How to Write Job Descriptions


Job Description Objectives

When well written, job descriptions are like pictures that depict the design of jobs at a point in time.  They can be used by companies as tools for:

· Alignment with Organizational Mission and Goals
· Document Job and Requirements 
· Employee Recruitment and Placement
· Salary and Wage Survey Matching; Compensation 
· Performance Goal Setting
· Determination of Pay Levels
· Job Related Communications 
· Support Legal Compliance (ADA, Workers’ Compensation, Leave, Separations)


Steps for Writing Useful Job Descriptions

Job descriptions must be clear and concise and, most importantly, must reflect current duties, responsibilities, qualifications, and working conditions. Examples are provided for reference (Exhibit A). To write a job description, use the Job Description form (Exhibit B) in this guide and complete it while observing the following steps. 

1. Describe the Primary Purpose of the job (Section 1).  In this section,  summarize the primary reasons for the job's existence in one or two sentences.

Examples:

· Performs clerical tasks to support the administrative needs of the department.
· Directs development of new and improved products to strengthen Company’s competitive position.

2. Specify the Essential Duties and Responsibilities of the job (Section 2). List the duties and responsibilities that are essential to achieving the primary purpose of the job.  An exhaustive task list is not necessary.  Instead, include a few brief statements with each indicating the task performed and why.  Depending on the job, there will typically be between three and ten of these statements. Put an approximate percentage of time for each essential duty as this is important for properly classifying employees as exempt or non-exempt under the Fair Labor Standards Act and equivalent state laws. 



Examples:

· Uses computer to type and edit documents; seeks clarification from composer as needed in order to ensure timely and accurate production of documents. (20%)
· Supervises staff to achieve R&D objectives and Company profitability goals; approves research methods and monitors team progress. (40%)

3. Specify the Other Duties and Responsibilities of the job (Section 3).  This section should include between one and three duties that are either not related or only remotely related to the achievement of the primary purpose of the job.  Again, indicate what task is performed and why.

Examples:

· Performs job of Receptionist whenever primary back-up Receptionist is not available.
· Participates on Safety Committee to support achievement of Company safety objectives.

4. Specify the position’s Job / Behavioral Competencies. (Section 4). This section should specify specific skills, behaviors, and attributes that make an individual best suited for the particular position. 

Examples:

· Requires careful and cautious approach to ensure work is done on time and correctly.
· Requires a sense of urgency to achieve goals, but also an understanding of the achievement of those results often requires a collaborative approach. 
· Requires someone who is quick to connect with people. Must actively look forward to meeting with people and developing and maintaining a relationship with them.

5. Define the job's Minimum Qualifications and Experience requirements (Section 5). Describe the major job qualifications, including the specific educational, certification, licenses, skills, abilities, and work experience typically needed to perform the essential functions of the job acceptably. This does not need to be an exhaustive listing.  Be particularly careful not to overstate or understate the qualifications, and only include requirements that relate to the essential job functions.

Examples:

· Typically requires at least three years of clerical experience, including excellent computer skills and ability to communicate effectively verbally and in writing.
· Typically requires a Masters degree and 5 + years of R&D experience, including management.  Work experience considered in lieu of Masters.

6. Identify the Physical Demands associated with the job (Section 6).  Use the options provided in the Job Description form to identify the type, amount, and frequency of physical effort exerted, along with the work position in which the effort is exerted.  As with other job requirements, the physical demand selections should relate only to the essential functions of the job.



Examples:

· Ability to sit at computer 70% of time to prepare detailed reports. 
· Ability to lift 50 pounds of equipment and carry 100 ft (15% of work time).

7. Identify the Mental or Visual Demands associated with the job (Section 7).  Use the options provided in the job description form to specify the mental and visual fatigue sustained through the application of mind and eyes in performing the job.  As with other job requirements, these selections should relate only to the essential functions.

Examples: 

· Occasional mental and/or visual attention; the operation performed is either close to being automatic or the duties require attention only at long intervals.
· Frequent mental and/or visual attention; the flow of work is either intermittent or the operation involves waiting for a machine or process to complete a cycle with intermittent checking or inspection involved.
· Continuous mental and/or visual attention; the work is either repetitive or diversified requiring constant alertness to monitor the production process and/or identify defects.
· Concentrated mental and/or visual attention;  the work involves performing complex tasks to very close accuracy and quality specifications; or a high degree of hand and eye coordination for sustained periods.
· Intense and/or exacting mental and/or visual attention; the work involves visualizing, planning, laying out, or otherwise performing very involved and complex work.

8. Identify the Working Conditions associated with the job (Section 8). Use the options provided in the job description form to identify the physical surroundings or conditions under which the job must typically be performed, and the extent to which the conditions make performance of the job disagreeable.  Again, refer only to the essential functions of the job.

Examples:

· The job is typically performed under very comfortable working conditions; any disagreeable elements are generally absent during normal performance of job.
· Work is typically performed under reasonably good working conditions; while exposure to any or all of the above elements may occur, such exposure is generally not present to the extent of being disagreeable.
· The job is often performed under somewhat disagreeable working conditions; exposure to any or all of the above elements is likely, with at least one present to the extent of being disagreeable.
· The job is continuously performed under disagreeable working conditions; exposure to any or all of the above elements is probable, with several being present to the extent of being objectionable.
· Work is continuously performed under extremely disagreeable working conditions; exposure to many objectionable elements is both continuous and intensive.

9. Specify the Attendance Requirements associated with the job (Section 9). While all employees are expected to comply with company attendance standards, the nature of some positions (e.g., single incumbent positions, difficult to fill positions, positions with key roles) requires strict compliance with this or a tougher attendance standard to achieve the essential functions of the job.  If attendance is critical to the achievement of the job's essential functions, this fact should be specifically noted in the job description.

Example:

· Because opening the restaurant is critical to the performance of the Restaurant Manager’s duties, the Restaurant Manager must strictly adhere to company attendance standards.

10. Specify the Safety Standards associated with this job (Section 10). While all employees are expected to comply with company attendance standards, specific practices as identified through job safety analysis (JSA) may be required.  If compliance with the general company safety standards is acceptable, or if different standards apply, this should be specifically stated in the job description.	
Example:

· Support a safe work environment by performing duties in accordance with acceptable, safe work procedures.  This includes but is not limited to:  reporting all incidents and accidents to your immediate supervisor within 24 hours; maintaining work area in a safe and healthful condition; reporting, and whenever possible correcting, unsafe working conditions; operating vehicles while in the course of employment in a safe and lawful manner; and providing assistance to reduce or eliminate workplace hazards.

11. Identify the FLSA Status associated with the job (Section 11).  This section, which should be completed by Human Resources identifies whether the position is eligible for overtime pay (non-exempt from the wage and hour law) or not eligible for overtime pay (exempt from the wage and hour law).  This designation, which is determined based on federal and state guidelines, depends on considerations such as the nature of the role (e.g., supervisory, sales, clerical, manual work, etc.), the amount of discretion and judgment inherent in the job, the amount of time spent performing each assigned task, etc.

12. State the EEO Classification, if applicable (Section 12). This section should be completed by the Human Resources Department.  It classifies positions for specific state and federal reporting requirements.  This may not be application to all organizations and can be removed if it does not apply.

13. Include appropriate Signatures and Dates (Section 13).  Job Descriptions should be signed and dated by each job incumbent to acknowledge understanding of the job, by the immediate supervisor to confirm accuracy, by the next level of management to confirm that essential functions are aligned with organization goals and objectives, and by Human Resources (or top manager) to validate that it is clear, concise and supports compliance with legal considerations.

Note:	Because jobs change, signatures are preceded by a statement that management reserves the right to add to or change the duties of the position at any time.

[bookmark: _Hlk157537431]Exhibit A

Job Description Example – Exempt Position


	JOB TITLE
	HR and Compliance Consultant

	REPORTS TO (title)
	VP of HR Services and General Counsel

	DEPARTMENT NAME
	Human Resource Development Services

	Updated
	02/15/202x



1.  PRIMARY PURPOSE 
Responsible for providing professional human resource and employment compliance consulting services to organizations in accordance with best practices, regulatory requirements, and Company goals and objectives.  Support a business culture that reflects high value placed on high quality service and Association-wide collaboration.

