POSITION DESCRIPTION TEMPLATE

POSITION DETAILS:

Position Title

Establishment No:

School/Office:

College/Division:

CONTEXT:

Describes the hierarchical role of the organisational work unit, how it fits within the wider University, its strategic outcomes etc.

· University

· College/Division

· School/Office

· Organisational work unit
PURPOSE/MAJOR RESPONSIBILITIES:

· Summarises the overall objectives of the position.

· What are the major objectives of the position and what methods are used to achieve these objectives?

· With what frequency are these various major tasks undertaken?

· What is the position’s overall importance to the University?

· Why does the position exist?

· What major work outcomes are expected?”
REPORTING RELATIONSHIPS:

· This positions line manager

· Other positions reporting to this line manager

· Positions reporting to this position

· Number of positions under control of this position not reporting directly to it.

SCOPE:

Describes the challenges, problem solving requirements and decision making capacity of the position, and may include:

· What are the major issues that the position must confront in achieving the specified work output (eg. need to prioritise, changing client demands, limited resources, need to devise new procedures or implement change)?

· What is the type and complexity of the problems that the position will typically face, how are these addressed, and the level of analytical capacity to address the situation(s)?

· What it is the variety of problems and what level of solutions already exist in the position or is creative thinking required to undertake responsibilities (eg. does the position have readily available assistance from a supervisor or other staff, documented procedures/guidelines, precedents, legislation etc.)?

· From where does the impetus for change originate in the position (eg. Legislation, technology, strategic/business plans, client expectations).

· Is there a need to continually keep up-to-date with knowledge and or skills?

· What level of supervision/autonomy does the position require.

· What recommendations for decisions or actions does the position make and to whom?

· What budget responsibility does the position have?

· To whom does the position give work directions, and what is the nature of this direction?

· What formal delegations does the position have?

· Who reviews/receives the positions work output and how often is the work reviewed?

· What constraints inhibit the resolution of typical problems (ie. what types of decisions can the incumbent make without reference to the position’s line manager and what decisions have been referred?

· Is the position required to share information, to consult, to motivate, to counsel, to train/develop staff, to co-ordinate, to provide or seek advice, to provide support services etc. 
KEY FUNCTIONS/RESPONSIBILITIES/DUTIES:

List in dot point form the specific functions/responsibilities/duties of the position. 
SELECTION CRITERIA:

Lists the various essential requirements needed to undertake the effective performance of the position.  These requirements will define the qualifications, experience, knowledge, skills and abilities to be applied when undertaking the position from an objective basis on which to assess and applicant’s suitability and performance capability.

Selection criteria are to be defined, not only in terms of the competency itself, but also the specific level of competence required.

Selection criteria should describe the requirements of the position itself and not the attributes of the current / recent occupant.

Selection criteria should be limited to a maximum of 8.

OH&S and EEO responsibilities need to be included in the selection criteria with the wording dependent upon the role of the position and HEW Level

Date Position Statement Last Reviewed:

Date Position Statement Last Classified:

