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	Job Description

	Instructions are available at http://www.buffalostate.edu/offices/hr/pepds/index.htm


	I.  Identifying Information

	
	

	Employee:
	     

	Budget Title:
	     
	Salary Level:
	 FORMDROPDOWN 


	Local Title:
	     

	Date in Budget Title:
	     

	Department:
	     

	Supervisor:
	     
	Title: 
	     


	II. Position Summary 
(Briefly describe position.  Summary should be an overview of the position and no more than 4-5 sentences.)


     
	III. Job Functions 
(Percentage of time for essential and secondary responsibilities must total 100%.)


Essential Responsibilities (List the critical functions of the job and approximate percentage of time spent on each.)
     
Secondary Responsibilities (List minor duties that are performed in support of essential responsibilities and percentage of time spent on each.)

     
	IV.  Required Knowledge Skills and Abilities  
(Detail the level of skill, knowledge and ability required to perform essential functions of the position.)


     
	V.  Qualifications  
(Include the amount of experience and type of background, degrees, licenses, certifications and whether preferred or required.)


     
Date Developed:      
Date Revised:      
	VI.  Signatures


	Employee:
	
	Date:
	

	Supervisor:
	
	Date:
	


	Copies:
Employee


Supervisor

Original filed in Provost/Vice President/CIO’s Office
	Human Resource Management: ________________

(revised 7/2011)


