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                                                               JOB DESCRIPTION
Questions about the content, classification, and/or compensation of this position should be directed to Joanne Ollson, Assistant Vice President and Director of Human Resources. Finalized job descriptions should be sent via e-mail to Myra Quick in Human Resources. 



	JOB TITLE: 


	POSITION NUMBER (Contact Controller’s Office, for a number) 


	DATE WRITTEN:



	Division:
	POSITION CATEGORY:

___Non-Exempt    ___ Exempt


	__    FULL-TIME

___PART-TIME

___ SHIFT



	DEPARTMENT:


	POSITION GRADE  (Leave blank if not sure):


	___NEW POSITION

__    CURRENT POSITION     UPDATED



	REPORTS TO (Title):            



	PURPOSE OF THIS POSITION:



	DISTINGUISHING CHARACTERISTICS:



	ESSENTIAL DUTIES:
Please list in order of importance, with the first duty being the most important.



	MARGINAL DUTIES: 



	REQUIRED KNOWLEDGE, SKILL AND ABILITIES: 



	ERGONOMIC REQUIREMENTS: 



	HOURS:



	QUALIFICATION STANDARDS:



	Prepared by:




Date: 


Approved by:




Date: 




