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JOB DESCRIPTION INSTRUCTIONS

INTRODUCTION
The following instructions provide guidance in completing a Job Description in the format required by the State Personnel Division.  The Job Description is an essential part of the job analysis process.  The steps in writing a Job Description help identify the duties and tasks; supervisory and public contact responsibilities; decision‑making responsibilities; supervisory controls; and knowledge, skills and abilities required to perform the work assigned to a position.

The final document provides a summary that is descriptive and provides sufficient information to present a clear picture of the work performed by a position.  This summary of job information provides important material for many personnel activities such as selection, classification, pay, recruitment, performance evaluation, training, and staffing analysis, as well as other management functions.  The supervisor of a position is responsible for the accuracy of the job description.

Because the Job Description is now a critical component in complying with the Americans With Disabilities Act when interviewing, hiring and promoting persons with disabilities, the job description must be kept current and must be job‑related.  Guidance in complying with ADA is provided in the following instructions.  As the requirements for ADA become more clearly defined, the job description Instructions will be revised accordingly.


REQUIRED FORMAT*
The State Personnel Division prefers that job descriptions be prepared and submitted electronically.  Follow the format as described in the following instructions.  These instructions are available electronically through the hr.mt.gov website, or by request through the State E-Mail Network.  For specific agency formatting, it is the responsibility of the agency to provide the necessary formats for employees and supervisors.  For those who prefer it, the instructions are also available in hard copy.  Employees and supervisors should check with their respective Personnel/Human Resources Office for the instructions before contacting State Personnel.


SUBMISSION INSTRUCTIONS - EMPLOYEES AND SUPERVISORS
Follow the procedures outlined by the Personnel/Human Resources Office at your agency.


SUBMISSION INSTRUCTIONS - PERSONNEL/HUMAN RESOURCES OFFICES*
Submit two copies of the job description to State Personnel, one electronic copy and one hard copy.  

Identify electronic copies by using the position number and a two or three digit extension to indicate the agency.  The agency extension should be the most common abbreviation used by the agency.  Examples:  Position 00522 at the Department of Justice = 41100522, or position 00205 at the Department of Agriculture = 62100205 .

  *
In the event an agency or unit lacks appropriate accessibility, or appropriate software, job descriptions may be submitted in hard copy form.



ADVANCE \D 2.15*** PART I:  Identification ***

Part I identifies a specific position by indicating the agency code, position number, classification, and location of the position within the organizational structure; and by describing the work unit, including the activity, function, product or service.

CURRENT CLASSIFICATION
 Code: ____________
Title: ____________________________________________________

AGENCY:

Agency Code: ____________
Position No: _____________


Identify the name of the department or agency where the position is located.  Continue to identify each subunit until the unit where the position is located is identified.


Examples:
Department of Administration, State Personnel Division, Human Resources Standards and Services Bureau.




Office of Public Instruction, Department of Curriculum Services, Division of Adult Services.

ADDRESS:
Identify the location of the position.







 Room



 Zip

Business


Building & Street


Number
City


Code

Telephone

_____________________

___________________

______

__________


FUNCTIONAL DESCRIPTION OF THE WORK UNIT:


Describe the activity, function, product or service of the work unit where the position is located.


Example:
The Human Resources Standards and Services Bureau is responsible for the operation of the broadband classification system.  The system covers approximately 12,500 positions in the executive branch, and is the basis for the pay plan for most state employees.  The Human Resources Standards and Services bureau is primarily responsible for establishing and maintaining the standards for each class and maintaining the job evaluation methods used by the Bureau.  The Bureau is primarily responsible for classifying individual positions by communicating with agencies on a daily basis and for responding to appeals at the step III and step IV levels.


ADVANCE \D 2.15*** Part II:  Job Description ***

GENERAL INSTRUCTIONS
It is important to keep in mind that the information provided under 1.  Assigned Duties is the basis for complet​ing the following sections:  Working Conditions and Physical Demands, Supervision Received, Scope and Effect and Personal Contacts.  It is critical that instructions in this section be carefully followed in order to synthesize job information into a meaningful pattern for defining the job as a whole, resulting in a job description that is job‑related and describes the "essential" functions of the job, as required by ADA.

1.
ASSIGNED DUTIES:


The first step in describing the work of a position, is to define the main "goal" of the work, or the reason for the existence of the position.  This goal can generally be summarized in one or two sentences.


The second step is to define the assigned duties by gathering informa​tion about how the goal is ac​complished.  There are a number of methods commonly used for this purpose, which can be referenced in other State Personnel Division instructional materials.  The Job description Instructions will focus on completing the job description as the method for gathering information about the job.


The information gathering process begins by describing the major duties and responsibilities of the work performed in the position.  This is accomplished by summarizing the work into predominant job duties and supporting task statements.




