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Office of Human Resources
POSITION DESCRIPTION FORM
4500 Riverwalk Pkwy
Riverside, CA 92515
Tel:  951.785.2088
Fax:  951.785.2087
hr@lasierra.edu
 
 
Each non-faculty position at La Sierra University must have a current Job Description on file in the Human Resources Office.  To create a new position or reclassify an existing position, a Job Description form must be completed and submitted to HR.  The  Job Description form is the main instrument  used in evaluating a position in order to determine the job classification, job title, pay range, education and experience requirements and FLSA exempt or non-exempt status.
 
Whenever possible the person actually doing the job should complete the Job Description form.  If this Job Description is for creating a new position or 
reclassifying an existing vacant position, then it should be completed by the person most familiar with the position's duties and responsibilities, usually the
person who will be supervising the position.  If you are completing this Job Description for a position other than your own position, complete the form with 
information for the position being evaluated, NOT your position.  If new duties and responsibilities are to be added to an existing position, include those new 
duties and responsibilities.
 
This is not a performance evaluation.  If you have questions, please call the Human Resources Office at x2088. 
 
DO NOT ANSWER ANY QUESTION UNTIL YOU READ THESE INSTRUCTIONS
 
1.         Read the entire form and study it before you start answering questions.
2.         Fill in all blanks.  If a question does not apply, write "N/A" or "does not apply" in the blank.
3.         You may complete the questionnaire in handwriting or type it on the computer.
4.         Make sure your writing is dark and clear enough so that it may be copied with a copying machine.
5.         If we already have a job description for the proposed job title, you may request it from the Human Resources Office. You may refer to it to assist you but keep in 
         mind that it is a general job description and we are interested only in this specific position. I can be reached at x2088 or dfnoah@lasierra.edu. 
6.         Consider typical assignments and major responsibilities currently and over a period of time to ensure that the employee's answers are representative of the 
         entire job.
7.         Answers were based upon how this job currently exists.
8.         Follow specific instructions on the form. 
9.         After the Job Description form is completed, sign it and return it to the Human Resources Office.
 
DEFINITIONS
Type of Supervision Received: 
 
Close Supervision:  Indicates that the incumbent is assigned duties according to specific procedures.  Work is checked frequently, and in addition there may be formal
training.
 
Supervision:  Indicates that the incumbent performs a variety of routine duties within established policies and procedures or by referral to the supervisor's guidelines.
 
General Supervision:  Indicates that the incumbent develops procedures for performance of variety of duties; or performs complex duties within established policy
guidelines. 
 
Direction:  Indicates that the incumbent establishes procedures for attaining specific goals and objectives in a broad area of work.  Only the final results of work done are
typically reviewed.  Incumbent typically develops procedures within the limits of established policy guidelines.
 
General Direction:  Indicates that the incumbent receives guidance in terms of broad goals and overall objectives and is responsible for establishing the methods to attain them.  Generally, the incumbent is in charge of an area of work, and typically formulates policy for this area but does not necessarily have final authority for approving policy.
 
Explanation of Americans with Disabilities Act 1990 (ADA) Requirements
 
A requirement under the American with Disabilities Act is that all job descriptions accurately define "essential functions" of each position and separate those functions from other non-essential functions of that position.  These "essential functions" must be identified in the official job description before the recruitment process may begin.  The following is provided to assist you in determining which functions should be designated as "essential" and which would be considered "non-essential."
 
Essential Duties:
An essential duty is any task which is a basic, necessary and integral part of the job.  In addition, when considering essentiality, one must focus upon whether the duty is essential to this particular job and not to the department as a whole.  Further distinctions between essential vs. non-essential duties are the following:
 
         A.         Are the duties required to be performed on a regular basis?  If the duties are rarely performed, they may not be essential.
         B.         Is the duty highly specialized?  The need for special expertise is an indication of an essential duty. 
 
Non-Essential Duties:
Duties that are peripheral, incidental or minimal part of the job are considered non-essential.  Further points to consider:
 
         A.         Would removing the duty fundamentally change the job?  If not, the duty is non-essential.
         B.         Are there other employees available to perform the duty?  If it is feasible to redistribute the work, the duty may be non-essential.
 
