
[image: image1.png]


PRINCETON UNIVERSITY LIBRARY

POSITION DESCRIPTION FORM
ID Number: ____

(HR use only)

POSITION INFORMATION

(please check one)
New Position _____ Vacancy ______ Classification Review/Current Position ______
Current Position Title:

Percent Duty Time of Position:
Current Pay Grade:

Department:
Unit:
Incumbent in Position ______________________________________
SUPERVISOR INFORMATION

Name:

Title:

Campus Address:

Phone:

E-Mail:
Supervisor reports to:

(Name)  

(Title)
DATE COMPLETED____________________________________

2/5/01
I. SUMMARY OF THE POSITION

    Describe the basic functions or purpose of this position.  The description should explain the primary reason this position exists.  Generally, the summary will require only a few sentences.  The specific details related to position responsibilities should be listed in section III.

II.  SUMMARY OF CHANGE

    Describe how this position has changed in terms of job functions or duties.  This may include, but not be limited to;  supervisory responsibility, level of decision making, exercising judgment, degree of autonomy, new skills being utilized, qualitative and/or quantitative changes.  Provide examples to illustrate these changes.

III.  PRINCIPAL DUTIES

    List the principal duties performed in this position.  (Note for most jobs, the list will probably not exceed 10 or 11 items.) Other duties can always be expected to be performed, and the library maintains its requirement for flexibility on the part of its employees, as all jobs have additional tasks which are not going to be mentioned here.  In addition work is constantly changing, and so changes in systems and tasks, procedures and routines are normal and to be expected.

    a.  List the principal duties performed in this position in order of decreasing importance.  When describing the duties, use concise statements that provide a clear understanding of the level of responsibility, complexity, creativity and analysis performed in this position.  Provide specific examples to illustrate the duties.

    b.  List the approximate amount of time that is spent on each duty as a percentage of total work time.  Combine any duties that constitute less than 5% of the employee's time.

IV.  COMPLEX TASKS

    From among the principal duties listed, identify between two and four that are the most complex and describe them in detail.  Include specific examples to illustrate the scope of the responsibility, the types of problems confronted, the decisions made, and the creativity, judgment and analysis used.

V.  DECISIONS

    Describe the types of decisions this position makes and the impact these decisions have on students, staffs, budgets, etc.  For each decision, any written and/or oral guidance that must be followed in making that decision should be provided.  Describe the context in which the decisions are made, (in groups, independently, spontaneously) and the supervision that is provided to make the decision.  In addition, use examples to describe the research, assessment and analysis that is necessary to make the decision.  (For most jobs, this list will probably not exceed 7 or 8.)

    If this position assists others in making decisions, explain this position's role in the decision making process.

VI.  ORGANIZATIONAL CHARACTERISTICS

    If this position involves work as a manager, supervisor or group leader, list the number and type of employees supervised or led. This may include full-time, part- time, students, casuals, etc.  Next, describe the nature of the supervision provided.  It will be helpful to consider the following questions and provide examples.

Does this position require hiring, promoting, training, firing or evaluating others?  Does this position assist a supervisor in these matters and if so, how?  Does this position set work priorities or prepare daily work plans for others?  Does this position organize the workflow of the unit?

VII.     CONTACTS

    Describe the interaction this position has, other than with your immediate supervisor, with other positions, units or groups within the department, the University, and outside of the University as well.  Include those contacts with which this position has active, primary working relationships.  Identify each contact and describe such details as:

What is the reason for the interaction?  How frequently do the parties interact?  What does the position provide to the contact and the contact to the position?  This may include information, service, etc.  How does the position impact others?  This may include systems, people, expenditures, etc.

VIII.  REVIEW OF WORK

    Describe how and by whom work is reviewed for this position and the frequency of the review.

IX.  RESOURCES, SYSTEMS, LANGUAGES, SPECIALIZED FIELDS OF KNOWLEDGE
    List the most important resources, systems, languages and/or specialized fields of knowledge necessary for the performance of this job.  This is not intended to be a complete listing.  The examples should give the employee some understanding of the range and nature of these requirements.

X.  QUANTITATIVE DATA

    Provide information illustrating the quantitative aspects of this job.  For example, describe estimates of the average number of orders processed, calls placed or received, number of people helped on a daily basis or amount of lifting, climbing or other physical attributes associated with this position.  Use examples that will help the reader understand the volume and scope of responsibilities.

XI.  ADDITIONAL INFORMATION

    In this section, present any information not included in previous sections that will help the reader understand this position.  If the position has already been adequately described, no additional information is necessary.  

XII.  SIGNATURES


It is anticipated that this completed document will reflect agreement between the incumbent and the supervisor.  In the event that there are differences between the job content described in this document and your own understanding of the position, please confer regarding these differences, resolve them, and modify the form accordingly.  If however, there are substantial unreconciled differences, list those in the space below.


When the review is complete, please sign the form.

(Incumbent's signature is optional)

Incumbent: (Print Name)________________________________________
Signature: ___________________________ Date ____________________
Supervisor: (Print Name) ________________________________________
Signature: _______________________________ Date ________________
=============================================================

REVIEW OF DESCRIPTION BY SECOND LEVEL OF DIRECT MANAGEMENT

    The signature of the next level of supervision shows that the supervisor has read and concurs with what is being described here.  This form should reflect concurrence on the part of both levels of supervision.

Reviewed By: (Name) _________________________________________
Signature:_______________________________ Date________________
=============================================================

REVIEW OF DESCRIPTION BY DEPARTMENT HEAD

    The signature of the Department Head shows that he/she has read and concurs with what is being described here

Reviewed By: (Name) _________________________________________
Signature:_______________________________ Date________________
�









