Staff PD Revision Date: 02-16

PURDUE UNIVERSITY – POSITION DESCRIPTION
Date:      
Action:   FORMDROPDOWN 

	Org Unit #:      
	Org Unit Name:      

	Position ID:      
	Position Title:      


Final determination rests with HR regarding Title

	Supervisor Name:      
	Supervisor Title:      

	Supervisor Position ID:      
	Supervisor E-mail:      


Please list only one supervisor for the position

POSITION SUMMARY (indicate primary purpose of the position)
     
ESSENTIAL FUNCTIONS (include % of time after each essential function in no less than 5% increments; list in descending order of importance)
     
SUPERVISION (must be an essential part of the position and must be described as an essential function; please use Manager Self Service (MSS) to update supervisory relationships)

     
REQUIREMENTS / QUALIFICATIONS (describe education, experience, knowledge, skills, abilities, certifications required/preferred)
     
Minimum Education Required:   FORMDROPDOWN 

Minimum Experience Required:   FORMDROPDOWN 

EMPLOYEE GROUP -  FORMDROPDOWN 

EMPLOYEE SUBGROUP -   FORMDROPDOWN 


TIME REPORTING -  FORMCHECKBOX 
 Full time
 FORMCHECKBOX 
 Part time (< 1.00)
% =      
Please check the following boxes if they are required for this position:  CDL Required  
  Driver’s License Required  
BOX TO BE COMPLETED BY HUMAN RESOURCES

AAP      
Census      
EEO      
Job ID      
Job Long Text:      
FLSA Exemption   FORMDROPDOWN 

     
     

Comp Specialist
Validity Date
Comments:      




PHYSICAL, ENVIRONMENTAL & HAZARDOUS SPECIFICATIONS

Identify below the physical, environmental, and hazardous conditions under which the essential responsibilities of the position are performed.


PHYSICAL REQUIREMENTS

1.  FORMCHECKBOX 

SEDENTARY ACTIVITY: Lift and carry up to
4.
 FORMCHECKBOX 

MODERATE PHYSICAL ACTIVITY: Lift and carry

10 lbs. occasionally; work involves
25 to 50 lbs. frequently, and up to 60 lbs.
sitting most of the time.
occasionally.

2.  FORMCHECKBOX 

LIMITED PHYSICAL ACTIVITY: Lift and
5.
 FORMCHECKBOX 

HEAVY PHYSICAL ACTIVITY: Lift and carry

carry up to 10 lbs. frequently, and up to 20 lbs.
50 to 80 lbs. frequently, and up to 100+ lbs.
3.  FORMCHECKBOX 

LIGHT PHYSICAL ACTIVITY: Lift and carry

Occasional= <50 percent of the time

10 to 25 lbs. frequently, and up to 40 lbs.
Frequent= >50 percent of the time
 

occasionally.
   


MACHINES, TOOLS, ELECTRONIC DEVICES, & OFFICE EQUIPMENT

List specific equipment used to perform the essential functions of the position.

1.      
2.
     
3.
     
4.      
5.
     
6.
     
7.
     
8.
     
9.
     

ENVIRONMENTAL & HAZARDOUS CONDITIONS
Indicate the conditions related to the essential functions of the position.

1. Work indoors (% of time:      )
Work outdoors (% of time:      )

2. Respiratory conditions with exposure to:
 FORMCHECKBOX 

Fumes/vapors
 FORMCHECKBOX 

Dust
 FORMCHECKBOX 

Odors


 FORMCHECKBOX 

Gases
 FORMCHECKBOX 

Inadequate ventilation
 FORMCHECKBOX 

Other conditions (list)      
3. Skin conditions with exposure to:
 FORMCHECKBOX 

Toxic chemicals
 FORMCHECKBOX 

Radiation
 FORMCHECKBOX 

Burn


 FORMCHECKBOX 

Electrical shock
 FORMCHECKBOX 

Other conditions (list)      
4. Working conditions with exposure to:


 FORMCHECKBOX 

Heavy machinery
 FORMCHECKBOX 

Machinery with moving parts
 FORMCHECKBOX 

Vibration


 FORMCHECKBOX 

Working on scaffolding and high places
 FORMCHECKBOX 

High voltage electricity
 FORMCHECKBOX 

Lasers

 FORMCHECKBOX 

Steam pipes and/or tunnels
 FORMCHECKBOX 

Grease and oils
 FORMCHECKBOX 

Cramped quarters


 FORMCHECKBOX 

Biological and/or chemical reagents
 FORMCHECKBOX 

Infectious diseases
 FORMCHECKBOX 

Use of sharp objects


 FORMCHECKBOX 

Extreme cold (temperatures below 32()
 FORMCHECKBOX 

Noise (work requires employee to shout to be heard)


 FORMCHECKBOX 

Extreme heat (temperatures above 90()
 FORMCHECKBOX 

Handling or maintaining animals

 FORMCHECKBOX 

Other conditions (list)      
Comments:       

Supervisor Certification Statement: As supervisor of this position, I am certifying that this description is an accurate reflection of the primary purpose of the position and that the essential functions listed are those that the employee in this position is expected to perform.  It does not limit or modify my responsibility or authority to assign and direct the work of the employee.