In order to comply with ADA, job descriptions must explicitly list essential responsibilities and requirements of the job and provide a basis for validating these as essential.
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In addition to the above, the following criteria will be used in making the determination as to whether or not each function is "essential" to the position.  
 
1.         Determine the percent of work time spent on the function.  The percent of time is used as an indicator of whether the function is essential and what the value 
         of the function is to the position overall.
 
2.         Physical demands required for performing the task.  Physical demands include both the physical actions that may be required to perform a task and the 
         physical environment in which the task is performed.
 
         Examples are:
         
         Carrying                           Lifting (including # of lbs)                  Cleaning                           Standing
         Squatting                           Climbing                                    Walking                           Reaching
         Driving                           Hearing                                    Pulling                           Sitting
         Writing                           Speaking                                    Kneeling                           Pushing
         Visual Acuity
 
3.         Unusual Hazards
 
         Examples are:
 
         Fumes                           Dirt                                    Chemicals                           Toxins         
         Radiation                           Hazards                                    Heat/cold                           Noise
 
4.         Mental demands required.  Mental demands are not only learned mental skills, but also conditions that call for mental discipline.
 
         Examples are:
         
         Reading (documents or instruments)                                    Language
         Detailed work                                                      Stress
         Verbal Communication                                             Written Communication
         Confidentiality                                                      Training
         Customer/student contact                                             Problem solving
         Math                                                               Multiple concurrent tasks ("multi-tasking")
         Reasoning                                                               Constant interruptions
 
5.         Specific knowledge, skills and abilities required.  Distinguish between what is desired and what is required.  Hiring decisions should be made on what is 
         required.         
 
         Examples of areas to cover are:
 
         Degree level                  Certificates                           License
         Special training                  Equivalent experience                  Typing
         Accounting                  Scientific training                           Programming         
 
6.         Equipment used to perform the task.  All equipment and special materials needed to perform the task should be noted. 
 
         Examples are:
 
         Machines (specify)                  Telephone                                    Vehicles
         Copier                           Calculator                                    Tools (specify)
         Lab apparatus (specify)         Computer                                    Cash register
 
7.         Supervision.  The amount and type of supervision received and/or given will be taken into consideration in determining whether the task is essential.
 
 
 
 
 
It is important to note that when defining a task, one should focus on what is to be done, not how that task is to be accomplished.  One should not assume
that there is only one way to perform that particular function.
 
 
 
 
 
 
 
 
 
 
 
 
 
*Please feel free to contact me with any questions regarding this form.   
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POSITION DESCRIPTION FORM
This form was designed to help describe positions at La Sierra University.  The attached provides an outline for preparing a position description and/or the documentation
necessary for a classification review.  On the following pages, please provide detailed comments and descriptions for all applicable sections.  Include specific examples to
illustrate job duties, complexity, type of decision making, knowledge and skills.  Examples will add clarity to the description. 
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Essential Duties of the Job:
When determining if a function is essential, consider the following:
         a.  The amount of time spent performing the function
         b.  The consequences of not requiring the employee to perform the function
         c.  The terms of a collective bargaining agreement
         d.  The results achieved by performing the function
Percent of Time
(Time of all duties
must add to 100%)
Frequency
(Daily, weekly, monthly,
quarterly, or yearly)
Essential Duties - Major Responsibilities 
(List in order of importance)
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Percent of Time
(Time of all duties
must add to 100%)
Frequency
(Daily, weekly, monthly,
quarterly, or yearly)
Essential Duties - Major Responsibilities 
(List in order of importance)
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Non-Essential Duties of the Job:
Percent 
of Time
Frequency
(Daily, weekly, monthly,
quarterly, or yearly)
Non-Essential Duties
Most jobs have guidelines which are placed upon them from within the University or from the outside.  Please select the statement that
most closely describes your normal situation. 
 
