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Position Description

	Title:       
	Location:   FORMDROPDOWN 


	Department:       
	Leadership:       

	FTE:      
	Date:       

	Number of Months:       

	General Employment Period:       

	General Work Schedule (days of week):      

	General Shift Hours:       

	FLSA Status (as determined by HR Review)                              FORMCHECKBOX 
  Non – Exempt    FORMCHECKBOX 
  Exempt

	Position Type  (as determined by HR Review)                             FORMCHECKBOX 
  Administrative   FORMCHECKBOX 
  Support Staff

	Position # (as determined by HR Review):       


Job Summary
Describes the general purpose of the job; why the job exists.
Essential Functions
List of material responsibilities and essential duties which must be completed in meeting the objectives of the position.  List position responsibilities in order of importance and indicate the percent of time performing the responsibilities.  Most positions can be described in 6-8 major responsibility areas.  Give a best estimate of average percentage of time each responsibility takes, adding up to 100%.  Essential functions and additional responsibilities should add up to 100%.  A list of action verbs is attached for reference.  Feel free to utilize other action verbs when they are more appropriate.
1.  Support the mission and vision of Concordia College and perform the core competencies as defined for this position.

Additional Responsibilities
List the responsibilities the position performs, but are not essential to meeting the objectives of the position.

1.  Perform other duties/responsibilities as assigned.  

Performance Behavior Requirements (Competencies): 

The attached list(s) describes the performance behaviors necessary to meet the minimum requirements in performing position responsibilities.  


 FORMCHECKBOX 
  Core Competencies


 FORMCHECKBOX 
  Management Competencies

 FORMCHECKBOX 
  Leadership Competencies 

Qualifications Required:
Education/Experience:  List education, experience, licensing, certifications, equipment operation and other requirements to perform the essential functions of the position.   
Knowledge, Skills and Abilities:       
Qualifications Preferred:
List other qualifications, experience, licensing, certifications, etc., that would give preference to candidates seeking the position.


Leadership Provided To:
List title of position(s) that are directly supervised.  Indicate the number indirectly supervised.  
Employment Requirements:
Koskinen Background Check
 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No
General Background Check
 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No
Pre-employment Physical 
 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No
DOT Pre-employment Physical
 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No
Essential staff position meaning, this position is determined to be essential to the operation of the college during times of emergency or when the College may be closed for various reasons. Hence, this position could be expected to remain on duty or, if not on duty, to report for duty when such emergencies or other closings occur.  Is this an essential staff position?    FORMCHECKBOX 
 Yes    FORMCHECKBOX 
  No  

Physical/Mental/Visual Requirements:
Complete and attach document.  

This Position Description reflects an accurate and complete description of the duties and responsibilities assigned to the position.  Position description is open to changes at any time as determined appropriate by management.    
Employee _______________________________________
Date________________

Immediate Supervisor_____________________________
Date________________

Director_________________________________________
Date________________