2.  ESSENTIAL DUTIES AND RESPONSIBILITIES 

Direct Service Delivery (75%)

· Respond directly to requests for information and guidance in various HR and employment compliance issues such as family leave, ADA, wage and hour, employee relations, harassment and discrimination; review and develop human resources processes and tools, such as employee handbooks, job descriptions, affirmative action plans, and other employment policies and documents; and conduct workplace investigations.  Advise employers on approaches and methods that connect compliance, HR programs and practices and overall business needs.  
· Research, develop and conduct training workshops (public and onsite), including webinars, relative to various areas of human resources such as harassment awareness, workplace respect, ADA, wage and hour, family leave, discipline and documentation and employment law. 
· Through interactions with members and non-members develop and execute billable service work in order to meet the revenue goals of the department and organization.  Identify and collaborate with others to develop and execute new services and member benefits.

Member Benefits Delivery and Development (25%)

· Conduct Human Resource Assessments, establish initial service relationship with new members, link new members to other professional services providers, Company products and programs. 
· Demonstrate continued professional development and research of business trends and professional issues by regularly contributing articles and alerts, blogs, social media content, video posts, and other methods to help educate our Membership.
· Develop and maintain business relationships with member and non-member companies to maximize the level and quality of service delivered.  Promote Association membership to non-members as appropriate.  Link members to other Company professional services providers, products and programs.  



3.  OTHER DUTIES AND RESPONSIBILITIES  

· Support Membership development as assigned by the President or Membership Development Manager 

4.  JOB/BEHAVIORAL COMPETENCIES

· Quick to connect.  This position requires someone who is quick to connect with people. Must actively look forward to meeting with people and developing and maintaining a relationship with them.
· Persuasive Influence. You understand people well and use that understanding effectively in motivating and persuading others to act.  Your persuasive communications skills allow you to gain the interest and buy-in from others.
· Careful with risk and details.  Although you have a strong sense of urgency and work at a faster than average pace, you also have a high sense of responsibility for making sure your work is accurate.  

5.  MINIMUM QUALIFICATIONS AND EXPERIENCE 

· Typically requires a Bachelor’s degree from an accredited college or university with an emphasis on management or human resource management and typically a law degree from an accredited law school and active membership in the Oregon State Bar. 
· Typically requires 2-4 years’ experience in employment law and a solid knowledge of human resource programs and practices. 
· Strong communication (both verbal and written) and leadership skills are required in order to work effectively with all levels in an organization and in a variety of industries.
· Excellent customer service skills required.  
· Attention to detail and ability to manage multiple on-going projects are required to assure service and product credibility and quality.
· Proficiency in Microsoft Word, Excel and PowerPoint.
· Typically requires current Oregon Driver’s License and reliable transportation 
· This position requires regular local travel.  Although infrequent, travel may include early mornings and late evenings.
· This position does not engage in the practice of law.

6.  PHYSICAL DEMAND 

A.  The physical effort typically applied in this job includes:

	X
	Lifting
	
	Pulling
	X
	Reaching
	
	Manipulating

	X
	Carrying
	
	Pushing
	
	Shoveling
	X
	Keying/typing

	
	Other (specify)
	
	
	
	
	
	





B.  The following best reflects the amount of effort typically applied and the frequency of application:

	Amount of 
	                              % of Time Effort is Applied

	Effort Applied 
	Less than 15%
	15% to 40%
	40% to 70%
	More than 70%

	Less than 1lb.
	X
	
	
	

	Between 1 & 5 lbs. 
	 
	
	
	

	Between 5 & 25 lbs. 
	
	
	
	

	Between 25 & 60 lbs.
	
	
	
	

	More than 60 lbs.
	
	
	
	



C.  The effort reflected in the above chart is typically applied in the following work positions: 
	
	
	Sitting
	X
	Standing
	
	Walking

	
	Stooping
	
	Bending
	
	Confined

	
	Other (specify)
	
	
	
	








7.  MENTAL OR VISUAL DEMAND  

Continuous mental and/or visual attention; the work is either repetitive or diversified requiring constant alertness to monitor the production process and/or identify defects.

8.  WORKING CONDITIONS 

A.  The following identifies the kinds of disagreeable elements incumbent would typically be exposed to in the work area:

	
	Dust
	
	Dirt
	
	Heat
	
	Cold

	
	Fumes
	
	Noise
	
	Vibration
	
	Water

	
	Other (specify)
	
	
	
	
	
	



B.  The statement below best describes the physical surroundings or conditions under which the job is typically performed and the extent of exposure to the disagreeable elements noted above:

The job is typically performed under very comfortable working conditions; any disagreeable elements are generally absent during normal performance of job.

