YOUR LOGO IMAGE GOES HERE 
Local School District Names Goes Here

POSITION DESCRIPTION FOR NON-CERTIFIED POSITIONS


Name of School District: _______________________________________________________________________________________________
Address: ____________________________________________________________________________________________________________
Position Job Title: ______________________________________________________       Position Number: ___________________________

Position’s Supervisor Name: _____________________________________________       Position Number: ___________________________
Job Title: ____________________________________________________________________________________________________________

Purpose of Organization (Organization description showing scope of work and number of positions in the organization):
	Essential Duties Assigned to this Position (include how often certain duties are performed, whether duties are performed by the position alone or as part of a team)
	Skills, Knowledge, and Abilities needed to perform each of the assigned duties
	Consequence of Error detailed for each duty if not performed or performed poorly
	Physical and/or mental require-ments to carry out each of the assigned or essential duties

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Purpose of this Position: ______________________________________________________________________________________________
Duty station location (Physical Address): _________________________________________________________________________________       
Work schedule when the work is performed (ie. Monday-Friday, 7am-4pm): _____________________________________________________

––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––      –––––––––––––––––––––––––––––––––––––––––––––––––––––––––––– 
Signature of supervisor certifying the information in the description is accurate and complete
Date description is completed or updated and discussed with employee, if not vacant


Please attach an organization chart showing where this position fits in the organizational structure for the local school district


DESCRIPTION UPDATES

Date of Update: _________________      Reason(s) for the update: ____________________________________________________________
Describe Position Duty Change: 
––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––      –––––––––––––––––––––––––––––––––––––––––––––––––––––––––––– 
Signature of School District Official Preparing the update
Signature of School District’s HR Office
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