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TITLE: 
DIVISION:    
DEPARTMENT:   
REPORTS TO (TITLE):  
DATE:  

SUMMARY:
Reporting to (manager’s title), the (title) …

PRINCIPAL DUTIES AND RESPONSIBILITIES:
· Begin each statement with an action verb in the first person present tense, e.g. write, calibrate, analyze)
· 
· 
· 
· [bookmark: _GoBack]
· 
· 
· Perform other duties as assigned.
· Management retains the right to add or change job duties at any time.

QUALIFICATIONS: 
REQUIRED:
· 

PREFERRED: 
· 

APPROVALS:
I have read and reviewed the Job Description and attest that the Job Description is accurate. 

	Position
	Signature 
	Print Name
	Date

	Department Manager


	
	
	

	Division Vice President


	
	
	

	Associate Vice President Human Resources Operations
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