MINNESOTA STATE COLLEGES AND UNIVERSITIES               POSITION DESCRIPTION A

OFFICE OF THE CHANCELLOR 

Employee Name: 





Position Control Number: 

Division:






Activity: 

Classification Title:





Working Title: 

Prepared By:






Appraisal Period:                To

EMPLOYEE SIGNATURE/DATE



SUPERVISOR SIGNATURE/DATE
(this position description accurately reflects my current job)

(this position description reflects the employee's current job)

POSITION PURPOSE: 

REPORTABILITY
Reports to: 

Supervises: 


DIMENSIONS

Budget: 
Clientele: 


Make 3 Copies:   Employee, Supervisor, Human Resources Office
POSITION DESCRIPTION  B


EMPLOYEE NAME:





Principle Responsibilities, Tasks, and Performance Indicators
1. 

Priority: 

Discretion: 


Percent of Time: 
2. 

Priority: 

Discretion: 


Percent of Time: 

3. 


Priority: 

Discretion: 


Percent of Time: 
4. 


Priority: 

Discretion: 


Percent of Time: 
5. 


Priority: 

Discretion: 


Percent of Time: 
6. 


Priority: 

Discretion: 


Percent of Time: 
Priority: A=Results are essential and must be accomplished; B=Results are important and should be accomplished, but not at the expense of A priorities; C=Results are desirable, but should not be accomplished at the expenses of A and/or B priorities. Discretion: A-Employee investigates situations, makes decisions, takes appropriate action reports by exception and through normal review processes; B=…reports to supervisor immediately after action is taken; C-…makes decisions with supervisor….reports to supervisor immediately after action is taken; D=Employee discusses situations with supervisor before investigation, makes decisions with supervisor, takes appropriate action, and reports to supervisor immediately after action is taken.

POSITION DESCRIPTION  C


EMPLOYEE NAME:

NATURE AND SCOPE: (RELATIONSHIPS; KNOWLEDGE, SKILLS, AND ABILITIES; PROBLEM -SOLVING AND CREATIVITY; AND FREEDOM TO ACT)

RELATIONSHIPS: 

KNOWLEDGES, SKILLS, AND ABILITIES: 

Minimum Qualifications
Preferred Qualifications

PROBLEM SOLVING: 

FREEDOM TO ACT: 

This description is intended to indicate the kinds of tasks and level of work difficulty required of the position. It is not intended to limit or modify the right of any supervisor to assign, direct and control the work of employees under his/her supervision. The use of a particular expression or illustration describing duties shall not be held to exclude other duties not mentioned that are of similar level of difficulty.
Minnesota State Colleges and Universities is an Equal Opportunity employer/educator committed to the principles of diversity.
