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Sample Template:

Job Description

Job Details

	Title:
	     
	Job Code:
	     

	Department:
	     
	FLSA Status:
	     

	Reports to:
	     
	Pay Grade:
	     

	Classification:
	     
	Created Date:
	     


Purpose of Position

Core Competencies

Title and Definition

Essential Functions and Responsibilities

Title and Definition

Physical Requirements

	
	Regularly
	Frequently
	Occasionally

	Sitting
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Standing
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Walking
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Climbing/Balancing
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Reaching – with Arms and Hands
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Stooping/Kneeling/Crouching/Crawling
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Talking
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Hearing
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Feeling/Touching
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Vision – Close, Peripheral, Depth, Ability to Adjust Focus
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



Education

	Degree/Diploma Obtained
	Program of Study
	Required/Preferred

	     
	     
	 FORMDROPDOWN 



Educational Requirements

Experience

	Years of Experience
	Type of Experience
	Required/Preferred

	
	
	 FORMDROPDOWN 



Experience Requirements

Certifications & Licensures

	Title
	Required/Preferred
	State

	     
	     
	     


Certification/Licensure Requirements

Job Description Acknowledgement

 FORMCHECKBOX 
 I have read and understand the functions and requirements of this position. I understand that this is not to be considered as an exhaustive statement of duties, responsibilities or requirements and does not limit the assignment of additional duties for this position.
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