NOTE:  Policies, procedures, rules, instructions or precedents are defined as specific guidelines developed by one's own department.  Guidelines are recommended by one's department
but approved by others.  
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Education:  Indicate the minimum level of education generally necessary to effectively handle the job's essential functions.  Please check only one required educational level and
one preferred level (if applicable).
Required
Preferred
High School Diploma or GED
Vocational or technical training
Associate's degree, vocational or technical school degree
Bachelor's degree
Master's degree
Doctoral degree
Does the job require any special licenses or certifications?  Please check all appropriate boxes and briefly describe.
License:
Certificate:
Other:
Work Experience:  Indicate the minimum level of total work-related experience required to effectively perform the job's responsibilities.  Please check the appropriate box.  This
is not necessarily the same as the incumbent's experience.
Supervisory/Management Experience:  Indicate the minimum level supervisory/management experience required to effectively perform the job's responsibilities.  This
number should be part of the total experience years, not in addition to them.  Please check the appropriate box.  This is not necessarily the same as the incumbent's experience. 
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Supervisory Responsibilities:  Indicate the type and scope of supervisory responsibilities of this job.  Please check only one box.  Note:  this refers to supervision of otherLSU
employees, and excludes student workers. 
Written and Oral Communication:  Indicate the nature and scope of communication to others that is required to effectively perform the essential functions of this job.  
Please check only one box.
Knowledge:  Indicate the depth and breadth of knowledge within the job's field or specialty that is required to effectively perform the essential duties of this job.  Please check
only one box.
Collaboration/Service Orientation:  Please check the box that best applies to the requirements of the job.
Decision Making:  Indicate the type of impact of decisions typically made by this job. Please check only one box. 
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Problem Solving:  Indicate the nature of problems regularly encountered by this job.  Please check only one box.  
Independence of Action:  Indicate the job's general degree of independence of action.  Please check only one box.
Fiscal Responsibility:  Select only one per category that best represents the responsibilities of the job.  
Budget
Physical/Enviornmental Demands:  Please indicate whether physical and/or environmental demands are required to effectively handle the job's responsibilities.  If yes, 
 please complete the Addendum at the end of the form. 
Confidentiality:  Please answer questions accordingly . 
Does this position have access to confidential information? 
Signature of Person Completing Form			           Date
Signature of Supervisor			                                                Date
Does this position have access to or handle University funds?
ADDENDUM
  Physical/Environmental/Mental Demands Form (PEM)
This form is intended to assist departments in determining the demands of positions and in recognizing any accommodations which may be necessary per the provisions of
the American with Disabilities Act (ADA) of 1990.  After completing this part of the form, please submit is to the Human Resources Office.  This form should describe the way
the job is normally done, not specific to an individual employee.  To complete the PEM, consult with the incumbent in the position or, if the position is vacant, with a person
who is either in a similar position or knows the type of work.  A list of standard definitions of physical activities are listed on the last page.  Please call x2088 with any 
questions or concerns regarding this form.  A completed copy of the PEM and the Job Description will be sent to you for your records. 
Office of Human Resources
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Physical Demands
(without accommodations)
hours at one time
0       <1/2        1/2-1     1-2         2-4
                                         total hours per day
                                       <1      1-2       2-4     4-6     6-8
Sitting
Walking
Standing
Bending neck
Twisting neck
Bending waist (forward or sidways)
Twisting waist
Squatting (crouch or sit on one's heels)
Climbing
Kneeling
Crawling
Repetitive* movement:  Hand
     >simple grasping
     >power graping
     >fine manipulation
     >pushing/pulling
Reach above shoulder height
Reach below shoulder height
Move items weighing up to 10lbs
Move items weighing 11-25lbs
Move items weighing 26-50lbs
Move items weighing 51-75lbs
Move items weighing 76-100lbs
Move items weighing over 100lbs
Repetive* movement:  Foot
*constant for at least 15 minutes
Environmental Demands (check all that apply):
◦
 
◦
 
Mental Demands: 
 In each category below are examples of possible demands for a job's essential functions.  The scale is by degree of complexity, not the frequency of the task:
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Work Hours:  Please check all that apply.
Does this position require  travel?
Reviewed with:
Supervisor Signature					                Date
~Please submit completed form to the Human Resources Office.~
If you need any help or have any questions, please call 785-2088.
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Standard Definition of Physical Activities:
 
To help you complete the PEM accurately, here are some helpful tips to follow regarding specific tasks.
 
Bending of the neck refers to looking up or down while twisting of the neck refers to looking back and forth.
 
Repetitive movements of the hand
         *"Fine manipulation" (listed under repetitive hand movement) should include typing and 10-key use "simple grasping" refers to
         tasks/items which can be held with a loose grasp, hand not closed together and usually involves lighter items and not much force.
         Examples could include grasping a phone receiver, several small files at one time or easily rolling file drawer handles.
         *"Power grasping" refers to tasks/items which require a clenched fist and some exertion.  Examples would be a heavy banker's box
         with built in handles, small hand tools requiring force to use or a handle to a mop.
 
