CAL STATE SAN MARCOS


HUMAN RESOURCES & EQUAL OPPORTUNITY


STAFF POSITION DESCRIPTION GUIDELINES











The very first section of the job description contains specific identifiers which must be included in any new description and/or reclassification request.   If any of the headings noted in the example are not known, please leave that space blank.





Examples:





Department:		Position Reports To:


Position Title:		Classification:


Job Code:		Range Code


Time Base:		Exempt or Non-Exempt:





Union / Unit (if applicable):	California State Employees Association (CSEA) / Academic Professionals of California / State Employees Trades Council / Statewide University Police Association / California Federation of The Union of American Physicians and Dentists





PURPOSE OF POSITION:





This section of the staff position description is intended to provide a brief outline the position’s purpose.  The use of verbs describing the responsibilities will help to clearly define responsibilities and accountabilities of the incumbent.





Examples:	"Provides clerical support for approximately 25 full-time faculty and 10 part-time faculty in the College of  Education."   


	"Provides instructional support for courses in biology."


	“Maintains all department data files in an orderly and effective fashion.  Creates and/or generates ad-hoc reports on a monthly basis.”





MAJOR RESPONSIBILITIES: 





This section should clearly outline all of the major responsibilities to be assumed by the position and the amount of time (on a percentage basis) required of each.  





In the case of a reclassification request, any and all changes in the assigned duties and responsibilities since this position was filled or reviewed should be outlined in this section.  Please be specific.  Have responsibilities increased?  If so, which ones and in what way?  Were new duties added; did they replace other duties?


If so, have the skill requirements increased?





Example:	





Provides direct advising to new and continuing students.		60%


Maintains student information records and files		                           5%








�
LIST OF DUTIES FOR EACH MAJOR RESPONSIBILITY:


Managers/supervisors should use this section to elaborate or list the tasks associated with each of the position’s “Major Responsibilities”  (Section 2).








Example:  


Provides direct advising to new and continuing students.


Advises lower-division transitioning students.


Develops and conducts group advising sessions/workshops for continuing students.


Participate in university orientation/advising programs for newly admitted students.











SUPERVISION OF OTHERS:  





This section is intended to clearly define the scope of supervisory responsibilities of the incumbent.  Please indicate the  title(s), and hours per week of each position supervised.








		Hrs/week


Examples:		CAII	40/week


		Student Asst	20/week


		Work Study	20/week





If the position does not include supervisory responsibilities, simply note that fact under this section.





Example:		“This position does not require the supervision of others.”











REQUIREMENTS OF POSITION:





A.	List certificates, licenses, or education required.


	Examples 	"Requires valid license as a Registered Nurse in the State of California."


		"Requires Class C or B California state driver's license."








B.	List additional knowledge, skills, and abilities required for this position and tell why it is required.  Relate the requirement to the major responsibilities.








C.	List machines, tools, equipment, and motor vehicles used in the performance of the duties.


		Examples:	"Computer"  -  "Operate fork lift up to 4000 pounds capacity."








D.	Unique working conditions:  Out line specific physical, environmental, or unique conditions associated with the position.  


	Examples:	"Care and use of living specimens."


		"Extended periods of standing, stooping, and reaching to maintain equipment."


		"Requires wearing respirator."





(Detailed physical requirements should be identified on the last page.)


�






PURPOSE AND NATURE OF WORK RELATIONSHIPS:  





Define working relationships with people on and off campus (other than supervisor or people supervised) with whom this employee interacts on a continuing basis, and how often this interaction occurs.


Examples:	Procurement	To solicit information in requisition process	Daily


		Accounting Technician	To resolve account differences			Monthly


		ABC Company	To negotiate costs of supplies or materials	Bi-weekly








SIGNATURES





The last sheet for any staff job description should contain the appropriate signatures.  Signatures will include the incumbent’s signature (if applicable); the supervisor’s and all pertinent administrative personnel.





(The signature sheet will be provided by HREO at the time the incumbent signs-in)














RECOMMENDED STEPS IN SUBMITTING JOB DESCRIPTIONS








CURRENT POSITIONS:





	Transfer all current job description information for each unique position within your respective department onto the new template and forward to the Recruitment Coordinator.  If you need assistance, please contact HREO at any time.








