Compensation

Tips and Techniques in Writing Job Descriptions

A job description summarizes the most important features of a job including a description of the overall scope of the position.  A well-written job description details the duties, skills, experience, abilities and responsibilities required of the position.  Job descriptions serve many purposes.  They outline expectations for new employees.   They enable an organization to distinguish positions, outline duties and assign pay levels.   Additionally, job descriptions assist an organization with evaluating an employee’s performance level.  Job descriptions can also help a company defend against a complaint of unfair or discriminating employment related decision.  Accurate and up-to-date job descriptions are a valuable tool providing direction for the employee, the manager and the organization.  

The first tip in writing a job description is to keep it practical, flexible and current. Consult with the supervisor/manager of the position to gather input regarding tasks an employee performing the job will complete and what skills the employee will need to be successful.

Tips for Writing Job Descriptions
· Give job descriptions realistic descriptive titles

· List only principal duties, tasks, and responsibilities

· Identify the essential job functions and physical requirements for ADA purposes

· Validate the knowledge, skills and abilities to make certain they are job-related
· Secure approvals and dates
Items to be Included in a Job Description
· Summary Statement

· Essential Functions, including any physical requirements such as heavy lifting

· Any secondary duties or responsibilities

· Attendance requirements

· Any education requirements and special skills necessary to perform the job.

· Any other knowledge, skills and abilities required

· Standards to which the person filing the post is held.

· The worker’s supervisors 

· Supervisory responsibilities

· Working conditions