_________________________________________


Supervisor Approval
Date




_________________________________________  
_________________________________________

Department Head or Dean/VP Approval
Date
Fiscal Approval
Date

STOP HERE

Continue ONLY if you wish to POST this position
PURDUE UNIVERSITY – POSTING FORM

POSITION INFORMATION

	Org Unit #:  FORMTEXT 

     
	Org Unit Name:  FORMTEXT 

     

	Position ID:  FORMTEXT 

     
	Position Title:  FORMTEXT 

     

	Previous Incumbent: 
	Anticipated Start Date: 

	If hours are not Monday thru Friday 8 a.m. – 5 p.m., identify: 


Is overtime required?  FORMDROPDOWN 


Overtime Frequency: 
DIRECT REFERRALS TO

	Name: 
	Bldg/Room: 

	Phone #: 
	Email: 


SALARY INFORMATION

Org Unit Salary Range: 
* If the org unit salary range includes $75,000 or greater (full-time equivalent), please summarize how this position will support University objectives, optimize efficiency and productivity, and how the position will be funded.


Will the department sponsor a work visa for the position (exempt positions only)?  FORMDROPDOWN 

(This refers to the possibility of sponsoring a qualified individual for an H1B visa which allows U.S. employers to recruit and employ foreign professionals in a position specific occupation for a specified period of time.)
May we share the approved org unit range with applicants?   FORMDROPDOWN 

RECRUITMENT / ADVERTISING

Do you plan on advertising outside of the Purdue website?   FORMDROPDOWN 

Does your org unit require national advertising for this search?   FORMDROPDOWN 

Do you need assistance in creating a recruitment plan to assist you in reaching your recruitment goals?   FORMDROPDOWN 

Have you filled out the Recruitment Plan on the following page?   FORMDROPDOWN 

COMMENTS:  
Will this position meet the following criteria?


Use of any vehicle driven while conducting university business or for any other university purpose. 
Yes 
No 
BACKGROUND CHECKS

A basic background check is required for all benefits eligible positions.  Additional checks beyond the basic check (criminal check, sex offender, and SSN Trace) are at the requesting department’s expense. 

Please list any additional checks beyond the basic check:  
________________________________________________

Business Office Contact for Background Checks 

(Please Print Name)
Posting Authorization Signature – REQUIRED
Date
Fiscal Authorization Signature – REQUIRED
Date


APPROVED POSITION INFORMATION (FOR HR USE ONLY)
Date:   FORMTEXT 

     
Employee Group:  

RECRUITMENT PLAN

Unit Goals (established by the Office of Institutional Equity and reviewed with your Dean/VP) for this vacancy include the following:

SECTION A:
 FORMCHECKBOX 

Gender
 FORMCHECKBOX 

Minority

SECTION B:
In an effort to achieve a diverse applicant pool to help reach above goals, the following strategies will be undertaken:

(The scope of the recruitment efforts should go beyond strategies 1 and 2.  Strategies 1 and 2 will automatically be undertaken.)

 FORMCHECKBOX 

1. Circulate vacancy announcement within department.

 FORMCHECKBOX 

2. Utilize referrals generated by Human Resources – Talent Acquisition.

 FORMCHECKBOX 

3. Place advertisements in local/regional news media.  (See Section C Below)

 FORMCHECKBOX 

4. Advertise in appropriate professional journals, newsletters, and job registries.  (See Section C Below)

 FORMCHECKBOX 

5. Undertake community outreach activities.

 FORMCHECKBOX 

6. Contact departments at other institutions who may have qualified staff or degree candidates who are interested.

 FORMCHECKBOX 

7. Contact potential candidates at professional meetings.

 FORMCHECKBOX 

8. Contact women and minorities presently on the staff for help in identifying potential candidates.

 FORMCHECKBOX 

9. Utilize personal or professional contacts to identify candidates from targeted underrepresented groups specifically.

 FORMCHECKBOX 

10. Contact members of the targeted groups who are presently candidates for degrees.

 FORMCHECKBOX 

11. Utilize lists of names from previous searches for a similar position in the department.

 FORMCHECKBOX 

12. Utilize relevant organizations, associations, and agencies in soliciting individual referrals.

 FORMCHECKBOX 

13. Other       
SECTION C:

Please specify resources you plan to use for advertising.

 FORMTEXT 

     
1

