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Anatomy of a Job Description
This handout with corresponding explanations is provided as an outline to assist in the drafting of a job (position) description.  Please consult with your organization’s HR professional before distributing a newly written job description.  Parts of a job description described below are generic to most.
Mission Statement

A mission statement is a brief description of an organization’s fundamental purpose.  Insert the organizational mission on the job description to ensure employee knowledge of the organization’s purpose.   There should be a connection between organizational mission and hiring practices.
Job Title/Position Name

Department

A job typically is housed/assigned to a particular department.  An exception might be a small business or non-profit with few employees.

Job Status – Exempt or Non-Exempt

Indicate here whether the job is classified as an exempt or non-exempt position.  These terms can be tricky to understand. Seek guidance from your HR professional or contact BaiDos for assistance.
Reports to

Each organization should have an organizational chart. Every position in an organization typically reports to someone with the leader reporting to the Board of Directors.  
Positions Supervised

State clearly whether or not this position requires the supervision of others including volunteers or students.  List the titles of these positions.  
Position Summary

Summarize the key or primary responsibilities of the position in paragraph form.  Be as thorough as possible. Typically the position summary is the baseline for your job advertisement.  Consider beginning each sentence with an action verb (provide, demonstrate, evaluate, plan, etc.).  It may be easier to write Position Summary after you have written your Essential Functions (or Job Duties)
Essential Functions (or Job Duties)
Construct a carefully thought out, bulleted list of all you will expect an employee to do as part of the job.  Some employers prefer to have a longer rather than a shorter list.  Employers/employees then have a clear understanding of the expectations for the position.  The essential job functions are the basis for the performance review.  It is best to begin each Essential Function with an action verb.
Samples:
· Demonstrates and reflects the mission and values of the organization.

· Assumes direct responsibility for managing programs that teach entrepreneurship education.

· Evaluates entrepreneurship instructors twice annually using organization’s standardized assessment tool.

· Informs entrepreneurship instructors of needed instructional improvements.
· Coaches instructors in ways to improve instruction
Knowledge, Skills & Abilities Required for the Position

What type of knowledge, information, experience, etc. should a job applicant have in order to hold this position?  For example, should a teacher be trained in a particular curricular approach, or have knowledge of normal growth and development?  What about communication and interpersonal skills? What about computer literacy?  Think through the content of this section as thoroughly as possible.

Working Conditions

Indicate all physical expectations for the position.  Ask yourself such questions as “Does the position require an employee to lift, bend, or kneel during the workday?’  Will the employee need to lift a minimum/maximum number of pounds?  What about sitting in front of a computer monitor?  Will the employee need to work outdoors in cold or inclement weather?  Then draft a paragraph that describes all working conditions for this position.

Qualifications
What are the minimum qualifications, including education and experience, that is acceptable for this position?  Consider if the position is subject to a regulatory agency.  Does the position require certification or licensure?  What qualifications above minimum does your organization desire for this position?  List these qualifications.

Other Requirements of the Position

List medical examinations, drug screens, criminal history checks, etc. that are a contingency of employment. 
 A final job offer is contingent upon meeting these requirements.
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Have questions about job description content?  Need someone to review drafts and provide feedback?

  Contact BaiDos for services at reasonable hourly rates.
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