[image: ]
	Position Description

	Position Number
	Click or tap here to enter text.

	Position Title
	Click or tap here to enter text.

	Position Class ID - Title
	HR will complete

	Employee Class
	HR will complete

	Employee Supervisor Position #
	Click or tap here to enter text.

	Division Name
	Select Division Name

	Home Org #
	Click or tap here to enter text.
	Home Org Description
	Click or tap here to enter text.
	Budget Org # (Funding Org)
	Click or tap here to enter text.
	Campus Mailing Address
	Click or tap here to enter text.
	Organizational Relationships
	Click or tap here to enter text.

	Supervisory Responsibilities
	Click or tap here to enter text.
	Committee Responsibilities
	Click or tap here to enter text.
	Revision & Approval Date
	Click or tap to enter a date.
	Position Summary

	Click or tap here to enter text.


	Essential Job Duties (Must be performed - the reasons the position exists)
	% Time

	Click or tap here to enter text.


	Click or tap here to enter text.


	Click or tap here to enter text.


	Click or tap here to enter text.


	Click or tap here to enter text.


	Click or tap here to enter text.


	Click or tap here to enter text.


	Click or tap here to enter text.


	Click or tap here to enter text.


	Click or tap here to enter text.


	Click or tap here to enter text.


	Click or tap here to enter text.


	Click or tap here to enter text.


	Click or tap here to enter text.


	Click or tap here to enter text.


	Click or tap here to enter text.




	Marginal Job Duties (performed in addition to essential duties; secondary responsibilities)
	

	Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.
· Contributes to the success of EIU by performing other duties and assisting with projects, as assigned. 
	10

	Total (percentages must total 100%)
	100%





	Position Requirements (Include education, experience, special skills, licenses, certifications, etc.)

	Minimal Acceptable Qualifications
· Must be legally authorized to work in the United States.
Click or tap here to enter text.
Click or tap here to enter text.
· Click or tap here to enter text.

Preferred/Beneficial Qualifications
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.

Knowledge, Skills and Abilities
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.


	Custom Position – Approved Specialty Factors (To learn more about specialty factors, visit SUCSS)

	Please list applicable specialized education, experience, certification, skills, knowledge required:
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.




	Environmental Factors – Describe the work environment (indoors/outdoors/noise level)

	Click or tap here to enter text.



	Essential Physical Demands and Frequency

	Must be able to meet the following with or without reasonable accommodation.

	Standing
	Choose an item.	Bending
	Choose an item.
	Sitting
	Choose an item.	Driving
	Choose an item.
	Lifting
	Choose an item.	Travel
	Choose an item.
	Twisting
	Choose an item.	Other
	Click or tap here to enter text.



This position description is intended to describe the general nature and level of work performed by individuals in this role. It is not intended to be an exhaustive list of all duties, responsibilities, or qualifications. Responsibilities may evolve based on organizational needs and priorities, in accordance with established policies and procedures.
________________________________________________________________________________________________________
I acknowledge that I have received and reviewed this position description. I understand the primary responsibilities of the role and agree to perform them to the best of my ability. I understand that this document does not constitute a contract of employment and that responsibilities may change as needed.

Employee E#: Click or tap here to enter text.		
Employee Print Name: Click or tap here to enter text.			

Employee Signature: _______________________________		Date: Click or tap to enter a date.

Supervisor Print Name: Click or tap here to enter text.	

Supervisor Signature: ________________________________	Date: Click or tap to enter a date.
ADDENDUM – POSITION PROFILE (Set-up/Access)
	This section is intended for use as a Manager Guide only.
This section includes information on the common profile set-up associated with this position. 
This is subject to change depending on the scope of the role, management approval, and departmental operations.    
                                     

	Current Office Phone # of Incumbent
	Click or tap here to enter text.
	Copier/Printer Access
	Click or tap here to enter text.
	Shared Mailboxes Addresses
	Click or tap here to enter text.

	
	Click or tap here to enter text.

	
	Click or tap here to enter text.

	

	Department/Shared Folders
	Click or tap here to enter text.
	
	Click or tap here to enter text.
	
	Click or tap here to enter text.
	
	Click or tap here to enter text.
	
	Click or tap here to enter text.
	

	Banner Access
	Click or tap here to enter text.
	
	Click or tap here to enter text.
	
	Click or tap here to enter text.
	
	Click or tap here to enter text.
	
	Click or tap here to enter text.
	

	Business Affairs Dashboard
	Click or tap here to enter text.
	
	Click or tap here to enter text.
	
	Click or tap here to enter text.
	
	Click or tap here to enter text.
	
	Click or tap here to enter text.
	

	Argos Reporting
	Click or tap here to enter text.
	
	Click or tap here to enter text.
	
	Click or tap here to enter text.
	
	Click or tap here to enter text.
	

	Miscellaneous Software Required
	Click or tap here to enter text.
	
	Click or tap here to enter text.
	
	Click or tap here to enter text.
	
	Click or tap here to enter text.
	
	Click or tap here to enter text.
	

	Miscellaneous Access Required
	Click or tap here to enter text.
	
	Click or tap here to enter text.
	
	Click or tap here to enter text.
	
	Click or tap here to enter text.
	
	Click or tap here to enter text.
	

	Financial Responsibilities
	☐ Yes    ☐ No. If Yes, List Org #s Click or tap here to enter text.

	Purchasing Card Required
	☐ Yes    ☐ No. If Yes, List Org #s Click or tap here to enter text.

	
	    If Yes, submit P-Card request on the BOA Dashboard/Purchasing 

	Office Supplies Account 
	☐ Yes    ☐ No. If Yes, List Org #s Click or tap here to enter text.

	
	    If Yes, submit FOAPAL request on the BOA Dashboard/Purchasing

	Office/Building Keys
	List Key #s, Submit a Key Request through Central Stores

	Building Access – Panther ID Card
	Contact ITS if position needs special permissions added to their Panther ID Badge
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