowledge of administrative and clerical procedures and systems such as word processing, managing files and records, designing forms, and other office procedures and terminology.
· Customer and Personal Service—Knowledge of principles and processes for providing customer and personal services. This includes customer needs assessment, meeting quality standards for services, and ensuring customer satisfaction. 
· English Language—Knowledge of the structure and content of the English language including the meaning and spelling of words, rules of composition, and grammar. 
· Computers and Electronics—Knowledge of circuit boards, processors, chips, electronic equipment, and computer hardware and software, including applications and programming. 
· Communication: 
· Active Listening—Giving full attention to what other people are saying, taking time to understand the points being made, asking questions as appropriate, and not interrupting at inappropriate times.
· Speaking—Talking to others to convey information effectively. The ability to speak clearly so others can understand you. The ability to communicate information and ideas in speaking so others will understand.
· Oral Comprehension and Listening—The ability to listen to and understand information and ideas presented through spoken words and sentences. The ability to identify and understand the speech of another person.
· Writing—Communicating effectively in writing as appropriate for the needs of the audience. The ability to communicate information and ideas in writing so others will understand.
· Written Comprehension—Understanding written sentences and paragraphs in work related documents. The ability to read and understand information and ideas presented in writing. Understanding written sentences and paragraphs in work related documents.
· Service Orientation– Actively looking for ways to help people.
· Cooperation—Job requires being pleasant with others on the job and displaying a good-natured, cooperative attitude.
· Attention to Detail—Job requires being careful about detail and thorough in completing work tasks.
· Dependability—Job requires being reliable, responsible, and dependable, and fulfilling obligations. 
· Adaptability/Flexibility—Job requires being open to change (positive or negative) and to considerable variety in the workplace.
· Integrity—Job requires being honest and ethical. 
· Self-Control—Job requires maintaining composure, keeping emotions in check, controlling anger, and avoiding aggressive behavior, even in very difficult situations. 
· Stress Tolerance—Job requires accepting criticism and dealing calmly and effectively with high stress situations. 
· Active Learning—Understanding the implications of new information for both current and future problem-solving and decision-making.
· Critical Thinking—Using logic and reasoning to identify the strengths and weaknesses of alternative solutions, conclusions or approaches to problems.
· Reasoning—The ability to apply general rules to specific problems to produce answers that make sense. The ability to combine pieces of information to form general rules or conclusions. 
· Selective Attention—The ability to concentrate on a task over a period of time without being distracted.

E. PREFERRED KNOWLEDGE, SKILLS, AND ABILIITES

If applicable.

F. SUPERVISORY RESPONSIBILITIES (IF APPLICABLE)

Directly supervises…List staff. 

This position carries out supervisory responsibilities in accordance with the organization’s policies and applicable laws. Responsibilities include interviewing, hiring and training; planning, assigning and directing work; appraising performance; rewarding and disciplining employees; addressing complaints and resolving problems.

G. CERTIFICATES, LICENSES, REGISTRATIONS, VEHICLE CLASSIFICATION

· Valid Driver’s License required.
· This position is classified as driver as described in the company Vehicle Policy.

H. WORKING CONDITIONS
The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. 
· Include Hybrid or remote schedules/eligibility
· This position is full-time and requires a minimum of 40 hours per week. Additional hours outside of the normal working day may be required from time to time depending on projects and time of year. (For exempt positions)
· Core work hours 8 a.m. to 5 p.m. Some positions may have other hours.
· For the most part ambient room temperatures, lighting, and traditional office equipment as found in a typical office environment. 
· The noise level in the work environment is usually quiet.
· Smoke free office environment.
· Fluorescent and some LED lighting throughout the building.
· Computer or laptop including video monitor is available for use.
· Ergonomic chair, keyboard, mouse, and other equipment may be available as needed or requested.
· May be required to check email or monitor progress of certain applications after hours from time to time.