Duties can be described by explaining the mental and physical operations that are involved in the application of procedures, techniques or theories in the job; and by explaining the work elements -- the nature of items, data, facts, concepts, information, and/or issues that must be handled or processed in performing the job duties.  Be sure to describe management and supervisory work as a duty.


Most jobs consist of three to five major duties, each of which involves a number of tasks.  Duty descrip​tions may range from a single word to a complete statement.  However described, a duty must be further defined by the supporting tasks required to accomplish the duty.


A duty is a large unified segment of the work or a major responsibility.  A duty can also be described as one of the "sub‑goals" necessary to accomplish the main goal of the job.  Task statements show how sub‑goals are accomplished.  Task statements should be written to answer the following questions:


1.
What is the action? (Verb.  Verbs should be active and descriptive, as precise as possible, and written in the present singular tense.  Avoid vague words or expressions such as "assists," "develops," "handles," "processes," and "works with.")


2.
To whom/what is the action directed?  (Object.)


3.
Why is the action being done?  (The answer to this question follows the word "to" and provides the reason for the action.  Take care not to mistake the "what" for the "why.")


4.
How is the action done?  (Indicate guidelines or instructions, tools or equipment, knowledge, skills and discretion used.  In other words, what are the knowledge, skills and abilities necessary to perform the work.  The "how" is generally answered in the task statement.  However, if the tasks related to a particular duty all require the same guidelines/instructions, tools/equipment, or knowledge, skills and discretion; the "how" can be answered in the duty statement.)





 What

   To whom/what 


Example:
Gathers/evidence (plaster casts of wheel marks, foot prints, etc.) of








       Why




suspected livestock theft/to help identify and convict criminals/using





     How




forensic evidence‑gathering techniques and procedures.



Describe supervisory duties by considering the following areas in the task statements: setting policies, objectives, work plans, work methods and priorities.  Does the position assign, review, evaluate, train, hire, and/or discipline?



Do not include the following activities in supervisory duty/task statements:



  --
Occasionally filling in for a supervisor.



  --
Providing to co‑workers the kind of guidance and advice normally expected of employees with more on‑the‑job experience.



  --
Reviewing the work of support staff as a user of the work products (such as proofreading documents typed by a secretary).



Estimate the percentage of time spent on each duty listed.  Percentages need not be exact.  Percentages serve only to identify the predominant duties of the position.  It is not necessary to identify duties that require less than 10% of the time.  If job analysis results in more than seven duties, consolidate them into fewer, more general duty statements and provide details in the task statements.  



Complete the 1. Assigned Duties section by listing any equipment or machinery that is essential to perform the job.  Indicate the percentage of total work time each item is used.  Do not list equipment or machinery that is non‑essential to the work.



A worksheet to assist in writing task statements is attached.  The worksheet is only a guideline to sentence structure.  The order of phrases within a task statement may vary.




Sample duty statements and supporting task statements:


FOOD SERVICE WORKER II

I.
Cleans and sanitizes.




What

To whom/what



        Why


1.
Washes/dishes, flatware, kitchen utensils, pots and pans/to sanitize these items









       How



and control bacterial and viral infections/by using a mechanical dishwasher or by using a three compartment sink following prescribed cleaning and sanitation guidelines.



2.
Removes/waste materials from kitchen and dining areas/to maintain an orderly and risk free environment/by transporting spent shipping cartons and refuse containers to an exterior waste site following dietary department policy and procedure and department work schedules.


CHILD SUPPORT INVESTIGATOR I

I.
Investigates alleged child support violations.



1.
Plans/investigations of civil and criminal child support cases referred by social welfare programs/to prepare for legal action/by reviewing records, procurements and affidavits using knowledge of investigative and time management techniques.



2.
Interviews/individuals/to identify and locate suspects and witnesses and to establish basis for investigation/using investigative techniques and communication abilities.

ADA Guidance:  Before recruiting for a position, the employer must identify the "essential" and "non‑essential" functions of the job.   The predominant duties if written according to instructions should qualify as essential duties.

However, task statements may or may not be "essential."  Therefore, complete duty and related task informa​tion should be provided to all applicants before interviewing.  During the interview, the person with a disability should be provided the opportunity to describe how they would perform a particular duty or what accommoda​tion may be needed to perform the duty.  These modified processes or accommodations may or may not include all the tasks as described in the job description, but would accomplish the same end result.

ADVANCE \D 2.15*** Part II:  Job Description ****     GENERAL INSTRUCTIONS - ContinuedADVANCE \D 2.15
The following sections of the job description, with the exception of Manage​ment and Supervision of Others, can be summarized almost entirely from the task statements and the equipment listing described in 1.  Assigned Duties.

