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	Staff Position Description Form



OFFICE OF HUMAN RESOURCES
	Position Title: 

	Department: 
	     

	Funding Source (Budget Code):


	Supervisor’s Title: 


For Human Resources Use Only

	Date Received in HR:      

	FLSA Status (please check one):
Exempt  FORMCHECKBOX 

Non-Exempt  FORMCHECKBOX 


	Position Number:

	Date:      


	DIVISION DESCRIPTION: In 3 – 4 sentences, briefly, but specifically, the division in which this position resides.

	


	POSITION SUMMARY: In 3 – 4 sentences, briefly, but specifically, summarize the primary purpose of the position—the reason this position exists at Elon University.

	     


POSITION ACCOUNTABILITIES
	KEY RESPONSIBILITIES: List up to six key responsibilities of the position in the space provided below, indicating the most important first, and the approximate percentage of time spent on each over the course of a year. DO NOT list any duties or responsibilities that require 5% or less of the position’s time. 

	1.
     

	
	      % of Time 

	2.
     

	
	      % of Time 

	3.
     

	
	      % of Time 


	4.
     

	
	     % of Time 

	5.
     

	
	      % of Time 

	6.
      


	
     
	      % of Time 

	7. Perform related duties as assigned, within your scope of practice.
Note: This is a key responsibility for all positions. Percentage of time does not need to be specified. 
	


POSITION REQUIREMENTS
	Supervision: Check all that apply.

	 FORMCHECKBOX 
 This position supervises others (DROP DOWN, select employees and/or student employees)
List of positions:     

	 FORMCHECKBOX 
 This position gives guidance, work direction and training to others, but does not hire, terminate or do performance appraisals. (DROP DOWN, SELECT Employees, Students or both) 
List of positions:

	 FORMCHECKBOX 
 This position gives guidance, work direction and training to others, does performance evaluations and recommend hiring and terminating decisions. (DROP DOWN, SELECT Employees, Students or both)
List of positions:

	 FORMCHECKBOX 
 This position supervises non-supervisors including hiring, terminating, and conducting performance appraisals. (DROP DOWN, SELECT Employees, Students or both)
List of positions:

	 FORMCHECKBOX 
 This position supervises supervisors including hiring, terminating and conducting performance appraisals. (DROP DOWN, SELECT Employees, Students or both)

List of positions:


	EDUCATION: Indicate the minimum level of education generally necessary to effectively handle the job’s essential functions. Please check only one required educational level and one preferred level (if applicable).


	Required
	Preferred
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	High school diploma or GED

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Vocational or technical training – Field of study:      

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Associate degree, or vocational or technical school degree – Field of study:      

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Bachelor’s degree – Field of study:      

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Master’s degree – Field of study:      

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Terminal degree (i.e., MFA, MD, JD, PhD) – Field of study:      

	 FORMCHECKBOX 

	Check here if experience may substitute for some of the above education and describe how: 


	 FORMCHECKBOX 

	Other:      

	Additional information (such as licensure, certifications, valid driver’s license, etc): 


	RELEVANT WORK EXPERIENCE: Indicate the minimum level of work-related experience required to effectively perform the position’s responsibilities. This is not necessarily the same as the incumbent’s experience. Check only one box.

	 FORMCHECKBOX 

	Less than 1 year
	 FORMCHECKBOX 

	Minimum 1 year
	 FORMCHECKBOX 

	Minimum 3 years 
	 FORMCHECKBOX 

	Minimum 5 years
	 FORMCHECKBOX 

	More than 8 years
	 FORMCHECKBOX 

	Other      

	Please describe the type of prior experience required or desired:      



	KNOWLEDGE, SKILLS, TRAINING: Please describe any specific knowledge, skills, or training required for this job. 

	


WORKING CONDITIONS
	WORK HOURS AND TRAVEL: Check all that apply.

	 FORMCHECKBOX 
 Days of the week scheduled to work:      

	 FORMCHECKBOX 
 Required to be on campus during core hours of:      

	 FORMCHECKBOX 
 Adjusted Work hours and location may be required. Describe:     

	 FORMCHECKBOX 
 12 month  FORMCHECKBOX 
 11 month  FORMCHECKBOX 
 10 month  FORMCHECKBOX 
 9 month  Please check one and if less than 12 months, indicate months required to work.


	 FORMCHECKBOX 
 Permanent   FORMCHECKBOX 
 Temporary

	 FORMCHECKBOX 
 Full-time  FORMCHECKBOX 
 Part-Time (specify hours):      

	 FORMCHECKBOX 
 Some evening and weekend work may be required.   

	 FORMCHECKBOX 
 On call required. Describe:

	 FORMCHECKBOX 
 Travel required. Describe distance, frequency, trip duration, etc.


	PHYSICAL / ENVIRONMENTAL DEMANDS: Please describe any physical and environmental demands required to effectively handle the job responsibilities. Indicate the amount of time with an X.

	
	None
	Rarely
(<33%)
	Frequently
(33-66%)
	Most of the time (>66%)

	Stand
	
	
	
	

	Walk
	
	
	
	

	Sit
	
	
	
	

	Reach with hands and arms
	
	
	
	

	Climb or balance
	
	
	
	

	Stoop, kneel, crouch, or crawl
	
	
	
	

	Talk or hear
	
	
	
	

	Taste or smell
	
	
	
	

	Vision (i.e., discern colors, contrast, depth)
	
	
	
	


	PHYSICAL / ENVIRONMENTAL DEMANDS: Does this job require that weight be lifted, or force be exerted?  If so, how much and how often?  Indicate the appropriate about of weight or force below with an X.  



	Weight
	None
	Rarely

(<33%)
	Frequently

(33-66%)
	Most of the time (>66%)

	Up to 10 pounds
	
	
	
	

	Up to 25 pounds
	
	
	
	

	Up to 50 pounds
	
	
	
	

	Up to 100 pounds
	
	
	
	

	More than 100 pounds
	
	
	
	


	WORK ENVIRONMENT: How much exposure to the following environmental conditions does this position require?  Show the amount of time by checking the appropriate boxes below with an X.



	Work Environment
	None
	Rarely

(<33%)
	Frequently

(33-66%)
	Most of the time (>66%)

	Wet or humid conditions
	
	
	
	

	Work near moving mechanical parts
	
	
	
	

	Work in high, precarious places
	
	
	
	

	Fumes or airborne particles
	
	
	
	

	Toxic or caustic chemicals
	
	
	
	

	Outdoor weather conditions
	
	
	
	

	Extreme cold
	
	
	
	

	Extreme heat
	
	
	
	

	Risk of electric shock
	
	
	
	

	Work with explosives
	
	
	
	

	Risk of radiation
	
	
	
	

	Vibration
	
	
	
	

	Loud or persistent sound
	
	
	
	

	Enclosed space and/or no exterior light
	
	
	
	


	ADDITIONAL INFORMATION: Please describe as clearly and concisely as possible any additional information that would be important to fully understand the role, responsibilities, nature, and scope of the position.
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