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Writing Job Descriptions
While job descriptions may detail many different aspects of a job, nine functional areas are primary. They include:


1. Identification
6. Key Competencies


2. Job summary
7. Working  conditions


3. Supervision
8. Physical demands


4. Critical Functions
9. Relationship to other jobs


5.  Training and experience


1. Identification

Job Title. Record in this space the name by which the job is usually known. When jobs are known by various titles, the most commonly known title should be used. A list of common job titles is contained in the Dictionary of Occupational Titles  which is published by the U.S. Department of Labor. 

Code.  For many years, the Dictionary of Occupational Title (DOT) has been the primary source of occupational  information.. In the near future it will be replaced by O*NET. Using the DOT (at the reserve desk in the library)  or O*NET (http://www/doleta.gov/programs/onnet) , you should  determine what the 9-digit job code for the job you are analyzing is. The first three digits indicate the occupational group  that the job fits . The second three digits describe the skills (i.e. what workers do with data, people and things). By reading the definitions for each level of skill you should be able to derive this portion of the code.. The last three digits  indicate the varying titles of occupations that have in common the first six digits.

Alternative Title. Some jobs in an organization have more than one job title. If this is so, for the position you are examining, write in the alternative title in this space.

Department. Because organizations may have individuals performing similar or identical work in different departments, it may be important to identify for which department the job is  performed. This may be critical in determining wages since job incumbents performing jobs of the same title may in actuality be performing different work. (i.e. a secretary in the legal department may prepare briefs, while a secretary in another department may prepare accounts receivable records).

2. Job Summary (complete this section after all other sections)

The purpose of this section is to provide an over view of the job. It is a summary which briefly describes the duties, the education and training, competencies, work environment. etc.  Often, the job summary  is used for recruitment purposes.  The writing should be concise, complete and accurate. In this section action  verbs should be used  to summarize:


1. what the worker does


2. how the worker does it


3. why the worker does it.  

In describing "what" the worker does include physical and mental actions. In describing what avoid general terms such as prepares or operates because they can not give a precise picture of the job. Record "how" the work is done including the machinery and tools used, job knowledge applications and decisions. Finally, record "why" the worker does the job. In other words what is the purpose or expected result or product.

3. Supervision

In this section, the supervisory relationship is specified. Place an "X" next to the appropriate  descriptor specifying  the amount of supervision received and describe in detail the nature and scope of supervision

Concerning supervision received:

Immediate Supervision. Applies to jobs with detailed instructions given to worker and frequent monitoring of work outputs. Applies to well-structured situations with little deviation from established work procedures.


Overall Supervision. Worker receives overall casual supervision but is responsible for determining work procedures within  a broad area of operations.


 Directions Only. Worker is permitted to do work without any type of direction instruction and with little work inspection.


Understudying This is a special supervisory relationship. Usually associated with job coaching or apprenticeships. The objective is for the subordinate to learn the duties of a higher level job.

Concerning the supervision given, record:


1. Number of departments supervised


2. Number of workers supervised


3. Job titles held by employees who are supervised

Then put an "X" next to the nature of the supervision given.


Coordinates Operations. Coordinates an organization or phase of operations within an organization..  Gives general directions.


Supervises Work Group.  Supervises  individuals in a work group. Individuals who fall in this category usually have supervision as a primary job task or duty.


Supervises Assistants. Supervision is an incidental part of other primary duties. A  professor who supervises a secretary is an example of someone in this category.


Working Supervisor. This person operates as a worker-supervisor. The individual performs work that is comparable to that performed by the workers s/he supervises. An example is an office manager who coordinates and distributes work to other secretaries.


Coaching and Mentoring.  This person has no authority for hiring or fire other employees. However, this person often serves as a lead worker or an on the job coach, giving instruction and guidance to others.  Record the number of individuals, the breadth and scope of coaching activities.

