How to Write a Position Description
Handouts

GETTING STARTED LESSON

Handout # 1 — Take 2-3 minutes
List 3 things that you find most difficult about writing a position
description. If you haven't written a position description before, what
are 3 things that you would like to learn about writing a position
description.

Write any additional objectives that you haven’t already list above.

Notes from Lesson




INTRODUCTION LESSON

Handout # 1 — Take 2 minutes
Write a definition of a position description

Write the definition of position description that is provided.

Notes from Lesson




INTRODUCTION LESSON

Handout #2 — Take 2 minutes
Write the ways that you, as a supervisor, currently use a position
description on your job. If you're a new supervisor, write the ways
you think you could use a position description on your job?

Write any additional uses that you didn’t list above

Notes from Lesson




INTRODUCTION LESSON

Handout # 3 — Take 3 minutes
List 2-3 ways that you, as a supervisor, can better use position
descriptions on your job after this training.

Notes from Lesson




JOB PURPOSE LESSON

Handout # 1 — Take 1 minute
Write your definition of what is a job purpose statement.

Write the definition provided in the space below.

Notes from Lesson




JOB PURPOSE LESSON

Handout # 2 — Take about 1 minute
Using the space below, write the 3 questions that the job purpose
statement should answer.

1.

2.

Levels of Supervision
1.

2.

Notes from Lesson




JOB PURPOSE LESSON

Handout #3 — Take about 5 minutes
Using the information that you are given, write ajob purpose statement.

? Designs, builds, and repairs such items as closets, cabinets, desks, and
bookcases to ensure classrooms are furnished correctly. This is accomplished
by using saws, drawing tools, and other general carpentry tools\

?  Requisitions proper carpentry suppliesfor buildings to ensure that adequate
supplies are available when needed. Thisisaccomplished by maintaining an
accurate inventory. Estimates cost for construction projects and informs
supervisor to ensure that projects stay within the budget. Thisisaccomplished
by soliciting bids and tracking costs and expenditures.

?  Selectsand applies paint to buildings, furniture, and equipment to keep from

deteriorating. Thisisaccomplished by using tools such as brushes, spray guns,
androller.

?  Repairs maintenance equipment to keep equipment working properly by using
diagnostic tools, manuals, and general tools.

Notes from Lesson




JOB FUNCTION LESSON

Job Function Lesson

Handout #1 — Take about 1 minute
Write a definition of ajob function statement.

Write the definition of ajob function statement that is provided.

Notes from Lesson




JOB FUNCTION LESSON

Handout #2 — Take about 2 minutes
Write the 4 questions that ajob function statement should answer.

Write the tips that you learned for writing job function statements.

?

Notes from Lesson




JOB FUNCTION LESSON

Handout #3 — Take about 5 minutes

Group ard combine the job tasks below and then write your job function
statements. Be sure that your job function statements answer the 4
guestions that we discussed on the previous page - What is the action,
who/what is the object of the action, why is the action being done, and
how is the action being done.

? Designs closets, cabinets, desks, and bookcases

? Builds and repairs closets, cabinets, desks, and bookcases

?  Orders supplies for buildings

? Estimates costs for construction projects

? Informs supervisors of costs of construction projects

?  Selects paints, fixtures, furniture, and equipment for buildings
2 Paints buildings, fixtures, furniture, and equipment

?  Repairs maintenance equipment

? Repairs locks and rekeys campus facilities

2. Job Functions Essential or Percentage of
Margina (E or M) Time




MINIMUM REQUIREMENTS LESSON

Handout #1 — Take about 1 minute
Using the space below, write the steps for establishing the minimum
requirements for a position.

1.

2.

Notes from Lesson




MINIMUM REQUIREMENTS LESSON

Handout #1 — Take about 3 minutes
Using the space below, write the minimum requirements using the
information below.

?  Summary of job duties:

o Prepare and type financial reports for the Director, file and
maintain financial records, answer general questions from
customers, and prepares written correspondence

2 Your last two employeesin this position had a high school
diplomawith an average of 3 years of previous experience. In
addition, you know that it takes around 6 months to learn the
specifics of the job

1. What are the minimum requirements for the position (Minimum requirements
must at least meet the state minimum requirementsfor classified classes but may
include additional requirements)?

Notes from Lesson




KNOWLEDGE, SKILLS, AND ABILITIES LESSON

Handout #1 — Take about 1 minute
Using the space below, write the questions to ask for establishing the
knowledge, skills, and abilities for a position.

1.

2.

Notes from Lesson




KNOWLEDGE, SKILLS, AND ABILITIES LESSON

Handout #2 — Take about 1 minute
Using the space below, write the tips provided for establishing the w
kn0\1vledge, skills, and abilities for a position. e —

2. WA

Notes from Lesson




KNOWLEDGE, SKILLS, AND ABILITIES LESSON

Handout #3 — Take about 2-3 minutes
Using the space below, write the KSAs using the information provided

below.

?

?

THE FOLLOWING SECTION OF THE POSITION DESCRIPTION ISTO BE COMPLETED BY THE
SUPERVISOR

2. What knowledge, skills, and abilities are needed by an employee upon entry to this
jobincluding any special certification or license.

Designs closets, cabinets, desks, and bookcases

Builds and repairs closets, cabinets, desks, and bookcases
Orders suppliesfor buildings

Estimates costs for construction projects

Informs supervisors of costs of construction projects

Sel ects paints, fixtures, furniture, and equipment for buildings
Paints buildings, fixtures, furniture, and equipment

Repairs maintenance equi pment

Repairslocks and rekeys campus facilities

STATE OF SOUTH CAROLINA POSITION DESCRIPTION




GUIDELINES & SUPERVISION SECTION AND COMMENT SECTION LESSON

Handout #1 — Take about 1 minute L

Using the space below, write the questions to be answered when

completing the guidelines and supervision sectionfor a position. ,?
1. Q)‘

S

2.
3.
4.

Notes from Lesson