I. ESSENTIAL FUNCTIONS: The essential functions of the position include: 

· The ability to perform the identified tasks and to possess and utilize the identified knowledge, skills, and abilities to perform the identified work activities.
· Regular, dependable attendance on the job.
· The ability to perform identified physical requirements (see below).



	
Job Title
Physical Requirements

E = Essential 
NE = Non-Essential
	Is not a requirement of the job.
	Occasional – up to 33% of time
	Occasional/Essential – up to 33% of time, essential to the job
	Frequent – between 34-65% of time
	Continuous – over 66% of time

	Stamina
	
	
	
	
	

	Sitting
	
	
	
	
	

	Walking
	
	
	
	
	

	Standing
	
	
	
	
	

	Sprinting/Running
	
	
	
	
	

	Flexibility
	
	
	
	
	

	Bending or twisting at the neck more than the average person
	
	
	
	
	

	Bending or twisting at the trunk more than the average person
	
	
	
	
	

	Squatting/Stooping/Kneeling
	
	
	
	
	

	Reaching above the head
	
	
	
	
	

	Reaching forward
	
	
	
	
	

	Repeating the same hand, arm or finger motion many times (For example: typing, data entry, etc.)
	
	
	
	
	

	Activities
	
	
	
	
	

	Climbing (on ladders, into vehicles, etc.)
	
	
	
	
	

	Hand/grip strength
	
	
	
	
	

	Driving on the job
	
	
	
	
	

	Typing non-stop
	
	
	
	
	

	Use of Arms and Hands
	
	
	
	
	

	Manual dexterity (using hands to put together packets or mailings)
	
	
	
	
	

	Finger dexterity (typing, calculator)
	
	
	
	
	




	
Job Title
Physical Requirements

E = Essential 
NE = Non-Essential
	Is not a requirement of the job.
	Occasional – up to 33% of time
	Occasional/Essential – up to 33% of time, essential to the job
	Frequent – between 34-65% of time
	Continuous – over 66% of time

	Lifting Requirements
	
	
	
	
	

	Can load items weighing over 50 pounds that are lifted or carried by more than one person or with assistance, or reduced into smaller loads.
	
	
	
	
	

	Lifting up to 10 pounds – Floor to waist
	
	
	
	
	

	Lifting up to 10 pounds – Waist to shoulder
	
	
	
	
	

	Lifting up to 10 pounds – Shoulder to overhead
	
	
	
	
	

	Lifting 11 to 25 pounds – Floor to waist
	
	
	
	
	

	Lifting 11 to 25 pounds – Waist to shoulder
	
	
	
	
	

	Lifting 11 to 25 pounds – Shoulder to overhead
	
	
	
	
	

	Lifting 26 to 50 pounds – Floor to waist
	
	
	
	
	

	Lifting 26 to 50 pounds – Waist to shoulder
	
	
	
	
	

	Lifting 26 to 50 pounds – Shoulder to overhead
	
	
	
	
	

	Lifting 51 to 75 pounds – Floor to waist
	
	
	
	
	

	Lifting 51 to 75 pounds – Waist to shoulder
	
	
	
	
	

	Lifting 51 to 75 pounds – Shoulder to overhead
	
	
	
	
	

	Lifting 76 plus pounds – Floor to waist
	
	
	
	
	

	Lifting 76 plus pounds – Waist to shoulder
	
	
	
	
	

	Lifting 76 plus pounds – Shoulder to overhead
	
	
	
	
	

	Pushing/Pulling – 10 to 25 pounds
	
	
	
	
	

	Pushing/Pulling – 26 to 50 pounds
	
	
	
	
	

	Pushing/Pulling – 51 to 75 pounds
	
	
	
	
	

	Pushing/Pulling – 76 + pounds
	
	
	
	
	

	Carrying 10 to 25 pounds
	
	
	
	
	

	Carrying 26 to 50 pounds
	
	
	
	
	

	Carrying 51 to 75 pounds
	
	
	
	
	

	Carrying 76 + pounds
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