Climbing can include ladders, stairs, scaffolding etc., and should be specified on the given line.
 
Sitting:  Remaining in a normal seated position.
 
Walking:  Moving by using the feet and taking alternate steps.
 
Standing:  Remaining on one's feet in an upright position at a work station without moving about.  Arms and/or upper body may be in use.
 
Bending (neck):  To turn the head from side to side.  Pivot point is the neck.
 
Twisting (waist):  Turning the body partly around from a stationary position such as standing, sitting, kneeling or reclining.  Pivot point is the waist.
 
Squatting:  Bending the legs at the knees with pressure on the balls of the feet with buttocks resting on the back of the heels and/or back of the calves.
 
Climbing:  To ascend or descend ladders, scaffolding, stairs, poles, inclined surfaces.  Note if elevator is available. 
 
Kneeling:  Bending the legs at the knees with pressure on the balls of the feet with buttocks resting on the back of the heels and/or back of the calves. 
 
Crawling:  To move entire body along a surface with hip/knee flexion and arm extension/flexion. 
 
Repetitive Hand movement:  Repeated set of similar motions of the hand over a short period of time.
 
Simple grasping:  Gripping an object with the hand - requires only the force to hold the object.
 
Power grasping:  Same as above but requires additional force being applied to the object grasped.
 
Fine manipulation:  Use of the fingers independently, not the entire hand.
 
Pushing:  To exert force on or against an object in order to move it away.
 
Pulling:  To draw towards oneself, in a particular direction, or into a particular position.
 
Reaching above or below shoulder height:  To position arms with any degree of elbow flexion, extending hand/arms away from body. 
 
Move items:  Most usually done by lifting and carrying but could also be pushing or pulling.
 
Lifting:  To exert physical strength necessary to move objects from one level to another.
 
Carrying:  Transporting an object, usually holding it in the hands or arms or shoulders and moving the feet.
 
Repetitive foot movement:  Repeated set of motions with the foot in a short period of time. 
8.0.1291.1.339988.308172
	LastPage: 
	NextPage: 
	PageCount: 
	PreviousPage: 
	CurrentPage: 
	FirstPage: 
	TextField1: 
	DateTimeField1: 
	TextField2: 
	TextField3: 
	TextField4: 
	TextField5: 
	email: 
	TextField6: 
	DropDownList1: 
	DropDownList2: 
	DropDownList3: 
	TextField7: 
	TextField8: 
	DropDownList7: 
	TextField19: 
	TextField9: 
	DropDownList4: 
	TextField10: 
	CheckBox1: 0
	CheckBox2: 0
	CheckBox3: 0
	CheckBox4: 0
	CheckBox5: 0
	CheckBox6: 0
	CheckBox7: 0
	TextField12: 
	TextField13: 
	CheckBox8: 0
	TextField14: 
	TextField15: 
	DropDownList5: 
	CheckBox9: 0
	CheckBox10: 0
	CheckBox11: 0
	CheckBox12: 0
	DropDownList6: 
	CheckBox13: 0
	CheckBox14: 0
	TextField16: 
	CheckBox15: 0
	CheckBox16: 0
	TextField17: 
	TextField18: 
	PrintButton1: 
	TextField20: 
	TextField21: 
	TextField22: 
	CheckBox17: 0
	TextField23: 
	CheckBox18: 0
	CheckBox19: 0
	CheckBox20: 0
	CheckBox21: 0
	CheckBox22: 0
	CheckBox23: 0
	CheckBox24: 0
	CheckBox25: 0
	CheckBox26: 0
	CheckBox27: 0
	TextField24: 
	CheckBox28: 0
	CheckBox29: 0
	CheckBox30: 0
	TextField25: 
	CheckBox31: 0
	DropDownList8: 
	CheckBox32: 0
	CheckBox33: 0
	CheckBox34: 0
	CheckBox35: 0
	TextField26: 
	CheckBox36: 0
	TextField27: 
	CheckBox37: 0
	TextField28: 
	CheckBox38: 0
	CheckBox39: 0



