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STATE OF MONTANA

JOB DESCRIPTION AND EVALUATION

	SECTION I – Identification

	Working Title

	Position Number 


	Pay Band 


	Job Code Number

	Job Code Title



	Department

	Division and Bureau 



	Section and Unit

	Work Address and Phone


	Profile Produced By                                                    Work Phone 



	Description of the work unit:

	

	Purpose of the job: 

	

	SECTION II - Major Duties or Responsibilities

This section should be a clear concise statement of the position’s major duties and the approximate percent of work time for each duty.
	% of Time

	Duty A:   










Duty B:

	

	If this position supervises other positions, complete the following information.    

	The number of employees supervised is 
Please list the occupation or title for each subordinate:


	SECTION III - Minimum Qualifications - List the minimum requirements for first day of work.

	Education and experience:  Please check the one box that indicates the minimum educational requirements for this job: 

	 FORMCHECKBOX 
  No education required                              FORMCHECKBOX 
 2 year job-related college or vocational
      
       training

 FORMCHECKBOX 
  High school diploma or equivalent            FORMCHECKBOX 
 College degree (Bachelor’s)

 FORMCHECKBOX 
  1 year job-related college or vocational    FORMCHECKBOX 
 Post-graduate degree or equivalent 
             

                training                                                          (e.g. Master’s, JD)

	Please list the acceptable fields of study or necessary knowledge and skills:

	


	Please list any other education, training, certification, or licensing required: 



	


	Please check the one box that indicates the minimum amount of job-related work experience needed as a new employee on the first day of work:

	
 FORMCHECKBOX 
 No prior work experience required
 FORMCHECKBOX 
 3 to 4 years job-related work experience


 FORMCHECKBOX 
 1 to 2 years of job-related work
 FORMCHECKBOX 
 5 or more years of job-related work           

            experience                                                     experience 



	Please describe any specialized experience needed for this job:

	

	 FORMCHECKBOX 
 This agency will accept alternative methods of obtaining necessary qualifications.  Examples include:

	

	SECTION IV – Other Important Job Information

	Special requirements:



	 FORMCHECKBOX 

Fingerprint check





 FORMCHECKBOX 

Valid driver’s license

 FORMCHECKBOX 

Background check





 FORMCHECKBOX 

Other; Describe



	Other information including working conditions such as shifts, lifting requirements, travel or hours.



	

	Please attach an organizational chart, on a separate page that includes at least the bureau level.




	SECTION V – Signatures

	My signature below (typed or hand written) indicates the statements in Section I to IV are accurate and complete.


	Immediate Supervisor:


	
	

	Signature   


	Title
	Date



	Administrative Review:


	
	

	Signature  
	Title
	Date



	My signature below (typed or hand written) indicates that I have read this job description.



	Employee:


	
	

	Signature
	Title   
	Date



	Human Resources Review:  My signature below (typed or hand written) indicates that Human Resources has reviewed this job description for completeness and has made the following determinations:

 FORMCHECKBOX 
 FLSA Exempt   



 FORMCHECKBOX 
 FLSA Non-Exempt
 FORMCHECKBOX 
 Telework Available   



 FORMCHECKBOX 
 Telework Not Available
 FORMCHECKBOX 
 Classification Complete   

 FORMCHECKBOX 
 Organizational Chart attached


	Human Resources:

	
	

	Signature   


	Title
	Date




Job Description Guidelines

Description of the work unit:

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

Example: The Employee Benefits Bureau develops and administers or oversees administration of multiple employee insurance benefits and related programs with combined expenditures of over $50,000,000 for 10,800 eligible state employees, 3,000 retired and terminated state employees, and dependents (a total of over 30,000 lives).  These programs include: self-funded health and dental insurance benefits, cooperatively purchased HMO benefits, specialized health services, health promotion programs, managed care/cost--containment programs, life insurance benefits, long term care insurance benefits, vision hardware insurance benefits, and a sick leave fund program.

Purpose of the job:
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. Do not repeat the duties that you will be describing below here. Simply identify the purpose of this position in accomplishing the function of the work unit described above.

Example: This position will work closely with the Bureau Chief in all areas of benefit program development and administration.  The position will have the lead role in the ongoing development and implementation of the VEBA health savings program and will also be responsible for overseeing the life insurance, long-term care insurance, vision benefits program, employee assistance program, day care program, and Flexible Spending Account programs.  

SECTION II - Major Duties or Responsibilities





This section should be a clear concise statement of the position’s duties. Keep the language clear and job-related. Identify and describe the "essential" functions of the job to help ensure ADA compliance.

Describing assigned duties:
   
Group duties in order of importance and estimate percent of time. Percentages do not need to be exact; in most instances, 10% increments are discrete enough.  Usually there are about 3-5 major duties. If a duty is essential but not performed routinely you should list it.  For example a lobbying during the legislative session does not take up a large percent of total work time, but can be an essential duty. 
Explain the mental and physical operations involved in the application of procedures, techniques or theories in the job, and describe 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.  

A duty is a large unified segment of the work or a major responsibility. Most jobs consist of three to five major duties, each of which involves a number of tasks. 

Duty statements should be written to answer the following questions:

· What is the action?

· To whom or what is the action directed?

· Why is the action being done?

· What knowledge or skills are required?

Task statements show how duties are accomplished.  Task statements should be written to answer the following questions:

1. What is the action? Use active, descriptive verbs that are 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" or “acts as a liaison to”. If you must use these types of words and phrases, you should describe how this position does these tasks. Sometimes a work example is the best way to convey what the language means.

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. 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?



Management or supervisory work is usually described as a duty and should include information on the number and type of subordinates and the supervisory responsibilities.. 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?

Sample duty statements and supporting task statements:

FOOD SERVICE WORKER



What 
To whom/what


 Why



Knowledge needed
A. Cleans and sanitizes work area to maintain health and safety of residents using knowledge of cleaning procedures and operation of related equipment.


What

To whom/what



        Why
1. Washes/dishes, flatware, kitchen utensils, pots and pans/to sanitize these items and control bacterial and viral infections


How

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

A. Investigates alleged child support violations using knowledge of investigative and time management techniques.

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.

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

Section VI is optional.  It provides a place to note information about the job that might not fit well in task or duty statements and that might be useful for classification or performance management. Examples should be “real life” examples, not a restatement of information in the job description.

ADA Guidance: Identify the "essential" and "non-essential" functions of the job.   The predominant duties if written according to instructions should qualify as essential duties. Reassignment of nonessential job functions is considered a reasonable accommodation under the ADA. For more information on reasonable accommodations and the relationship of the job description to ADA requirements, you can contact the ADA coordinator.
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