Staff Position Description
	Section I: Identifying Information


Purpose: This document is intended to describe and record the essential functions of a position.
	Position Identification Number (PIN):

	Department:

	Current Incumbent (or enter “VACANT”):


	Division:

	Location:

	Reports to (Supervisor/Manager name and title):


	Classification Title*/Job Title*:

	Requested Classification/Job Title**:
	Internal ‘Working Title’ (if applicable):

	Position Status: 
Choose an item.
	Overtime Status:
Choose an item.
	

	Service Category:
Choose an item.
	Essential Employee†:
Choose an item.
	Collective Bargaining Status:
Choose an item.


*For classified positions only; for unclassified positions, enter the approved job title.
**HR Class/Comp may approve a different classification and/or title than requested, following review. 
† As this term is defined within a current Memorandum of Understanding between Morgan State University and a recognized exclusive bargaining agent, or as set forth within a signed offer letter or other official personnel action.

	Section II: Main Purpose of Position


Instructions: Summarize general nature and purpose of position. Concisely describe how position relates to mission of the department.
	



	Section III: Description of Duties


Instructions: Describe 5 -10 major duties in detail and indicate approximate percentage of work time occupied by each. Within each duty, use specific task statements that illustrate and clarify what is being done; to whom or upon what the action is taken; how it is accomplished; and why (for what purpose) it is done. In the last column, indicate whether or not the duty described is essential to the position. Refer to “Instructions for Completing Staff Position Description Form” for a detailed discussion of how to distinguish essential from non-essential duties.

	% of Time must equal 100%
	Duties
	Essential? Y(Y/N)

	
	
	Choose an item.


	
	
	Choose an item.

	
	
	Choose an item.

	
	
	Choose an item.

	
	
	Choose an item.

	
	
	Choose an item.

	
	
	Choose an item.

	
	
	Choose an item.

	
	
	Choose an item.

	
	
	Choose an item.




	Section IV: Recommendations, Commitments, Decisions & Conclusions



Instructions: Describe the 3-5 most significant decisions and recommendations made by this position. Use the numeric key on page 5 to indicate the nature and level of authority exercised (Level 1 = decision; Levels 2 and 3 = recommendations). Also note the scope of impact (unit, department, organization, etc.) and the consequence(s) of an error in judgment.
	Nature/Level of Authority 
	Description
	Scope of Impact
	Consequence of Error

	Select....	
	
	

	Select....	
	
	

	Select....	
	
	

	Select....	
	
	

	Select....	
	
	



	Section V: Contacts


Instructions: List the key persons or organizations with whom this position has contact on a regular basis (both internal and external to Morgan State University), the frequency and mode(s) of contact, and its typical purpose(s).
	Organization/Position or Role
	Frequency
	Mode (e.g., telephone, email, in person)
	Nature & Purpose 
(e.g., decision making, scheduling, negotiating, persuading)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




 

	Section VI: Working Conditions & Physical Requirements


Instructions: The following identifies some of the physical and mental demands and potential hazards typically encountered by this position. These are job demands which can be reasonably anticipated and are an expectation of the job. Keeping in mind the essential functional areas and duty statements described in Section III, select the rating that best matches the requirements of this position according to the following descriptions: 
Not Required (N): 	Not required of this position.
Present (P): 		Requirement is present, but is not essential to the position. 
Occasional (O): 		Required 33 percent of the time or less and essential to the position. 
Frequent (F): 		Required over 33 percent of the time and essential to the position. 
Items checked below must be consistent with the duty statements listed in Section III*. 
*Please note that the following verbiage is presented for the sake of specificity and convenience to the preparer of the position description. In order to ensure compliance with applicable nondiscrimination requirements, these job elements may be rephrased to eliminate those that may be exclusionary to a qualified individual with a disability. 
	Physical Requirement 
	Rating

	Sitting
	Choose an item.

	Walking
	Choose an item.

	Standing
	Choose an item.

	Running
	Choose an item.

	Jumping
	Choose an item.

	Bending or twisting
	Choose an item.

	Squatting or kneeling
	Choose an item.

	Crawling
	Choose an item.

	Reaching above shoulder level
	Choose an item.

	Reaching below shoulder level
	Choose an item.

	Ascending or descending using a ladder or other conveyance
	Choose an item.

	Climbing stairs
	Choose an item.

	Driving cars, light duty trucks
	Choose an item.

	Driving heavy duty vehicles
	Choose an item.

	Using floor mounted foot controls to operate equipment (e.g., not driving a car)
	Choose an item.

	Repetitive motion of hands/fingers (e.g., keyboarding, turning pages)
	Choose an item.

	Fine manipulation with fingers
	Choose an item.

	Grasping with hand, gripping
	Choose an item.

	Load, unload, aim, and fire handguns, shotguns, or other firearms
	Choose an item.

	Lifting/carrying up to 25 pounds
	Choose an item.

	Lifting/carrying 26-50 pounds
	Choose an item.

	Lifting/carrying more than 50 pounds
	Choose an item.

	Balancing on moving surfaces
	Choose an item.

	Balancing on narrow surfaces
	Choose an item.

	Balancing on slippery surfaces
	Choose an item.

	Balancing on uneven surfaces
	Choose an item.

	Restraining/grappling with people in a public protection environment
	Choose an item.

	Seeing objects at a distance
	Choose an item.

	Seeing objects peripherally
	Choose an item.

	Using depth perception
	Choose an item.

	Seeing close work (e.g., typed print)
	Choose an item.

	Distinguished colors
	Choose an item.

	Hearing conversations or sounds
	Choose an item.

	Hearing via radio or telephone
	Choose an item.

	Communicating through speech
	Choose an item.