9.  ATTENDANCE 

Compliance with general Association standards is acceptable.	



10.  SAFETY 

Support a safe work environment by performing duties in accordance with acceptable, safe work procedures.  This includes but is not limited to:  reporting all incidents and accidents to your immediate supervisor within 24 hours; maintaining work area in a safe and healthful condition; reporting, and whenever possible correcting, unsafe working conditions; operating vehicles while in the course of employment in a safe and lawful manner; and providing assistance to reduce or eliminate workplace hazards.

11.  FLSA STATUS 

Exempt	

12.  EEO CLASSIFICATION 

Professional

13.	SIGNATURES & DATES 

	President									Date


	Employee									Date












Exhibit A

Job Description Example – Non-Exempt Position


	JOB TITLE
	 Accounts Receivable/Payroll Specialist

	REPORTS TO (title)
	 Director, Finance and Accounting

	DEPARTMENT NAME
	 Administration



1. PRIMARY PURPOSE  

Provides financial, payroll, administrative and clerical support by ensuring the organization receives payments for dues and services, properly pays invoices for the organization and properly processes and records financial transactions for the organization.

Along with other staff members, actively contributes to the organization’s objectives through client recruitment and retention efforts, promotion of the organization’s products and services, and focus on efficiency of operations.

Supports an internal business culture that reflects high value placed on inclusion, connection, service, and collaboration.

2. ESSENTIAL DUTIES AND RESPONSIBILITIES 

Accounting Duties (80%) 

· Process, maintain, and review accounts receivable billing, invoicing and payment receipts using multiple computer sources such as website, accounting software, Microsoft Excel. 
· Research, verify and resolve account discrepancies in order to ensure accurate and reliable financial information.
· Process and mail monthly account statements and collections procedures according to standard operating procedures.
· Assists with the design of computer accounting systems, spreadsheets and custom reports in order to ensure efficient processes and accurate information.
· Assists with annual audit of financial statements as needed by providing support to the Director of Finance as requested.
· Process and maintain accounts receivable billing, invoicing and payment receipts using multiple computer sources such as website, accounting software, Microsoft Excel, and Microsoft Access.

Payroll (20%)

· Calculate employee wages from time records, prepare payroll checks, collect appropriate data to enroll employee in benefits, prepare withholding, Social Security, 401(k), and other payroll related tax reports.  
· Assist in maintaining time off accruals and calendars.
· Assist with annual reconciliations and reporting.
3. OTHER DUTIES AND RESPONSIBILITIES  

Maintains professional and technical knowledge by attending educational workshops; reviewing professional publications; establishing personal networks; participating in professional societies.

Performs other duties as assigned.

4. JOB/BEHAVIORAL COMPETENCIES

· Careful with risk and details.  Although you have a strong sense of urgency and work at a faster than average pace, you also have a high sense of responsibility for making sure your work is accurate and valid.  If something is off in your data, things aren’t adding up…you’re going to notice and fix it.
· Service.  You must support a business culture that reflects the value placed on high quality service and Association-wide collaboration.

5.  MINIMUM QUALIFICATIONS AND EXPERIENCE

· Typically requires Associates Degree or 2+ years experience in accounting.
· Basic Excel spreadsheet skills, including the ability to create comparative results using tables and formulas; ability to change formats; some experience exporting and importing data within various systems preferred.  
· Basic understanding of computer network file structure (multiple drives and folders).
· Must be able to communicate well both verbally and in writing with customers and have excellent customer service skills.  Must have the ability to establish and maintain effective working relationships. Must have strong organizational skills and be able to work independently with limited supervision.  Must be able to work in a team environment and produce results in conjunction with fellow team members.

6.	PHYSICAL DEMAND 

A.	The physical effort typically applied in this job includes:

	X
	Lifting
	
	Pulling
	X
	Reaching
	
	Manipulating

	X
	Carrying
	
	Pushing
	
	Shoveling
	X
	Keying/typing

	
	Other (specify)
	
	
	
	
	
	



B.  The following best reflects the amount of physical effort typically applied to this position:

	Amount of 
	                             % of Time Effort is Applied

	Effort Applied 
	Less than 15%
	15% to 40%
	40% to 70%
	More than 70%

	Less than 1lb.
	
