APPENDIX H

Job Description Check List

· Use terse and direct style.  Sentence structure should be simple.
· Keep the job description brief; don’t try to write an abridged department-operating manual.  Discriminate between important and trivial facts.
· Begin each sentence with an active verb, third person singular – for example, “bends,” “cuts,” “polishes.”  Use the present tense.
· Be logical.  The description must be easy to understand.  If the job is repetitive, describe the tasks as they occur in the work cycle.  For varied jobs, list the major tasks followed by less frequent or less important tasks.
· Use proper detail.  The description should cover the meaningful duties of the job without going into unnecessary detail.  Job descriptions should have enough detail to give a clear picture of the job to someone not familiar with it.
· Quantify the expectation.  Instead of “lifts heavy packages,” a job description might say “moves packages weighing up to 50 pounds from one location to another.”
· Describe rather than prescribe.  “Operates copier” is preferable to “must know how to operate copier.”
· Emphasize the skills and purposes of the job.  Cover “inputs” – the knowledge, skills, and abilities an employee uses to perform the job – and “outputs” – the end result of an employee’s efforts.  Avoid prescribing methods – how tasks are done.
· Mention specific tools and equipment the employee uses.
· Quantify terms like “may” and “occasionally” whenever possible.  For example, say, “Job requires traveling to three or four conferences per year,” instead of, “Job requires occasional travel.”
· Avoid words like “responsible for” and “handles” that do not tell specifically what the employee does.  Others to avoid: “checks,” “prepares,” “operates,” “examines,” and “sends.”
· Use parentheses to indicate qualifying or incidental explanatory details, as opposed to actual description of job duties.
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