4. Critical Functions and Underlying Tasks 

In this section,  the critical functions and elements (duties and underlying tasks) that the job incumbent performs are recorded. Begin each critical function and element statements with an action verbs. Each critical functions  statement  should describe what the worker does, how the worker does it, why the work operation is performed and what tools and equipment are used.

The writing style should be uniform. Begin each sentence with an ACTION verb.  Avoid unnecessary words or words which have more than one meaning.  Avoid vague terms such as "responsible for” or “accountable to”.  Be specific

Each critical function consists of a  series of task elements. After identifying the critical functions, specify the task elements that lead to performance of the function at the fully competent level.  

For example, one critical function of the job of an administrative services person may be "Plan and coordinate travel arrangements for customers.  The task elements might consist of: Researches travel option using computerized travel program; Books Travel arrangement; Bills appropriate organizational unit for cost of travel.  

Time. Because it is important to determine which functions  are the most important, you also need to identify the amount of time devoted to each critical function. Use multiples of 5 for the percentage. Use "N" for those operations requiring less than 5% of the time. Some job cycles involves, some weeks and some months. Record the percentages of time for each operation in the same manner regardless of the length of the cycle. List the critical functions that take the most time first and follow with those of decreasing time importance.  If time figures can not be calculated explain why not. Be sure to specify what time dimension  (e.g., weekly, monthly, annually) you are using when you figure the percentages.

5. Training and Experience

In this section, it is important to describe carefully, previous job experience and the  schooling and training necessary to perform well on the job. You should describe the training and experience necessary to do the critical function that comprise the job rather than the specific training that the job incumbent possesses. Your description should include:

A.
 Previous Job Experience. Describe the type, amount and level of previous experience that is considered necessary and desirable. Differentiate between desired and required  experience.  Given the dynamic nature of today's work world,  experience requirements typically should NOT exceed  5-6 years.

B. 
Schooling and Training. Schooling and training refers to job-related knowledge which is not acquired on-the-job. Required job training is the minimum amount of training necessary to perform the job acceptably. General Schooling refers to education of a general academic nature which contributes to the workers ability to follow instructions and acquisition of knowledge such as computer languages, or shorthand.  This education refers to that acquired in liberal arts programs, high school. Special Training refers to job-oriented training which may be obtain through apprenticeship, business colleges, correspondence courses. You should list the specific courses such as bookkeeping, machinist apprenticeship, etc. 

C.
On-The-Job-Training refers to skills acquired on the job. It is training beyond that obtained from  experience in other jobs or from special training programs. For example, an accountant may have to learn the specific accounts receivable processes used by the firm. Specific skills which must be learned on the job should be listed (i.e. Two weeks required to learn computer monitoring procedures).

5. Key Competencies

A competency is a trait or a characteristic that's required by a job holder to perform a job well.  It is a demonstrable characteristic of a  employee in the position. Competencies focus on what an employee can do, namely the behaviors that need to be executed.  The Department of Labor and Education (http://www.dolea.gov/skillstd/whatis.html ) has identified three categories of skill competencies that all workers need to possess: 

(1)  
Know How focuses on what  the employee needs to know (e.g. how to operate a computer, how to prepare a spread sheet, how to make a cold call on a business prospective);   

(2) 
Adaptability focuses on the scope, breadth and depth of responsibilities. Additionally, it focuses on the speed with which job functions change; and 

(3) 
Creativity relates the types of problems that must be solved. For some jobs (e.g. , little creativity is required. That is, the job functions are structured and routine.  Other jobs (e.g. art director, research scientist) require the generation of new or novel concepts, procedures or solutions.  

 As a general rule, competencies should map directly onto key functions statements and the underlying tasks.  For the  administrative services person described previously a  key competencies may be as Competency in conducting computerized searches of travel options; Competency in using excel spread sheet to prepare accounting statements. 

7. Working Conditions

In this section describe the environment in which the work is to be performed. List the approximate percentages of time the worker is exposed to each condition. Travel requirements, variable shifts, 24 hour on call requirements should be specified in this section. Be specific when describing the environment that the work will be performed in. Add clarifying statements such as "works in temperatures ranging from 40 to 65 degrees. If time percentages can not be accurately estimated use "O" for occasionally and "F" for frequency.

