
						
[bookmark: _Hlk32504254]Job Description
[bookmark: _Hlk31364834]Enter Job Title Here
(This area to be completed by SO HR upon approval by MC Eval Committee)
[bookmark: _Hlk31371169][bookmark: _Hlk32503096][bookmark: _Hlk32504269]Classification:						Approved: 	
FLSA: 	
___________________________________________________________________________
[bookmark: _Hlk31371198][bookmark: _Hlk31364990]Job Summary:
[bookmark: _Hlk31365040]Brief, general statement of the more important functions and responsibilities of a job. Identify immediate supervisor.

Supervision Exercised:
Identifies subordinate positions supervised. 

[bookmark: _Hlk31365096]Examples of Duties:
Provide an overview of the position, such as “The (job title) is responsible for…

[bookmark: _Hlk31363847][bookmark: _Hlk31371243]The following examples of duties illustrate the general range of tasks assigned to the position, but are not intended to define the limits of required duties.  Other essential duties may be assigned consistent with the general scope of the position.

· List Duty
· List Duty
· List Duty
· Add more if necessary

[bookmark: _Hlk31365133]Qualifications:
Incumbents must possess proven ability to effectively work with a culturally, linguistically, and ethnically diverse faculty, staff, and students. They are expected to have excellent oral and written communication skills along with strong Information technology literacy skills such as Microsoft Office (Word, Excel, Outlook, Teams etc.) Incumbents are required to have demonstrated advanced knowledge and abilities in the following:
(Include education and experience, both required and preferred).
A (level) degree in (discipline) is required, along with (number) years of professional experience in (describe). 

The (Job Title) is required to have demonstrated knowledge and abilities in the following areas:

· Describe 
· Describe
· Describe
· Add more if necessary

[bookmark: _Hlk31371374][bookmark: _Hlk31371999][bookmark: _Hlk31365160]Work Environment:
Incumbents typically perform their work in offices.  The work involves extensive use of personal computers, but does not, normally, involve any significant physical effort.  Reasonable accommodation will be made for incumbents and candidates with physical limitations.
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