Position Description Template

INSTRUCTIONS: This template is used to create or update a position description.  This template should be completed by the manager. The template should be delivered to the Office of Employee Services for processing.  Please fill out each section and then remove the instructional text (blue text).
Job Profile: (Enter Workday Job Profile Name)

Job Title: (Enter Job Title Name)

Job Description Summary
Summarize the purpose of the position in 3-5 sentences. This statement should include the position’s general function and overall level of responsibility. It may be easiest to prepare this statement after the Essential Duties and Tasks section has been completed.

Essential Duties and Responsibilities
Describe the key duties required for this position. Each task should be specific, measurable, and written to clearly indicate what must be accomplished.

Examples in Blue
Administrative Support	
· Coordinates administrative support functions.
· Plans and coordinates administrative activities and services.
· Monitors office procedures and ensures adherence to office protocols.
· Reviews and signs documents for supervisor.
· Attends meetings or committees on behalf of supervisor.
· Prepares and reviews operational and special reports.
· Coordinates office records retention and maintains office references and resource materials.
· Coordinates travel arrangements and prepares itineraries.
· Plans and coordinates meetings, seminars, and other special events.
· Coordinates the maintenance of office supplies and equipment.
· Makes recommendations for process improvements or administrative changes.
· Supervises, trains, and evaluates the work of others.
Compliance and Policy Implementation
· Develops and maintains knowledge and understanding of relevant state guidelines.
· Interprets and applies guidelines to assist in determining residency status for students.
· Analyzes incoming inquiries and provides proper instructions for resolution.
· Reviews student records and analyzes situations to determine eligibility for tuition rebates.
· Coordinates with external departments for compliance with scheduling and registration rules.
· Works with stakeholders to resolve issues concerning access to teaching space.
· Ensures the integrity of data by monitoring submissions and identifying issues.
Special Projects and Reporting	
· Performs special analyses and project summaries.
· Prepares documentation for appeals submitted to relevant panels.
· Assists in the development of college-level guidelines and protocols.
· Conducts new user training for scheduling systems.
· Coordinates continuous review of classroom utilization for efficiency assessments.
Communication and Stakeholder Engagement
· Serves as a primary point of contact for inquiries related to registration administration.
· Maintains systems utilized for class schedule development and user security/access.
· Responds to non-routine requests regarding state policies.
· Consults with colleges and departments on best practices related to scheduling and registration.
· Prepares and takes minutes at meetings.
· Manages correspondence and communications for the office.
Other Duties
· The above represents the major duties, responsibilities, and authorities of this job, and is not intended to be a complete list of all tasks and functions. Other duties may be assigned.
*Add additional rows as needed.

Qualifications 

Required Education
Bachelor’s degree in an applicable field or equivalent combination of education and experience.
List the minimum education requirement as listed on the Standard PD template.  The degree’s area of study may be added, but the degree level cannot be changed. Consult with Employee Services for assistance.

Check if allowing for equivalent combination of education and experience (must be selected before posting)

[bookmark: _Hlk173764432][bookmark: _Hlk125358101]NOTE: A department is not required to list the equivalency statement on every position description. This is only needed if the department is willing to allow for equivalency to the required education and experience.

Required Experience
Three years of related experience. 

List minimum experience requirements as listed on the Standard PD Template.  The experience description may be customized, but not the number of years.  Consult with Employee Services for assistance.

NOTE:  A manager may add specifics to the education and/or experience description, but cannot change the educational level or years of experience as listed on the standard templates.

Required Licenses and Certifications
List minimum required licenses and/or certifications required for this position.  ALL required licenses / certifications must tie directly back to an essential duty.

Examples:
· Class A CDL within 180 days of hire date
· ICS 300 and 400 courses within 60 days of hire date
· N/A, if not applicable

Preferred Qualifications
List any job-related qualifications which are not required to perform the job but are ideal for the position.  This could include increased education, training, licenses, certifications, knowledge, skills, abilities, and/or job-specific experience. Qualifications listed here will not screen out applicants/employees at hire, promotion, and/or other title change but can be used to help score applicants on a hiring matrix.

Examples:
· Master’s degree from an accredited college or university
· 5 years of [insert description for example:  rescue, emergency response, cyber security, program management…. etc.]
· Certified Project Manager
· Certified OSHA Safety Inspector


Knowledge, Skills, and Abilities
List knowledge, skills and/or abilities needed to perform the essential duties of the job.  

Examples:
· Ability to effectively communicate both orally and in writing
· Ability to positively and professionally interact with clients and staff
· Excellent communication and presentation skills
· Strong interpersonal and organizational skills
· Working knowledge of office software and instructional programs
· Knowledge of principles and methods for teaching and instructing individuals and groups
· Skilled in utilizing various learning and active listening strategies
· Ability to orally comprehend and express information and use inductive and deductive reasoning
· Ability to facilitate and adapt course and the course content
· Ability to positively and professionally interact with clients and staff, groups of various sizes
· Ability to multitask and work cooperatively with others


Additional Information

Physical Requirements
Specify physical requirements needed to perform the essential duties of the job. ALL physical requirements must tie directly to an essential job duty.

Examples:
· Ability to work outdoors exposed to various weather conditions, potential allergens, elevated noise levels, and heat 
· Ability to move up to XX lbs with assistance 
· Ability to move light, medium or heavy objects with assistance.
· Some lifting/carrying of classroom/presentation materials (specify weight limitations specific to program needs i.e. ability to lift, carry, load or unload up to ____lbs. of instructional materials)
· Ability to travel independently to other and/or remote locations by driving and/or flying on commercial airlines

Other Requirements and Factors
List any special job-related details of the position that applicants and employees should be aware prior to and/or during employment.

REQUIRED (Must be on all position descriptions)
· This position is security sensitive
· This position will require export-control authorization prior to starting employment.
· This position requires compliance with state and federal laws/codes and Texas A&M University System/TAMU policies, regulations, rules and procedures
· All tasks and job responsibilities must be performed safely without injury to self or others in compliance with System and University safety requirements

Optional (Additional bullets may be used as needed)
· This position may require up to ____% (specify percentage) or more travel
· This position may require work beyond normal office hours and/or work on weekends
· This position may direct and/or evaluate the work of others
· This position is funded from grant and/or contract funding, which is renewed through provisions of the grantor of the contract. Therefore, this position is contingent upon continuation of funding from these grants and/or contracts, as well as satisfactory job performance 
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