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Job Description
University Classification:
 
Term:
 

Position Working Title:
 
Type:
 

Position represented by:

Time:
 

Department:

Probationary period:


Position reports to:


Purpose of the position 

· Provide a one to three sentence summary of why the position exists. 

Job duties

· Identify the major job functions.  These are the 3-8 principal parts of a job, stated as 2-5 word headings that start with action verbs.  

· List the 3-7 tasks required to fulfill each major job function, using short sentences.  

· Using 100 percent determine the amount of time spent on each major job function and list it on the description.

· Order the major job functions by importance to the job.

· Include commitments to diversity, for example: This position must demonstrate sensitivity, knowledge and understanding of diverse academic, socioeconomic, gender, cultural and ethnic backgrounds – OR - Sensitive to cultural diversity and ability to communicate and interact effectively with people of all ages and diverse backgrounds.
Essential knowledge, skills and abilities

· List the required qualifications and skills needed to perform the work, education, specific licensure or certification, knowledge of a particular topic, past experience, technical skills, abilities, etc.  

Preferred knowledge, skills and abilities

· List the preferred qualifications and skills needed to perform the work, education, specific licensure or certification, knowledge of a particular topic, past experience, technical skills, abilities, etc.

Physical and/or environmental requirements 

· If necessary, determine the physical and environmental requirements, for example, must be able to move a 40-inch high conveyor belt to a 60 inch high platform 2-3 times per day.

The employer reserves the right to modify, change or add to the duties of this position, consistent with the classification description, at any time.
The University of Minnesota shall provide equal access to and opportunity in its programs, facilities, and employment 
without regard to race, color, creed, religion, national origin, gender, age, marital status, disability, 
public assistance status, veteran status, sexual orientation, gender identity, or gender expression.
To request disability accommodation or material in alternative formats contact: 
UMM Human Resources, (320)-589-6024, Room309,Behmler Hall, Morris, MN. 
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