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What is a Job Description?

Presenter
Presentation Notes
A management tool

A position is the basic unit of a workforce. A job description is the documentation of the duties, responsibilities, and authority assigned a position. It lays out the purpose of the position, the primary duties, the essential functions, the knowledge and skills needed to do the work, and the position’s relationship with other positions. 





The foundation for most 
workforce management activities

Presenter
Presentation Notes
recruitment, 
selection, 
orientation, 
training, 
compensation, 
supervision, and 
performance management.




The first step to getting 
the right person with 

the right skills into 
the right job 

is to get the position right.
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Most important job of a manager. 

Take the field with the team you’ve got.



Position Design

The conscious examination of current and future organizational goals 
and objectives as well as the purpose of the position, and how it 
contributes to accomplishment of objectives.
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Identifies:
The work to be done
The competencies required to do the work
Any special requirements, such as license or certification

When needed:
Significant change in organization priorities, objectives, structure, or operations
Individucal roles change
New technology used for the work
Reorganization for operational efficiencies
New positions or functions

Not needed
Job rotation to give staff more varied work
Flexible work arrangements
Managing poor performance
Providing training opportunities for career development




Position Design Principles

1. Avoid overlapping duties or responsibilities
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Presentation Notes
Let the employee own their work.

Tragedy of the commons

Pick out all the easy ones and win employee of the month 



Position Design Principles

2. Assign as much of the same kind and level of work as possible to 

individual positions
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Better defines the knowledge, skills,and training needed





Position Design Principles

3. Concentrate higher-level duties in as few positions as practical
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Diffusion reduces levels (all at 10% vs one at 70%).



Position Design Principles

4. Structure positions to provide for career progression when possible
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Entry, journey, advanced,lead, supervisor

Career ladder – what rungs can you have 
How far apart.  Skipped rungs cause employees to leave.



Position Design Principles

5. Design positions that are satisfying and challenging
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Enough similarity for consistency and enough variety for interest and challenge.

Satisfaction of a job done well.

Opportunity to learn, stretch, try something new.





Position Design Principles

6. Design positions with labor market conditions in mind
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Don’t hunt for purple squirrels




Position Design Principles

7. Write Job Descriptions that accurately reflect the assigned duties 
and responsibilities
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Don’t try to get a specific level or pay range.
 
Be honest and let the chips fall where they may. 

System problems aren’t solved by gaming the system.



The impact of the employee 
on the job.
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High performer may stretch the position just as a low performer may shrink it

Pay attention to the needs of the position. 

Consider what will happen when that employee moves on.
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Existing job description or other descriptions, class specs, employees, subect matter experts.
Be alert for under reporting authority as work is considered routine; overstatement to influence salary; skewing of jobs by the skills or interests of employees rather than organization needs
Decide the key elements of the job, purpose, accountability, authority limits, capacity limits, any changes to other jobs needed to address risks, fill gaps, vary activities or avoid cuplication
Write
Have someone not familiar with the job give you feedback

Aim is to optimize the value of the position to the organization and improve employee engagement. Design decisions must be objective and consider the needs of the organization and the incumbent. 



Americans with Disabilities Act

Classifies job functions into two categories:
• Essential job functions are all basic, recurring job duties 

and responsibilities.
• Marginal job functions are duties that are only 

supplementary or supportive to the job.
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Classification of essential and marginal job functions is based on three considerations:
The amount of time required to perform the task
The task’s frequency
The task’s significance, compared to other tasks

Prohibits diescriination :
Acrual
Record of
Being regarded as
Association 

Employee vs public accommodation
Applicant as public accommodation



ADAAA 2008

Disability be construed broadly
Broadened Major Life Activities
Mitigating measures not considered
Impairment can be episodic or in remission
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Major life activity includes working

Mitigating – except glasses

Employer required to make an accommodation unless it would impose an undue hardship.
Must consider each request on a case by case basis – may have different answer in similar circumstances



Job Evaluation Methods

Quantitative
• Point Factor 
• Job Component

Qualitative
• Ranking
• Classification
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Job component – statistical using multiple factor  regression analysis



Classification Principles

• “Position” does not mean “Employee”
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Must separate. Position system is not right place to take employee actions. 



Classification Principles

• A position’s preponderant duties and responsibilities are the basis for 

its classification
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Empoloyees should be paid for what they spend the most time doing.

Some possible exceptions, one main one, but very rare and closely conscribed.



Classification Principles

• Temporary, incidental, emergency, and training assignments are not 

considered
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What is the ongoing work, reasonably projected into the future.



Describing Duties

• Accuracy, Brevity, Clarity

• Ambiguous terms and phrases

• The “how” of the job
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Not graded on cord count.

Assist with budget : assist, prepare, examine, research . . .

Workflow – what from where, do what to it, what happens when done. 




Duty statements need to have enough detail to enable 
those unfamiliar with the job to deduce what is being 
done, what knowledge and skills are being used, and 
what authority is being exercised.
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Not a desk manual, but enough to understand.

Avoid professional terms, jargon, and acronyms. The description is for multiple users, don’t assume everyone talks your language.
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