Sample Job Description Format
JOB DESCRIPTION

Job Title:






FLSA: 
Job Family: 

Salary Range: 

(Modify this ‘header’ section for data required for JHU Jobs)
Department: 

Reports to: Provide the JHU job title that has full supervisory authority and that has at least 2 direct reports.  Do not use the title of a job providing only work direction (eg., a ‘lead worker’ or ‘project leader’).

GENERAL SUMMARY
Briefly describe the overall nature of the responsibilities of the job in two to four sentences.  Describe main functions, responsibilities, and/or services provided to the organization (eg., why the job exists).
DUTIES AND RESPONSIBILITIES
List the position’s duties and responsibilities, the performance of which are primary and fundamental to the job.  To the extent possible, group similar responsibilities into one functional statement.  List functions in rank order of importance and provide a percentage of time for each (assign percentage amounts no less than 10%) and which total 100%).


Sample format: Describe the (result) by (duties involved).

Example: (Assists customers) by (answering routine questions via email and telephone).

Also describe the type and level of decision making, authority for decisions/recommendations; types and frequency of problem solving, and type, frequency, and purpose of contacts.
Supervision of Others: Number, types, and levels of positions supervised directly and/or indirectly. Attaching an organization chart is very useful.  Supervision or guidance of ‘non-employees’ should be described in a separate sentence (eg., contractors, volunteers, students, temp agency individuals, etc.).
Equipment, Machine , or Tool Requirements:  Include duration, and frequency of use.
REQUIREMENTS

Minimum Qualifications: (Focus on qualifications required to perform the job and not those of any specific employee.)
Education: Indicate education level required for a typical candidate to be successful in the job.  Include the degree field(s) typically required (eg., bachelor degree in biology or chemistry; master degree in biostatistics).  List any preferred or alternate education levels in a separate sentence following the required education.
Experience: Indicate the amount and type of experience required for a typical candidate to be successful.  List any preferred experience in a separate sentence.
· OR - equivalent combination of formal education and experience.
Licensure, Certification, Registration: List any licenses, certifications, and/or registrations required for the job. Indicate if it is mandated by a government agency (eg., State of Maryland Department of Licensure), by an other recognized organization or by the university.  List any preferred items in a separate sentence following the required items.

Special Knowledge, Skills, or Abilities / Competencies:  List those typically required to successfully perform the job duties.
Conditions:

Physical Demands: List those that apply to the job, such as walking, stooping, lifting, talking, seeing, etc.  Include the amount of physical effort to perform each task, as well as, the length of time during which the effort must be expended (duration and frequency).

Working Conditions:  General physical environment or surroundings that apply to the situation (eg., lighting, ventilation, isolation or cramped work space, temperature, or potential health situations).
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