	
	
	

	Between 1 & 5 lbs. 
	X
	
	
	

	Between 5 & 25 lbs. 
	
	
	
	

	Between 25 & 60 lbs.
	
	
	
	

	More than 60 lbs.
	
	
	
	



C.	The effort reflected in the above chart is typically applied in the following work positions: 

	X
	Sitting
	X
	Standing
	X
	Walking

	X
	Stooping
	
	Bending
	
	Confined

	
	Other (specify)
	
	
	
	



7.	MENTAL OR VISUAL DEMAND  

Concentrated mental and/or visual attention; The work involves performing complex tasks to very close accuracy and  specifications for sustained periods.

8.	WORKING CONDITIONS 
 
A.  The following identifies the kinds of disagreeable elements incumbent would typically be exposed to in the work area:

	
	Dust
	
	Dirt
	
	Heat
	
	Cold

	
	Fumes
	
	Noise
	
	Vibration
	
	Water

	
	Other (specify)
	
	
	
	
	
	


	
B.  The statement below best describes the physical surroundings or conditions under which the job is typically performed and the extent of exposure to the disagreeable elements noted above:
	
The job is typically performed under very comfortable working conditions; any disagreeable elements are generally absent during normal performance of job.

9.	ATTENDANCE

Compliance with general company standards is acceptable.

10.	SAFETY 

Support a safe work environment by performing duties in accordance with acceptable, safe work procedures.  This includes but is not limited to:  reporting all incidents and accidents to your immediate supervisor within 24 hours; maintaining work area in a safe and healthful condition; reporting, and whenever possible correcting, unsafe working conditions; operating vehicles while in the course of employment in a safe and lawful manner; and providing assistance to reduce or eliminate workplace hazards.

11.	FLSA STATUS  

Non-Exempt



12.	EEO CLASSIFICATION  

Administrative Support Workers

13.	SIGNATURES & DATES 

	Supervisor									Date


	Employee									Date


































Exhibit B

Job Description Form 
[bookmark: _Hlk132369841]
Note: This is a sample form.  Prior to implementation, it should be amended to reflect your organization’s 
practices and legal obligations.

	JOB TITLE
	

	REPORTS TO (title)
	

	DEPARTMENT NAME
	



1.  PRIMARY PURPOSE – Summarize the primary purpose and objective of the position (why the job exists).






2.  ESSENTIAL DUTIES AND RESPONSIBILITIES – Briefly describe each major job function (those essential to achieving primary purpose). Use specific active verbs that describe what the incumbent does (e.g., “composes,” or “types” letters, rather than “prepares”), and indicate why the function is performed (e.g., composes letters to respond to customer inquiries).  In addition, please identify the approximate % of time spent annually in performing each function. 






3.  OTHER DUTIES AND RESPONSIBILITIES – Describe each marginal function (not essential to achieving the primary purpose) in the same manner as requested in Section 2 above.







4. JOB/BEHAVIORAL COMPETENCIES – Describe the behavioral competencies required for success in the position.





5.  MINIMUM QUALIFICATIONS AND EXPERIENCE – 

A.  Describe the minimum skills, knowledge, education, certifications, etc., and related job experience (yrs./months) that incumbent typically must have to perform the essential functions of the job acceptably.





B.  Identify any specialized equipment used in this job and indicate the daily percent of time spent on each.





6.  PHYSICAL DEMAND – Use the following to indicate the type, amount, and frequency of physical effort required to perform the essential functions of the job acceptably;  including the work positions in which the effort is applied.  Physical effort refers to manual effort and may include lifting, moving, pulling, pushing, carrying, manipulating, shoveling, etc.

A. The physical effort typically applied in this job includes (check all applicable boxes):

   Lifting		   Pulling		   Reaching		   Manipulating
   Carrying		   Pushing		   Shoveling		   Key/typing
Other (specify)  ____________________________________________________

B. Check the box that best reflects the amount of effort typically applied and the frequency of application (Note: Whereas the following chart refers to lifting, any equivalent effort may be substituted):

	Amount of 
	                              % of Time Effort is Applied

	Effort Applied 
	Less than 15%
	  15% to 40%
	  40% to 70%
	More than 70%

	Less than 1lb.
	