2.
WORKING CONDITIONS AND PHYSICAL DEMANDS:

Describe the expected working conditions and physical demands of the position.  Working conditions and physical demands may include environmental situations such as noise, odor, dust, fumes, and tempera​ture extremes; and physical activities such as lifting boxes, shoveling, and walking.  Other situations to consider include the necessity of frequent travel; confinement where the environment, position or sequencing of the work cannot be changed; risk of injury; an environment that may require unusual awareness; or safety precautions.  Indicate the percentage of time spent travelling.


The following is an example of how to summarize the "What" action verb and the "How" from task statements in 1.  Assigned Duties to arrive at the Working Conditions and Physical Demands of the job.


For example:  Arrests suspects to charge with crimes using knowledge of rules of evidence, proper police procedures and firearms safety, and skill in firearm use.


The "What" in this task statement indicates a risk of injury, an environment requiring unusual awareness, a physical demand and safety precaution.  The "How" as well as the equipment listing indicates use of equipment (a gun) that poses a risk of injury and requires safety precaution.

ADA Guidance:  Applicants should be made aware of all working conditions for a particular job, so that an interviewee with a disability can be prepared to discuss whether an accommodation might need to be made.  Such working conditions may include such items as physical requirements of the job, necessary travel, unusual work hours and environmental abnormalities such as adverse, hazardous or unpleasant conditions.


3.
KNOWLEDGE, SKILLS AND ABILITIES:

Describe the body of knowledge, skills and abilities (KSAs) necessary to perform the duties as described under 1. Assigned Duties.  If necessary for positions with training assignments, separate your description into two sections, minimum qualifications at entry and full performance qualifica​tions.


When describing the body of knowledge necessary to perform the job, place greater emphasis on describing in detail the body of knowledge than on listing degrees and/or years of experience.  Relate the KSAs back to the task statements as described under 1. Assigned Duties.  How each task is performed should be described within each statement.  Summarizing the "Hows" is the first step in reflecting the total body of KSAs necessary to perform the job.  Referring to the equipment listing provides information on skills necessary for the use of tools/equipment and/or machinery.  Sum​marizing the task statements results in KSAs that are job‑related and neces​sary to perform the work.


In describing the minimum qualifications for a training assignment, consider the KSAs required to perform the work at an acceptable level on the first day of the job.  In describing the full performance qualifica​tions, consider the kinds of experience, education or training that are developed during the training period.  For example, for a word processing operator, skill in word processing may be "needed at entry," but knowledge of a specific type of processor may be a "full performance" qualification.  Be sure to clearly separate which KSAs are "entry" and which are "full performance."


Following the training and/or full performance qualifications sections, briefly describe the typical method of acquiring the KSAs (education and/or experience).  List any special requirements such as licensure, certification or registration.

ADA Guidance:  Skill in operating only "essential" equipment should be listed.  For example, An accountant may not need to use a calculator to tabulate numbers, but a truck driver must be able to drive a truck.
4.
MANAGEMENT AND SUPERVISION OF OTHERS

List the position number and classification title of positions of state employees directly supervised and organizationally subordinate as would be indicated on an organizational chart (see illustration #1).  In addition, directly subordinate positions meeting the following requirements may be included:


  --
residents or inmates of a state institution who are on regular work schedules and are paid for their services


  --
students at a state educational facility who are on regular schedules and are paid for their services


  --
volunteers who provide services on a regularly recurring schedule and are an essential part of the work force.


List volunteer positions only for which the following records/activities are typically kept or performed:



   --
job descriptions



   --
written agreements



   --
reporting systems for volunteer expense reimbursement, time records and performance evaluations



   --
accident and disability insurance coverage



   --
formal orientation and training programs


Indicate the FTE status (1 FTE = 2080 hours/year) of each position listed.  For example, .50 FTE (1040 hours) or 1.25 FTE (2600 hours).


Indicate the total number of FTEs that are organizationally subordinate to the position (see illustration #1).  For example, .50 FTE (1040 hours) + 1.25 FTE (2600 hours) = 1.75 FTE (3640 hours).


ADVANCE \D 2.15***PART III:  Signatures ***

The job description must be signed by the Agency Director or Designee before it is appropriate for State Personnel use.  Additional signature blocks required at the agency level may be added at agency discretion.

IMMEDIATE SUPERVISOR:  (Agency Option)  

To the best of my knowledge, the statements in Parts I and II are accurate & complete.

Signature  _________________________________


Date:


Name:
____________________________________



Title:





(Please Print)






(Please Print)

ADMINISTRATIVE REVIEW:  (Agency Option)
Signature  _________________________________


Date:

Name:
____________________________________



Title:




(Please Print)






(Please Print)

Signature  _________________________________


Date:

Name:
____________________________________



Title:




(Please Print)






(Please Print)

(Required Signature)
Agency Director

or Designee: ______________________________



Date:

Name:  ____________________________________ 


Title:




(Please Print)






(Please Print)
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