8. Physical Demands

Record the percentage of time the workers performing the job spend lifting, carrying, pushing and pulling. For lifting indicate the amount in pounds. Be sure to indicate the percentage of time spent standing and sitting and list other physical demands as necessary for the successful performance of the job.

9. Relation to Other Jobs

If the job is in an established career path or promotional sequence, then it is important to indicate the relationship between the job being analyzed and other jobs. Item A indicates the position from which workers are promoted from.  If the job traditionally is associated with promotion to a particularly position, this should be noted in  Item B.  If there are no advancement possibilities, such a fact should also be noted. Item C should include the titles of jobs to which the worker may normally be laterally  assigned within the  department on a permanent basis. Item should be utilized to list the titles of jobs or specific operations to which the worker may be temporarily assigned or transferred (i.e. proofreader to paste-up artist).

Sample Job Description

The President of the United States
1.  
Identification

Job Title: 
     President of the United States

Department: 
     Office of the President

DOL Code:



EEOC Category:   (1)   Officials and Managers

2. 
 Job Summary

Under the direction of Congress and the American people, oversees operation of the American government.   Approves and disapproves orders, resolutions and bills passed  by Congress.  Serves as commander in chief of armed forces.  Prepares and delivers state of the union address.  Oversees preparation of federal budget.  Serves as domestic and international spokes person for the United States. Appoints and supervisors cabinet, counsels and  personal staff.  Must be a resident of the united States for four years, 35 years of age or older. Capable of working under stress, long hours in diverse settings. Good team player to balance the multiple needs of stakeholders. Requires extensive  travel.  

3.
Supervision

A. Supervision Received:

Reports directly to the people of the United States of America. May be removed from office through election procedures or through vote of the Congress
B. Supervision Given

Provides direct supervision to personal staff of more than 100 employee including aides, press agents, appointment coordinators.

Has hiring and firing authority for all cabinet officials.

4.
Critical Functions

1.
Serves a spokes person for the government and people of the United States of America.


a.
Receives Ambassadors and other public ministers at presidential offices

b.
 As needed, attends conferences and meeting dealing with national and 
international affairs. Meetings may be in the United States or in foreign 
countries.


c.
As needed, holds press conferences.

d.
As needed prepares and may personally deliver statements to the public regarding affairs of the United States.


e.
Attends more than 1,000 public functions annually.

2.
Approves or disapproves every order, resolution or bill passed by the Senate and House of Representatives (except adjournment).


a.
Researches appropriateness of bills presented by Congress.


b.
Makes public statements regarding support or objections to bills.


c.
As needed initiates bills in appropriate legislative body.


d.
Lobbies  Congress for passage of presidential-favored bills.

e.
If veto is exercised, prepares a statement of objections to be submitted to that house in which the bill was originated.

3.
Prepares and delivers an annual State of the Union address which includes  recommendations of measures  and actions needed for the successful operation of the  government of the United States.


a.
Oversees  or may actually write state of the union address.

b.
Publicly delivers state of the union address to members of Congress and to the America people via television and print media.

c.
Fields inquiries for the press, public at large, Congress and other stakeholders regarding current affairs discussed in annual address.

d.
Makes specific recommendations for actions and revamping of programs.

4.
Oversees development of a United States budget totaling more than $100 billion.


a.
Proposes cost saving  measures and/or tax increases.


b.
Recommends funding levels


c.
Secures budget estimates from various branches of government.


d.
Develops policy to support budgetary initiatives.

5.
Serves as commander in chief of the Army and Navy of the United States of the Militia (National Guard).

a.
Evaluates  political, economic and/or military situations confronting the United States of America.

b.
Develops "appropriate" tactical and strategic plan of action  with the appropriate help of national security, military and diplomatic advisors  
c.
As necessary, calls up troops into active service.

d.
As necessary, may declare war.

e.
May initiative covert activities of less than 30 days duration.


