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INSTRUCTIONS FOR COMPLETING THE CCCS EXEMPT JOB DESCRIPTION
ATTACH A CURRENT ORGANIZATIONAL CHART TO THE JOB DESCRIPTION
1. Job Summary
This section determines the major purpose for which the job was created. The major purpose is a summary of the essential functions of the job.
2. Essential Functions
An Essential Function is one that meets the following criteria:
· the reason the position exists
· there are a limited number of other employees available to perform this function
· highly specialized, and the person is hired for this special expertise or ability to perform it
· judged by the employer (delegated appointing authority) to be essential. This judgment is based on factors such as the amount of time spent performing the function, the consequences of not performing the function, the terms of any work agreement, and the nature of the work or unique organizational structure.
3. Supervision of Others
List the titles and job functions of persons supervised.
4. Minimum Educational Requirements (and Substitution if appropriate)
Describe specialized educational requirements including specialized training or licensure.
5. Minimum Experience Requirements
                   Describe specialized experience required for this position.
6. Unique Personal Characteristics  

Using the attached CCCS Essential Functions Form, describe physical characteristics, mental abilities or personal traits required to effectively carry out the job responsibilities.






