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Format of job description and specification

The job description should accurately reflect the duties and responsibilities of the post. When it's well written, it produces a realistic picture of a job and answers the question, What does the person in that role actually do? A job description not only describes the responsibilities of the position, lays the foundations for recruiting, developing and retaining talent and also lays the
foundations for optimal job performance by clarifying responsibilities, expected results, and evaluating performance. It is also an important element in maintaining a fair compensation system and ensuring legal compliance. The document should be reviewed and updated in accordance with the annual performance evaluation cycle. The job description contains sufficient information
to describe the important responsibilities and basic functions that exist today. They provide the information necessary to classify the location and not the person; Thus, it is status neutral and is not based on any specific quality of an incumbent (such as knowledge, skills, skills, performance, dedication, loyalty, years of service, or degree). The document should not include all the
details about how and how it works, so that it remains useful even when small changes occur. Job descriptions may be written as a joint effort between supervisor and official, but the supervisor must approve. A job description includes the following elements: job title, job purpose, tasks and responsibilities, qualifications required, preferred qualifications and working conditions.
Task Title The job title is a brief description (1-4 words) of the work that reflects the content, purpose and scope of the work and is consistent with other job titles of similar roles within Wright State University (University). Examples include: Archivist, Deputy Director of Disability Services, Deputy Registrar, Director of Student Health Services, Planner Facilities, Grants Accountant,
Budget Analyst, Educational Designer, Desktop Services Manager, and Director of Custody Services. Task Purpose The purpose of the work provides a high-level overview of the role, level and scope of responsibility consisting of three or four sentences that provide a basic understanding, the bird's eye view of the role. A summary of why the job exists? Tasks and responsibilities
This section contains a description of the tasks and responsibilities assigned to the work. are also referred to as basic functions. They describe the fundamental nature of the work that takes up much of the worker's time. Some things to keep in mind: Include explanatory that say why, how, where or how often tasks and tasks are performed. Focus on the outcome of the tasks.
Areas of reference for decision-making where it will affect or affect. Identify areas of direct or indirect accounting. Describe the level and type of financial or financial responsibilities. Describe the nature of the contact, the people he contacted, and the in which the incumbent will interact with others inside and outside the University. List task tasks that reflect position requirements
and ensure that they are not based on any person's capabilities. Where appropriate, also address the type of supervisory responsibility expected from this role. Describe in detail the extent of the power of work to recruit, de-dethine, terminate, assign work, train and evaluate the performance of subordinates. This can be either a separate work task or noted in other work tasks, as
appropriate. The following are listed various levels of supervision: Providing guidance to other people. Supervises, hires, trains, provides work guidance and problem-solving assistance for student employees. It also supervises the day-to-day operations of other staff. It supervises staff, including recruitment, planning and assignment of work, performance review and recommends
salary increases, promotions, transfers, demotions or terminations. It manages others through existing supervisors. Work tasks should be listed according to the importance and/or frequency of the tasks performed. They are usually presented in bulleted or numbered format, consisting of approximately 4-7 separate tasks, with each having a percentage of time (adding to 100%)
reflecting the estimated time an employee will spend over a year. Tariffs requiring less than 5 per cent of the time should be combined with other duties or deducted from the job description. The chart below will help you estimate the percentage of time: Rate Week Year 5 percent 2 hours 2 1/2 weeks 10 percent 4 hours 5 weeks 15 percent 6 hours 1/2 month 20 per cent 8 hours 2
1/2 months 25 per cent 10 hours 3 months Qualifications Required This module lists the required level of work knowledge (such as education, experience, knowledge, skills) needed to do the job. This module focuses on the minimum level of qualifications for an individual to be productive and successful in this role. NOTE: For classified jobs, the required qualifications will be
identical to those stated in the work specifications, which can be found in Training Specify the educational qualifications that an employee must possess for the satisfactory performance of tasks and responsibilities. Please indicate the educational qualifications in the fields of study and/or the type of degree or concentration that would provide the knowledge required to join this
post. Experience Identify the number of full-time experience required in terms of years and the type of work experience an employee needs to qualify for the job. Where traineeships, undergraduate work experience and postgraduate assistant positions are accepted levels of experience; this should be specifically stated. Knowledge, skills and competences In the declaration of the
required knowledge, include the level or depth of knowledge to enter the position. The following definitions should be useful: Working knowledge: adequate familiarity with the subject for knowledge of basic principles and terminology and for understanding and solving simple problems. General knowledge: sufficient knowledge of a field to perform most tasks in normal situations.
The project requires an understanding of the formal situations and includes knowledge of most of the important aspects of the subject. In-depth knowledge: advanced knowledge of the subject. The project requires an adequate understanding of the issue to solve unusual as well as common work problems, to be able to advise on technical issues, and to serve as a resource for
others in the organization. Integrated knowledge: requires full knowledge and understanding of the subject. This term should be used sparingly and only for unusually demanding or responsible positions required for the origin of assumptions, concepts or approaches. A list of specific skills and/or competences required for the success of the incumbent in this role; including the
determination of any required authorisations or certifications. Some considerations are: analytical, budget report, internal or external communication, computer, creative thinking, customer service, decision making, diversity, logical thinking, multi-tasking, negotiation, problem solving, program management, supervision, teamwork, etc. Preferred Qualifications An expanded list of
required qualifications that can be used to further determine a person's ability to be productive and successful in this job. These preferred qualifications are nice to have, but are not necessary for performing the daily functions of work. If included, Preferred Qualifications can focus on any or all of the following: education, experience, knowledge, skills and competences. NOTE: For
classified jobs, the University does not list preferred qualifications. Working Conditions Identify working conditions and physical requirements directly related to basic work tasks and responsibilities that must comply with the Americans with Disabilities Act. Describe the type, intensity (how much), frequency (how often), and duration (how long) of physical or mental abilities required.
Consider the following: Environment, such as office or outdoors. Reports were presented, such as hazardous materials, loud noise or excessive heat/cold. Basic physical requirements, such as climbing, standing, bending, or typing. Physical effort/lifting as sedentary - up to 10 kg; light - up to 20 lbs; medium - up to 50 lbs heavy - over 50 lbs. Indicate whether you are required to
work weekends, nights or be on call as a normal part of the job. Requirements. Names of emergency personnel. Tips for writing task descriptions Task descriptions should be prepared in such a way that all items are accurately declared to create a clear understanding of the role. Here are some tips to help you in the process: process: in a concise, direct style. Always use the
simplest word rather than the complicated; keeping the structure of the proposal as simple as possible. It will cut verbiage, shorten your description, and enhance understanding. Use descriptive action verbs in this time (for example: writes, works, or performs). Avoid abbreviations and acronyms. Other people who read the location description may not be familiar with them. If
abbreviations and acronyms are necessary, set them the first time you use them. Do not use vague terms. If you use terms such as helps, handles, and performs, describe how the location helps, handles, or runs. Using the word from and then detailing the procedures, tasks or functions performed will usually clarify the ambiguity. Avoid gender-related language, such as: Manage,
Be responsible for. Focus on core activities; insignificant tasks and occasional tasks. Avoid references to another employee's name instead of looking at the job title or department. Include only the tasks assigned to them today. Do not include possible future duties and eliminate any duties that are no longer required. Required.
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