SOUTH GEORGIA COLLEGE

POSITION DESCRIPTION FORM

Please complete and attach to your Notification of Position Vacancy Form.

Job Title: _____________________________________
Department: _________________________

Prepared By: __________________________________
Title: _______________________________

Date: ____________________________

(A) Job Objectives (Purpose of the Position)
____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________ 

____________________________________________________________________________________ 

(B) Essential Functions of Position
Briefly describe the “Essential Job Functions” that are critical to the performance of the position  (duties, responsibilities, activities, etc.)  Please do not inflate job functions – the purpose of this document is not for classification or pay grade assignment.

(1)_______________________________________________________________________________

(2)_______________________________________________________________________________

(3)_______________________________________________________________________________

(4)_______________________________________________________________________________ 

(5)_______________________________________________________________________________ 

(6)_______________________________________________________________________________ 

(7)_______________________________________________________________________________ 

(8)_______________________________________________________________________________ 

(9)_______________________________________________________________________________ 


(10)_______________________________________________________________________________ 

(C) Marginal Job Functions
Briefly describe other related or ‘marginal functions” that are important but not absolutely essential to the main elements of the position (these functions could be modified or transferred for reasonable accommodation purposes).

      (1)_______________________________________________________________________________ 


(2)_______________________________________________________________________________ 


(3)_______________________________________________________________________________


(4)_______________________________________________________________________________


(5)_______________________________________________________________________________

(D) Education/Licensure/Training
Describe the minimal educational qualifications that are essential for performance of the positions responsibilities.

GED acceptable _____
High School Diploma _____  

College Degree _____/Major _________________________

Advanced Degree _____/Major _________________________

*List Licensure, registration or certification required: _______________________________________


___________________________________________________________________________________  


*List Licensure, registration or certification that applicant must be eligible for:____________________  


___________________________________________________________________________________ 


*What discipline: ____________________________________________________________________ 


*Special training required: ____________________________________________________________


___________________________________________________________________________________ 


*Computer language/skills required: _____________________________________________________ 


___________________________________________________________________________________ 


*Typing/Word Processor skills required (WPM-circle one): 20  30  40  50  60  70  


*Other skills necessary: ________________________________________________________________ 


___________________________________________________________________________________ 

(E) Prior Work Experience Required (indicate number of years with type of experience):


___________________________________________________________________________________




___________________________________________________________________________________ 

(F) Physical Demands of Position
Physical demands include all physical activities that are required to successfully fulfill the duties of the position.  Please indicate below those physical demands that are relevant to performing the essential functions of the position listed on the first page.  Leave blank if not applicable.






Critical to

Relevant to




Factors

Performance 

Function # (pg 1)

% of Time

 1.
Standing

___________

______________

_________



  (ex. Standing)

_____X____

____(#3,_#5)___

___80%__

 2.
Walking

___________

______________

_________


 3.
Sitting


___________

______________

_________


 4.
Pulling


___________

______________

_________


 5.
Pushing

___________

______________

_________


 6.
Lifting


Occasionally

Frequently


Constantly




under 10 lbs.

___________

______________

_________




10 – 25 lbs.

___________

______________

_________




26 – 50 lbs.

___________

______________

_________




51 – 75 lbs.

___________

______________

_________




76 – 100 lbs.

___________

______________

_________




Over 100 lbs.

___________

______________

_________


 7.
Carrying

Occasionally

Frequently


Constantly




under 10 lbs.

___________

______________

_________




10 – 25 lbs.

___________

______________

_________




26 – 50 lbs.

___________

______________

_________




51 – 75 lbs.

___________

______________

_________




76 – 100 lbs.

___________

______________

_________




Over 100 lbs.

___________

______________

_________


 8.
Balancing

___________

______________

_________


 9.
Climbing

Occasionally

Frequently


Constantly




Heights up to




4 ft.


___________

______________

_________




5 – 10 ft.

