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Position Description

	Date:  Date description created
	Prepared by:  Person writing position description

	Classification Title: Found on Class Specification
	Working Title:  Sometimes used to better describe position.		  

	Pay Grade: Found on Class Specification
	Job Code:  Found on Class Specification  		  

	Section\Team: Name of Section\Team
	[bookmark: Check6]FLSA Status: |_| Non-exempt   |_| Exempt		  

	Reports To:  Supervisor responsible for approving timesheet and completing performance appraisal
	Positions Directly Reporting to Incumbent:  Number of position that report directly to this incumbent  		  

	Position Number:  Ask HR for number
Incumbent:  
	Positions Indirectly Reporting to Incumbent:  Number of positions that indirectly report to this incumbent


		
	Purpose:
(Replace with your text here-In a sentence or two describe the overall purpose of the job.)






	*Essential Functions:
(Replace with your text here-Use present tense and start with verbs.  Organize from most to least important or most time spent to least time spent.)  If travel is an essential function, use the following language, “Possess a valid driver’s license, travels independently and works in a variety of settings.”






















	Supervisory Responsibilities:
(Replace with your text here)  


	Other Duties and Responsibilities:
(Replace with your text here-Not essential functions but those that may be expected on an infrequent basis.)


	Fiscal Responsibility:
(Replace with your text here-Authority to commit funds or distribute aid.)  


	Extent of Public Contact:
(Replace with your text here-Example-This position requires extensive contact with school administrators, other educators, school board members, parents, the general public, and NDE staff.)

	Minimum Qualifications:
(Replace with your text here- Take verbatim from the pertinent Classification Specification, which can be found on Inside NDE under the Human Resources link.)


	Preferred Qualifications:
(Replace with your text here-Include additional work experience that top candidates would possess.)

	Knowledge and Abilities:
KNOWLEDGE:  
(Replace with your text here-Reference the classification specification for ideas, but write them so they are position specific.)









ABILITIES:
(Replace with your text here-Reference the classification specification for ideas, but write them so they are position specific.)










	Working Conditions and Environment:
(Replace with your text here- Advises applicants about where the work will take place and specifies any unusual circumstances.)  Example-This position requires approximately 60% of work time in the office and 40% of time spent traveling and working in sites such as schools, educational service units, and other service agencies.)



	Note:  The Nebraska Department of Education will make reasonable accommodations in compliance with the Americans with Disabilities Act of 1990.


	Examples of Physical Demands:
(Replace with your text here)

	Lifting/carrying/pushing/pulling:

[bookmark: Check86]		|_|Continuous              	lbs.	
[bookmark: Check87]		|_|Frequent                  	lbs.
[bookmark: Check88]		|_|Occasional               	lbs.		
[bookmark: Check89]		|_|Intermittent               	lbs.		
[bookmark: Check90]		|_|Not at all                   	lbs.	


	Repetitive Motion

	Use of Hands
	Continuous 67-100% of the day
	Frequent 
34-66% of the day
	Occasional 
6-33% of the day
	Intermittent 
1-5% of the day
	Less than 1%

	Fine Manipulation
	[bookmark: Check1]|_|
	[bookmark: Check2]|_|
	[bookmark: Check3]|_|
	[bookmark: Check4]|_|
	[bookmark: Check5]|_|

	Pushing/Pulling
	[bookmark: Check10]|_|
	[bookmark: Check9]|_|
	[bookmark: Check8]|_|
	[bookmark: Check7]|_|
	|_|

	Simple Grasping
	[bookmark: Check11]|_|
	[bookmark: Check12]|_|
	[bookmark: Check13]|_|
	[bookmark: Check14]|_|
	[bookmark: Check15]|_|

	Keyboarding
	[bookmark: Check20]|_|
	[bookmark: Check19]|_|
	[bookmark: Check18]|_|
	[bookmark: Check17]|_|
	[bookmark: Check16]|_|

	Use of Feet
	[bookmark: Check21]|_|
	[bookmark: Check22]|_|
	[bookmark: Check23]|_|
	[bookmark: Check24]|_|
	[bookmark: Check25]|_|



	Examples of Other Physical Demands

	Physical Activity
	Continuous 67-100% of the day
	Frequent 
34-66% of the day
	Occasional 6-33% of the day
	Intermittent 1-5% of the day
	Less than 1%

	Stoop/bend
	[bookmark: Check26]|_|
	[bookmark: Check27]|_|
	[bookmark: Check28]|_|
	[bookmark: Check29]|_|
	[bookmark: Check30]|_|

	Crouch
	[bookmark: Check35]|_|
	[bookmark: Check34]|_|
	[bookmark: Check33]|_|
	[bookmark: Check32]|_|
	[bookmark: Check31]|_|

	Crawl
	[bookmark: Check36]|_|
	[bookmark: Check37]|_|
	[bookmark: Check38]|_|
	[bookmark: Check39]|_|
	[bookmark: Check40]|_|

	Kneel
	[bookmark: Check45]|_|
	[bookmark: Check44]|_|
	[bookmark: Check43]|_|
	[bookmark: Check42]|_|
	[bookmark: Check41]|_|

	Twist
	[bookmark: Check46]|_|
	[bookmark: Check47]|_|
	[bookmark: Check48]|_|
	[bookmark: Check49]|_|
	[bookmark: Check50]|_|

	Climb
	[bookmark: Check55]|_|
	[bookmark: Check54]|_|
	[bookmark: Check53]|_|
	[bookmark: Check52]|_|
	[bookmark: Check51]|_|

	Balance
	[bookmark: Check56]|_|
	[bookmark: Check57]|_|
	[bookmark: Check58]|_|
	[bookmark: Check59]|_|
	[bookmark: Check60]|_|

	Reach
	[bookmark: Check81]|_|
	[bookmark: Check80]|_|
	[bookmark: Check71]|_|
	[bookmark: Check70]|_|
	[bookmark: Check61]|_|

	Push/pull
	[bookmark: Check82]|_|
	[bookmark: Check79]|_|
	[bookmark: Check72]|_|
	[bookmark: Check69]|_|
	[bookmark: Check62]|_|

	Walking/standing
	[bookmark: Check83]|_|
	[bookmark: Check78]|_|
	[bookmark: Check73]|_|
	[bookmark: Check68]|_|
	[bookmark: Check63]|_|

	Driving
	[bookmark: Check84]|_|
	[bookmark: Check77]|_|
	[bookmark: Check74]|_|
	[bookmark: Check67]|_|
	[bookmark: Check64]|_|

	Sitting
	[bookmark: Check85]|_|
	[bookmark: Check76]|_|
	[bookmark: Check75]|_|
	[bookmark: Check66]|_|
	[bookmark: Check65]|_|


*Nothing in this job description restricts management’s right to manage, direct, and assign duties and   responsibilities to this job at any time.
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