6.
Given two thirds approval of the Senate, makes treaties as necessary with foreign governments.

a.
As necessary meets with appropriate foreign representatives to formulate treaties.

b.
On an as needed basis, works with Congress to secure agreement on treaty terms and conditions.

c.
May need to arbitrate disagreements and reach integrative treaty agreements.

7.
When appropriate may grant reprieves and pardons for offenses against the United States.

a.
Evaluated court, legal counsel recommendations regarding the appropriateness of presidential pardons.

b.
Signs presidential pardon documentation.

8.
 Given two-third approval of the Senate, nominates and appoints  Ambassadors, Ministers, cabinet members, Judges of the Supreme Court and all other Officers of the United States.

a.
Calls for  background checks on potential  nominees.

b.
Conducts initial screening of candidates.

c.
Solicits input on appropriateness of nominees from diverse stakeholders.

d.
Lobbies  directly and indirectly with appropriate Congressional members on  behalf of his/her nominees.

9.
As necessary, may fill Senate vacancies that happen during the recess of the senate.

a.
Calls for  background checks on potential  nominees.

b.
Conducts initial screening of candidates.

c.
Solicits input on appropriateness of nominees from diverse stakeholders.

d.
Lobbies  directly and indirectly with appropriate Congressional members on  behalf of his/her nominees.

10.
Oversees operations of the Senate and House of Representatives  


a.
May convene either Congressional agency as needed to deal with  specific issues.

b.
In cases of disagreement between the houses, may adjourn them to such time as s/he thinks proper for reconsideration of the issues at hand.

11.
Coordinates operations of the executive branch of government.


a.
Provides direct supervision to  personal staff, cabinet and presidential 
counsels.


b.
Determines hours of operation for White House bowling alley.

c.
Turns on Christmas tree, pets Thanksgiving turkey during the appropriate holiday season.

d.
Oversee redecorating of the White House including the choice of linens, china, wall paper, office furniture.

e.
Hires, fires and appraises personal staff.

5.
Training and Experience

a.
4 years a resident of the United States. Natural Born citizens preferred.

b.
Must be 35 years of age.

c.
Ability to work under stress.

d.
Excellent interpersonal skills to deal with multiple stakeholders, conflicting 
demands, politicians, the press and Republicans.

6.
Key Competencies

a. Excellent public speaking ability required.

b. Good visual acuity to read hundreds of government documents. Speed reading ability useful 

c. Understanding of legislative process preferred but not required.

d. Solid management skills

e. Must be able to write name on numerous legal documents

f. Decorating expertise to coordinate revamping of White House.

g. Multilingual expertise preferred

h. Ability to listen to  conversations in more than one language using headphones and 
translators, both of which may cause headaches.

7.
Working Conditions

a. Possible exposure to assassin attacks,  public ridicule, verbal abuse and protests .

b. May work in remote sites such as Air Force One or in a underground bunker during times of international duress.

c. Routinely required to eat a variety of foreign foods (including broccoli, sheeps 
eyeballs) which may evoke gastric upset.

8.
Physical Demands
a.
Extensive travel throughout the United Stated and the world.

b.
Requires long, nonroutine hours.

9.
Perquisites Associated with the Office

a.
Use of White House as personal residence during tenure as U.S. CEO.

b.
Personal use of Air Force One.

c.
Limousine service available around the clock.

d.
Lifetime body guards for self and members of family.

e.
Free medical care  for self, family members and pets       

f.
Lucrative lifetime pension following 4-8 years of public service.

g.
Free room and board during tenure.

h.
Wide ranging expense account for entertaining foreign and domestic dignitaries.

i.
Free weekend use of Camp David.

j.
Permanent residence upgraded to meet federal guidelines.

k.
Accorded the title Mr. President while in office.

l.
As desired by stir air craft carriers.

m.
Extensive foreign travel for self and family members.

n.
Regular jogging companions.

o.
Free background checks on anyone or any corporation.

p.
Free tax consultation.
__________________________________________________________________
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