	
	
	

	Between 1 & 5 lbs. 
	
	
	
	

	Between 5 & 25 lbs. 
	
	
	
	

	Between 25 & 60 lbs.
	
	
	
	

	More than 60 lbs.
	
	
	
	



C.  The effort reflected in the above chart is typically applied in the following work positions (check those applicable): 

   Sitting		   Standing		   Walking		
   Stooping		   Bending		   Confined		
Other (specify)  _____________________________________________________
7.  MENTAL OR VISUAL DEMAND – Check the statement below that best describes the degree of mental and/or visual fatigue typically sustained through the application of mind and eyes in performing the essential functions of the job (please edit statement as needed to fit job):

	
	Occasional mental and/or visual attention; the operation performed is either close to being automatic or the duties require attention only at long intervals.

	

	
	Frequent mental and/or visual attention; the flow of work is either intermittent or the Operation involves waiting for a machine or process to complete a cycle with intermittent checking or inspection involved.

	

	
	Continuous mental and/or visual attention; the work is either repetitive or diversified requiring constant alertness to monitor the production process and/or identify defects.

	

	
	Concentrated mental and/or visual attention;  the work involves performing complex tasks to very close accuracy and quality specifications; or a high degree of hand and eye coordination for sustained periods.

	

	
	Intense and/or exacting mental and/or visual attention; the work involves visualizing, planning, laying out, or otherwise performing very involved and complex work.




8.  WORKING CONDITIONS – Use the following to indicate the presence, relative amount of, and continuity of exposure to disagreeable elements typically found in the physical work surroundings.

A. Identify the kinds of disagreeable elements incumbent would typically be exposed to in the work area (check all applicable boxes):

   Dust		   Dirt		   Heat		   Cold
   Fumes		   Noise		   Vibration		   Water
Other (specify)  _________________________________________________________	

B. Check the statement below that best describes the physical surroundings or conditions under which the job is typically performed and the extent of exposure to the disagreeable elements noted above (please edit statement as needed to fit this particular job):

	
	The job is typically performed under very comfortable working conditions; any disagreeable 
elements are generally absent during normal performance of job.



	
	Work is typically performed under reasonably good working conditions; while exposure to any or all of the above elements may occur, such exposure is generally not present 
to the extent of being disagreeable.

	
	

	
	The job is often performed under somewhat disagreeable working conditions; exposure to any or all of the above elements is likely, with at least one present to the extent of being disagreeable.



	
	The job is continuously performed under disagreeable working conditions; exposure to any or all of the above elements is probable, with several being present to the extent of being objectionable.

	

	
	Work is continuously performed under extremely disagreeable working conditions; exposure to many objectionable elements is both continuous and intensive.



9.  ATTENDANCE – While all employees are expected to comply with company attendance standards, the nature of some positions may require different standards in order to fulfill the essential functions of the job.  Indicate below if compliance with the general company attendance standards is acceptable, or if different standards apply (please be specific):


10.  SAFETY – While all employees are expected to comply with company attendance standards, specific practices as identified through job safety analysis (JSA) may be required.  (JSA attached)  Indicate below if compliance with the general company safety standards is acceptable, or if different standards apply (please be specific):


11.  FLSA STATUS – This section should be completed by the Human Resources Department.  It identifies whether the position is eligible for overtime pay (Non-Exempt from the wage and hour law) or not eligible for overtime pay (Exempt from the wage and hour law).


12.  EEO CLASSIFICATION – This section should be completed by the Human Resources Department.  It classifies positions for specific state and federal reporting requirements.

   Executive/Senior Level Managers (1.1)	   Administrative Support Workers (5)
   First/Mid Level Managers (1.2)		   Craft Worker (6)
   Professional (2)				   Operative (7)
   Technician (3)					   Laborer (8)
   Sales (4)					   Service Worker (9)


13.	SIGNATURES & DATES – The following signatures are required to confirm the accuracy and completeness of the Job Description; that essential functions are aligned with organization goals and objectives; to validate that it is clear, concise and  supports compliance with legal considerations; and employee understanding of the job requirements.  

Note: Because jobs change, management reserves the right to add to or change the duties of the position at any time.

	Immediate Supervisor                         Date
	Next Level of Management                     	Date


	Human Resources		     	 Date

	Employee					Date	
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