POSITION DESCRIPTION FORM

	INSTRUCTIONS:  This form is to be completed by the supervisor of the position.  If you have questions completing the form and developing competency statements contact Paula at extension 5096.


	LOCATION:   FORMCHECKBOX 
 TCC – Main Campus     FORMCHECKBOX 
 TCC – Gig Harbor Center

	DIVISION: 
	DEPARTMENT: 

	CURRENT D.O.P. CLASSIFICATION TITLE (if known): 

	WORKING JOB TITLE (Title you use to refer to position): 

	INCUMBENT’S NAME (if filled position): 

	SUPERVISOR’S NAME: 
	SUPERVISOR’S JOB TITLE: 

	APPOINTMENT INFORMATION – COMPLETE THE BOXES THAT APPLY:

	 FORMCHECKBOX 
 Full-time (40 hrs)
 FORMCHECKBOX 
 Less than Full-time
	 FORMCHECKBOX 
 Cyclic Appointment (identify cyclic calendar)

 

	Hours Worked Per Week                                 
	Assigned Shift  

	FOR HUMAN RESOURCE/PAYROLL OFFICE USE ONLY:

	Class Code: 
	Class Title: 
	Position #:

	Work Period Designation  FORMCHECKBOX 
  Overtime Eligible
 FORMCHECKBOX 
 Overtime Exempt
	Effective Date: 

	 FORMCHECKBOX 
 Non-Represented     FORMCHECKBOX 
 Represented    
	Position Salary Range:  


	POSITION SUMMARY

	Describe the overall purpose of the position in no more than three sentences.  
Example: 

This position performs administrative and secretarial support duties for the Director of Central Services.  Responsibilities include coordinating budget development, records management, and report preparation, coordinating equipment purchases for the department, and supervising office support staff.



	MISSION & STRATEGIC INITIATIVES

	Please include one paragraph which indicates how this position supports the college’s mission and strategic initiatives.




	SUPERVISORY RELATIONSHIPS

	PART 1: (See Instructions)
Check the statement that most accurately describes the level of supervision exercised over this position:
 FORMCHECKBOX 
 Direct Supervision. 
 FORMCHECKBOX 
 General Direction 

 FORMCHECKBOX 
 General Supervision 

 FORMCHECKBOX 
 Administrative Direction

Summarize the following information in narrative format:

· How is work assigned? 

· With whom does the position interact to accomplish work?

· Indicate any specific policies, procedures, guidelines or regulations/standards under which work is performed.

Examples:

This position works under general direction using State and Federal regulations, and Agency or University policies and procedures, to make decisions.
This position receives daily/weekly/monthly assignments and then contacts the manager when the assignments are completed to receive further direction.

This position…




	PART 2:

	Is this a supervisory position?      FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No
	Is this a lead position?   FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

	If “Yes” list the subordinate position(s) and the number of hours this position(s) works per week:

	Position Title
	Part-time (PT) or Full-time (FT)
	Hours Worked
	Position Title
	Part-time (PT) or Full-time (FT)
	Hours Worked

	
	
	
	
	
	

	
	
	
	
	
	

	Create more rows as needed
	
	
	
	
	

	Check the boxes that apply:

Is this position responsible to:

 FORMCHECKBOX 
 Recommend Hires   FORMCHECKBOX 
 Instruct and Check the Work of Others  FORMCHECKBOX 
 Prepare work schedules
 FORMCHECKBOX 
 Approve hours   FORMCHECKBOX 
  Set goals for the unit   FORMCHECKBOX 
  Approval salary adjustments
 FORMCHECKBOX 
 Training & Development

 FORMCHECKBOX 
 Conduct Performance Evaluations   FORMCHECKBOX 
 Respond to Grievances  FORMCHECKBOX 
 Discipline   FORMCHECKBOX 
 Recommend Terminations  
Add any additional information that clarifies this position’s supervisory or lead responsibilities: 

     



	ESSENTIAL FUNCTIONS

	

	Essential Functions
	Percentage of Time

	
	

	
	

	
	

	
	

	
	

	Create more rows as needed (press tab at the end of the row)
	


	COMPETENCIES

	List the competencies needed to perform in the position.  Competencies are generally defined in three major categories:

1.  Knowledge and Technical Skills:   
2.  Job Developed Skills and Abilities (Functional)
3.  Traits and Characteristics (Behavioral)

	


	REQUIREMENTS AND/OR CONDITIONS OF EMPLOYMENT

	Required Qualifications: (See Instructions) 
Depending on the rules and regulations that govern the position’s work, there may be requirements that are specific to the position.  These requirements usually are licenses and certificates that are required by an external agency or regulatory body, not by TCC. 
Examples: 
· Associates degree in Early Childhood Education from an accredited college or university.

· Certification as Pesticide Applicator or ability to obtain within six months of employment
· Current Washington State driver’s license.
· Must pass driver’s records check

· Must pass job-related pre-employment/post-offer physical exam

· Must pass Criminal Justice Records Check
     



	WORKING CONDITIONS

	Job Readiness Factors – These are working conditions identified that are position specific. 



PRINT, SIGN AND INTEROFFICE TO PAULA SHELDON
The job duties as defined are an accurate reflection of the work performed by:

	
	In the position of
	

	INCUMBENT (print)
	
	POSITION TITLE (print)


	Signatures
	
	

	
	

	
	

	Supervisor
	
	Date

	
	

	
	

	Administrator 
	
	Date

	
	

	
	

	Vice President
	
	Date


