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POSITION DESCRIPTION WORKSHEET

The purpose of this worksheet is to gather information prior to completing the Position Description Form. It is an optional form for your personal use. This is your worksheet. Answering these questions will help you prepare for completing the position description. One of the requirements of the position description will be to group tasks and rank them from most important to least important, label which ones are essential, and indicate the percent of time performing them. Review your answers below with this in mind. 
SECTION 1:  Basic Information

	Job Class Title:
	Job Class Number:

	Working Title: 
	Position Number:

	Work Location:
	Time In Position: 

	Supervisor Name: 
	Supervisor Title: 


SECTION 2:  Job Duties

	What are the completed results (products or outcomes) of your job?  Examples:  all the files are filed; a program for the community works smoothly; projects are managed successfully.



	Are there weekly tasks?  Monthly?  Annual?  



	Who benefits from your completed work?



	Are you assigned special projects? 



	Do you help co-workers?  Do you assign work and review work of co-workers? 



	Do you train new employees?  




	Who are your contacts?  Co-workers; other work units, other agencies, public clients?



	How do you get assigned your work tasks?  



	What decisions are you responsible for?  Do you need someone else to review or approve of your decisions? 



	Who reviews your work? 



	What happens when an error occurs?  Who is held accountable for fixing the problem?  



	Do you work alone or in a team setting?  


	How do your work tasks relate to other jobs?  For example, your co-worker can’t complete their tasks until you finish your task.  

 

	What reference material do you need to do your job?  Is there special training? 



	How does your job relate to the overall mission of the work unit or the bureau?  
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