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	Job Descriptions
The Importance of Job Descriptions


The object of the job description is to create a realistic portrait of the job’s scope and requirements.  

Use the following lists to establish the two parts of a job description:  “Duties & Responsibilities” and “Specifications & Requirements.”

Defining Duties & Responsibilities

The following text, while not necessarily applicable for all positions, outlines nine categories used to define duties and responsibilities.

Physical Environment & Working Conditions

· Will the job be performed in an office, warehouse, factory or outdoors?

· Will it be hot or cold?

· Will there be hazards, such as dust, fumes, etc.?

· Are there any unusual physical or environmental factors associated with the job?

Equipment, Machinery & Tools

· What equipment, machinery and tools will the employee be working with?

· Will the employee be using any special devices, instruments or gauges?

Extent of Authority & Responsibility

· How difficult is the job?  Is it fairly simple, or is it complex or very difficult?

· What is the intent and nature of the responsibility inherent in the position?

· How much authority will the employee be expected to exercise?

· What will the employee be “accountable” for?

Contact With Others

· What is the nature and type of contact the person will have with other employees?

· Will there be contact with the general public and/or government officials?

· Will there be contact with customers or clients?

· If there will be contact, what will be the extent of that contact, and what are the possible ramifications of such?

Access to Information

· Will the employee be working with confidential and/or competitive information?

· What is the degree of discretion the person will be expected to exercise with regard to privileged information?

Independent Judgment, Initiative & Supervision

· Are the duties of the employee standardized and routine?

· To what degree will the person be supervised on the job?

· Will the person be expected to make decisions on his/her own?  If so, how often, and what will the nature of those decisions be?

Job Structure

· Is the job fairly structured with little variability? 

· Is there a high degree of uncertainty involved so much so that one cannot always rely on precedent or company policy for guidance?

· What is the nature and extent of the pressure and stress related to the job?

Terms of Employment

· What is the amount and manner of compensation?

· What are the hours of work?

· Is there shift work, work on weekends and/or work at night?

· Is there travel involved or even possible relocation?

Special Features

· Are there any special aspects or features of the job that would be important for an accurate and complete job description?

· Who are the new employee’s supervisors, subordinates and peers?

Defining Specifications & Requirements

Level of Education

· How much education is really necessary for this position?

· Will a high school education suffice? Is a college degree essential? Is post-graduate work crucial? 

· In what field or course of study should the person have specialized?  Is a specific major preferred or required?

· Is any level of certification required or desired?

Prior Work Experience

· What type of work experience should the employee possess?

· How much experience is required?  Years?

· What level of managerial or supervisory experience should the employee possess?

Specialized Skills

· Should the employee have specialized or technical skills?

· Must the employee be computer literate and/or able to type?

· What software should the employee be familiar with?

· Are there any license requirements the employee must meet?

· What level of speaking, writing and reading is required?

Personality Traits

Are certain personality traits desirable or undesirable for the position (e.g. an outgoing personality being an excellent trait for a receptionist)?

Front Room  vs. Back Room

Ms. Mulford could make any computer program hum and was hired as a customer service troubleshooter.  Face to face with her supervisor, she was exuberant.  The only problem was that she could not answer the telephone properly.  She became very self-conscious and terribly perplexed when asked a simple question.  Ultimately, her supervisor learned that she was a “back-room” employee and not a “front-room” employee.  In other words, a review of her work experience revealed that Ms. Mulford had always worked with computers in a closed environment and had never experienced the front-end of any business. 
The job description used when she applied for the job did not define the personality traits needed for the position. Ultimately, Ms. Mulford was moved to a different position within the company.

Job Requirement Data Sheet

If the job position requires certain physical and/or mental capabilities, or if certain schooling and training is required, this must be quantified and established. Consider outlining the specific job requirements in writing to further establish the position description. 

Remember(Proper Job Descriptions Prevent Possible Problems

Since job descriptions define the duties and requirements for a particular position they can be used to eliminate a host of problems.  When a new employee is provided with a clearly written job description, this person cannot deny knowledge of the position’s responsibilities.  Furthermore, how can someone live up to the expectations of his or her position, if the duties and responsibilities haven’t been explained? 

A proper and functional job description can, also, be an important first step should an employer be faced with a hiring discrimination suit. This is covered in Lesson 5.

Lesson Summary:

· The first step when creating a job description is to gather all the pertinent information that is available regarding the position.  

· Use the lists of questions found under “Duties & Responsibilities” and “Specifications & Requirements” to establish the components of a proper job description.

· A properly written job description can prevent possible problems or misunderstanding down the road regarding the duties and responsibilities of a specific job position.

Recommended Resources:

www.wave.net/upg/immigration/dot_index.html
The National Academy of Sciences, Committee on Occupational Classification and Analysis has created the Dictionary of Occupational Titles (DOT).  Job Descriptions for everything from an abalone diver to a wrong-address clerk are included.  Thankfully, the full text of the DOT is available on the Web.  By visiting this site, one can access the full-text of the dictionary at no cost and download a searchable version.






















































