___________

______________

_________




Over 10 ft.

___________

______________

_________


10.
Crawling

___________

______________

_________


11.
Crouching

___________

______________

_________


12.
Feeling


___________

______________

_________




(finger dexterity)


13.
Hearing

___________

______________

_________


14.
Handling

___________

______________

_________


15.
Kneeling

___________

______________

_________


16.
Reaching

___________

______________

_________


17.
Running

___________

______________

_________


18. Normal Vision

___________

______________

_________




(with or w/o corrective vision wear)


19.
Stooping

___________

______________

_________


20.
Talking

___________

______________

_________


21. Tasting/Smelling
___________

______________

_________


Describe further criteria for those physical factors checked above if necessary:


___________________________________________________________________________________  


___________________________________________________________________________________ 

(G) Environmental Conditions of Position

The environmental conditions are those internal and external elements to which the employee will be exposed while fulfilling the duties of the position.  Please indicate below, those conditions that are relevant to the work areas.  Leave blank if not applicable.








Exposure Critical
        
Relevant to
          % of Time



Factors



  to Performance
        
 Functions # 

Exposed

1.  
Atmospheric Conditions


(fumes, odors, dust, gases, poor vent.)______________

_______________
_______

2.   
Weather Conditions






(heat, cold, rain, wind, etc.)

______________

_______________
_______

3.
Extreme Cold




(non-weather related)


______________

_______________
_______


4.
Extreme Heat








(non-weather related)


______________

_______________
_______


5.
Wet and/or Humid





Conditions



______________

_______________
_______


6.
Vibrations



______________

_______________
_______


7. 
Noise (high decibel levels)

______________

_______________
_______


8. 
Hazards:




a.

Blood-borne Pathogens

______________

_______________
_______




b.
Needle Sticks


______________

_______________
_______




c.

Electrical Shock


______________

_______________
_______




d.
Radiation



______________

_______________
_______




e.

Moving Parts


______________

_______________
_______




f. 
Toxic Chemicals


______________

_______________
_______




g.
Bio-Hazardous Wastes

______________

_______________
_______




List other health hazards or environmental conditions that the employee may be exposed to:




_________________________________________________________________________________ 




_________________________________________________________________________________ 

(H) Aptitudes, Abilities, Functional or Sensory Capabilities/Temperaments
Rate the following aptitudes, abilities, functional or sensory capabilities and temperaments if they are characteristics or relevant to the overall satisfactory performance of the job.


CODE
A   -
 Characteristic not required or relevant (0%)







B
-
 Minimal requirement or relevancy (up to 20%)







C

-
 Average or normal characteristics required (21% to 60%)







D
-
 High degree of characteristics required (61% to 100%)


1.
Verbal Skills



A
B
C
D


2.
Numerical Computations

A
B
C
D


3.
Literacy Skills


A
B
C
D


4.
Memory for Details


A
B
C
D


5.
Emotional Stability


A
B
C
D


6.
Eye/Hand/Foot Coordination
A
B
C
D



7.
Hand/Eye Coordination

A
B
C
D


8.
Strength of Hands


A
B
C
D


9.
Strength of Arms


A
B
C
D

    10.
Strength of Legs


A
B
C
D

    11.
Strength of Back


A
B
C
D

    12.
Touch Discrimination

A
B
C
D

    13.
Manual Dexterity


A
B
C
D

    14.
Color Discrimination

A
B
C
D

    15.
Perform Under Stress

A 
B
C
D

    16.
Follow Instructions


A
B
C
D

    17.
Decision Making Ability

A
B
C
D

    18.
Able to Concentrate


A
B
C
D

    19.
Adaptability



A
B
C
D

    List other characteristics that are necessary for satisfactory performance or comment on specific 

    characteristics above if necessary: 

    ___________________________________________________________________________________ 

    ___________________________________________________________________________________ 


    ___________________________________________________________________________________ 

    ___________________________________________________________________________________
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