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Staff Position Description              

Position Information 

Job Summary (a high-level overview of the position; may be used in job posting) 

 

Position Title:            
Position #:      Supervisor: 
Department:      Supervisor Position #: 
Incumbent or New:     Business Manager: 

 

 

 

Requester:       Date: 

 Comp Reviewer:      Date: 

 

 



Qualifications: 

Schedule 

Supervision 

Job Responsibilities and Duties 

Number and type of employees (i.e., professional staff, support staff, student employees, etc.) supervised 
Direct Reports: 

Indirect Reports: 

Education 
     Required: 
     Preferred: 
     Will experience be accepted in lieu of education? 

Experience 
     Required: 

     Preferred: 

Knowledge, Skills and Abilities 

     Standard Schedule (Monday – Friday, 8am – 5pm Shift Differential*       Yes       No 
     Non Standard Schedule (explain): 

* Shift differential is paid when at least 4 hours are scheduled between 4pm and 8am.

It is understood that other duties may be assigned as needed, but the core duties and responsibilities of this position are: 

        % of Time
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 Job Responsibilities and Duties (continued) 

       % of Time 



Position Supplement 

Job Information 

Signatures

This section can be used to add additional information:  make comments, provide specific information for standard position 
descriptions, add information that won’t fit in designated spaces above, etc. 

Compensation will complete this section 
Job Title: 
Job Family: Job Code:  
Sub Family: Career Stream/Level: 

As supervisor of this position, I am certifying that this description is an accurate reflection of the primary purpose of the position 
and that the essential duties and responsibilities listed are those that the employee in this position is expected to perform. It 
does not limit or modify my responsibility or authority to assign and direct the work of the employee. 

Supervisor Date Department Head, if different Date 

Business Manager Date 
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