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Position Title:________________________________________
Position Number:__________________
Department/Division:__________________________________
Reports To:______________________
Effective Date:_______________________________________ 
FLSA Status:_____________________
1. Job Summary (Briefly summarize the basic purpose of the position)
2. Essential Job Functions (List each essential function in order of importance and the approximate amount of time spent performing each function)
3. Supervision of Others (List titles and functions)



Title 



Function

4. Minimum Educational Requirements and Substitution (if appropriate)
5. Minimum Experience Requirements
6. Unique Personal Characteristics

	*Please note this description may not be all inclusive. An exempt employee may be required to perform other work duties as assigned by supervisor or management.



Signatures:

________________________________                                          _______________________
Employee 







Date

________________________________                                          _______________________

Supervisor

 





Date

________________________________



  _______________________

Appointing Authority






Date