NEW POSITIONS/CLASSIFICATION REQUESTS:





	New Positions:  Department MPPs should complete a job description using the new template; obtain all required signatures (e.g. Vice President etc.) and forward to HREO for compensation review and classification. 





	Classification Reviews:   For existing, vacant positions MPPs should complete a job description using the new template and forward to HREO (via e-mail)  for compensation review and classification.  The compensation representative will assign the appropriate classification level,  job code, range code,  and FLSA status to the document.  The compensation representative will return the completed document (via e-mail) to the MPP with a copy to the Recruitment Coordinator.  The MPP should obtain all required signatures prior to beginning any recruitment efforts.





	Reclassification Reviews:   Department MPPs should update and complete an incumbent’s job description using the new template and forward to HREO for review. Additional support may be obtained by contacting the HREO employee relations staff.





�
PHYSICAL REQUIREMENTS:





Every job description should contain a list of the physical requirements in order to clearly convey the expectations to the applicant/incumbent.





Example of Chart noted below:





Check the appropriate box for each of the following items which most accurately describes the extent of the specific activity performed by this employee on a daily basis.





PHYSICAL EFFORT


	Number of hours/day	Number of hours/day


	N/A  1-2	3-4	5-6	7+	N/A  1-2	3-4	5-6	7+





1. Sitting�
�
�
�
�
�
�
12. Lifting or carrying�
�
�
�
�
�
�
2. Standing�
�
�
�
�
�
�
A. 10 lbs or less�
�
�
�
�
�
�
3. Walking�
�
�
�
�
�
�
B. 11 to 25 lbs�
�
�
�
�
�
�
4. Bending Over�
�
�
�
�
�
�
C. 26 to 50 lbs�
�
�
�
�
�
�
5. Crawling�
�
�
�
�
�
�
D. 51 to 75 lbs�
�
�
�
�
�
�
6. Climbing�
�
�
�
�
�
�
E. 76 to 100 lbs�
�
�
�
�
�
�
7. Reaching overhead�
�
�
�
�
�
�
F. Over 100 lbs�
�
�
�
�
�
�
8. Crouching�
�
�
�
�
�
�
13. Repetitive use of hands/arms�
�
�
�
�
�
�
9. Kneeling�
�
�
�
�
�
�
14. Repetitive use of legs�
�
�
�
�
�
�
10. Balancing�
�
�
�
�
�
�
15. Eye/hand coordination�
�
�
�
�
�
�
11. Pushing or pulling�
�
�
�
�
�
�
	Yes	No


16. Driving cars, trucks, forklifts and other equipment�
�
�
�
17. Being around scientific equipment and machinery�
�
�
�
18. Walking on  uneven ground�
�
�
�






MENTAL EFFORT					ENVIRONMENTAL  FACTORS


	Number of hours/day	Number of hours/day	


	N/A  1-2	3-4	5-6	7+	N/A  1-2	3-4	5-6	7+


1. Directing others�
�
�
�
�
�
�
1. Inside�
�
�
�
�
�
�
2. Writing�
�
�
�
�
�
�
2. Outside�
�
�
�
�
�
�
3. Using math/calculations�
�
�
�
�
�
�
3. Humid�
�
�
�
�
�
�
4. Talking�
�
�
�
�
�
�
4. Hazards�
�
�
�
�
�
�
5. Working at various tempos�
�
�
�
�
�
�



5. High places�
�
�
�
�
�
�
6. Concentrating amid distractions�
�
�
�
�
�
�



6. Hot�
�
�
�
�
�
�
7. Remembering names�
�
�
�
�
�
�
7. Cold�
�
�
�
�
�
�
8. Remembering details�
�
�
�
�
�
�
8. Dry�
�
�
�
�
�
�
9. Making decisions�
�
�
�
�
�
�
9. Wet�
�
�
�
�
�
�
10. Working rapidly�
�
�
�
�
�
�
10. Change of temp�
�
�
�
�
�
�
11. Examining/


observing details�
�
�
�
�
�
�



11. Dirty�
�
�
�
�
�
�
12. Discriminating colors�
�
�
�
�
�
�
12. Dusty�
�
�
�
�
�
�
�
13. Odors�
�
�
�
�
�
�
�
14. Noisy�
�
�
�
�
�
�
�
15. Working w/others�
�
�
�
�
�
�
�
16. Working around others�
�
�
�
�
�
�
�
17. Working alone�
�
�
�
�
�
�
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