Job Description

CSUSM CORPORATION
	Job Title:
	
	FLSA Status (Exempt or Non-Exempt):
	

	Department/Project:
	
	Reports to:
	

	Date:
	
	Classification/Pay Grade:
	

	
	
	Time Base (ex: full time = 1.0):
	



Summary (Why does this job exist and what end result does it accomplish?):

· (Example)  This position provides general office and clerical administrative duties in support of the CSUSM Corporation central office. 
Qualifications (Describe the minimum level of education and directly related experience and abilities necessary to perform this job):
· (Example) High School diploma or General Education Degree (GED) and 3 to 5 years of food service management
Responsibilities and Tasks (To perform this job successfully, the individual must possess the abilities and aptitudes to perform each duty/task proficiently):
· (Example) Responsible for the safety in all areas of the food service operation.  Corrects or prevents hazardous situations by enforcing and adhering to the code of safe practices, completing necessary accident report forms as well as ensuring that equipment is properly maintained and repaired when necessary.  Will provide training and enforce all safety rules
Supervision (Number of employees supervised.  Will the employee have authority to hire, review performance, etc?) 

· (Example) Supervises 10 to 15 non-exempt employees.  Will hire department staff and conduct performance appraisals.
Latitude and Judgment (Describe by example, the authority exercised in the performance of this job and the types of decisions made in the job.  Describe possible ramifications i.e. budget impact, regulatory compliance, resulting from errors in judgment made by someone in this job):

· (Example) Will have the authority to hire and fire employees but must consult with CSUSM Corporation HR before doing so.  
Work Environment  
· (Example) The work environment will include normal office conditions and daily use of a computer Visual Display Terminal (VDT)
· (Example) Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions of this job

Physical Demands (Put an “X” in the box indicating the appropriate % for each activity):
	Activity
	0 – 24%
	25 – 49%
	50 – 74%
	75 – 100%

	Seeing: Must be able to read reports and use computer
	
	
	
	

	Hearing: Must be able to hear well enough to communicate with co-workers and on the telephone
	
	
	
	

	Standing/Walking/Mobility:  Must be able to stand to open files and operate business office machines; mobility between departments and to attend meetings 
	
	
	
	

	Climbing/Stooping/Kneeling:
	
	
	
	

	Lifting/Pulling/Pushing:  Up to 20 lbs.
	
	
	
	

	Fingering/Grasping/Feeling:  Must be able to write, type, and use phone system
	
	
	
	


Working with Minors (please mark one):

YES  FORMCHECKBOX 

NO  FORMCHECKBOX 
 (if yes, please contact CSUSM Corporation Human Resources, hrcorp@csusm.edu to request the required Live Scan fingerprinting clearance for working with minors)

Driving on CSUSM Corporation Business (please check one):

Will NOT drive





 FORMCHECKBOX 

Required to drive (1 or more times per week)
 FORMCHECKBOX 

Occasionally drives (Less than 1 time per week) 

 FORMCHECKBOX 

Required to drive and transport passengers
 FORMCHECKBOX 

General:
The employee is expected to adhere to all CSUSM Corporation policies and procedures outlined in the employment handbook.  This in no way alters the “at will” relationship of employment.


I have read and understand this explanation and job description:

Employee Name (Please Print)
Signature of Employee







Date

Supervisor Name (Please Print)






Signature of Supervisor







Date
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