	Communicating by writing/reading
	Choose an item.

	Distinguishing odors by smell
	Choose an item.

	Distinguishing tastes
	Choose an item.

	Work Environment
	Rating

	Work in/exposure to inclement weather
	Choose an item.

	Work in/exposure to cold water
	Choose an item.

	Work/live in remote field sites
	Choose an item.

	Work in confined areas (under desks, in heating vents, etc.)
	Choose an item.

	Exposure to dust, chemicals, or fumes
	Choose an item.

	Exposure to hazardous equipment (e.g., guns, chainsaws, explosives)
	Choose an item.

	Exposure to electrical current (not outlets)
	Choose an item.

	Swimming/scuba diving
	Choose an item.

	Work at heights up to 25 feet (e.g., towers, poles)
	Choose an item.

	Work at heights over 25 feet (e.g., towers, poles)
	Choose an item.

	Work in urban or highway traffic (other than driving)
	Choose an item.

	Work around moving machinery or mobile equipment
	Choose an item.

	Work around moving mechanical parts
	Choose an item.

	Work on slippery or uneven surfaces
	Choose an item.

	Work/travel in boat/small aircraft/helicopters
	Choose an item.

	Exposure to high noise levels
	Choose an item.

	Exposure to infection, germs, or contagious diseases (e.g., hospital, lab, clinic, etc.)
	Choose an item.

	Exposure to blood, body fluid, or materials potentially contaminated by blood or body fluids (e.g., hospital, lab, clinic, public protection environment, etc.)
	Choose an item.

	Exposure to needles or sharp implements (e.g., hospital, kitchens)
	Choose an item.

	Use of hot equipment (e.g., kitchen ovens, lab equipment)
	Choose an item.

	Exposure to wild/dangerous animals
	Choose an item.

	Exposure to insect bites or stings
	Choose an item.

	Exposure to aggressive/angry people in a public protection environment (e.g.: Police Officers)
	Choose an item.

	Exposure to aggressive/angry people in the work environment
	Choose an item.



	Section VII: Equipment Used


Instructions: List the equipment that this position will use.  Include machines, tools, and chemicals (if applicable).
IMPORTANT: For positions that are subject to notable physical requirements AND/OR unusual, uncomfortable, and/or hazardous working conditions, also complete Appendix 1 – PD KSAs.  
	










	Section VIII: Supervision Received


Instructions: Use the drop-down menu to Indicate the degree/level of supervision under which the position functions. Refer to “Instructions for Completing Staff Position Description Form” for detailed definitions regarding each level of supervision. 
Degree of supervision received: Choose an item.
	Section IX: Responsibility for Administration


1. Is this PIN assigned supervisory or lead level authority for one or more of the responsibilities listed in the chart on page 6 titled “Supervisory Responsibilities & Assigned Levels of Authority”? Select... 
If yes, complete the above-referenced chart on page 6 using the key below to indicate the level of authority for each assigned duty.
2. Is this PIN assigned duties in the areas of budget preparation, presentation, and/or execution? Select...
If yes, complete the chart on page 6 titled “Budgetary Responsibilities & Assigned Levels of Authority” using the key below to indicate the level of authority for each assigned duty.
If no to both, skip the remainder of this section and proceed to page 7.
Level	Definition of Level of Authority Assigned
1 =	Has authority to take action independently; notification to supervisor may or may not be necessary afterward.
2 =	Effectively recommends and discusses decision with supervisor; then takes action.
3 =	Presents recommendations to supervisor; supervisor makes decision and directs position to take action.
4 =	No authority to take or recommend action.
[image: ]
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	Supervisory Responsibilities & Assigned Level of Authority

	PINs Directly Supervised or Led by subject 
	Classification Title (or Job Title, if unclassified)
	Employ
(includes; authority to hire, transfer, layoff OR recall)
	Discipline
(includes authority to suspend, demote, OR issue written warnings)
	Discharge
	Adjudicate Grievances
(includes authority to respond to a first level grievance under a collective bargaining agreement)
	Assign Work
	Set Task Priorities
	Check Quality of Work
	Evaluate Performance
	Instruct & Train Staff

	XX-XXXX	
	Select....	Select....	Select....	Select....	Select....	Select....	Select....	Select....	Select....
	XX-XXXX	
	Select....	Select....	Select....	Select....	Select....	Select....	Select....	Select....	Select....
	XX-XXXX	
	Select....	Select....	Select....	Select....	Select....	Select....	Select....	Select....	Select....
	XX-XXXX	
	Select....	Select....	Select....	Select....	Select....	Select....	Select....	Select....	Select....
	XX-XXXX	
	Select....	Select....	Select....	Select....	Select....	Select....	Select....	Select....	Select....
	XX-XXXX	
	Select....	Select....	Select....	Select....	Select....	Select....	Select....	Select....	Select....
	XX-XXXX	
	Select....	Select....	Select....	Select....	Select....	Select....	Select....	Select....	Select....
	XX-XXXX	
	Select....	Select....	Select....	Select....	Select....	Select....	Select....	Select....	Select....


	Budgetary Responsibilities & Assigned Level of Authority

	Duty / Responsibility
	Level
	To Whom? (check all that apply)

	
	
	

	create projections
	Select....	

	develop / draft / prepare
	Select....	

	present / defend
	Select....	Immediate Supervisor ☐	 Division / Department head ☐     Exec VP Finance & Admin / University President ☐   Board of Regents ☐     Maryland General Assembly / Office of the Governor ☐

	compose / give testimony
	Select....	Immediate Supervisor ☐	 Division / Department head ☐     Exec VP Finance & Admin / University President ☐   Board of Regents ☐     Maryland General Assembly / Office of the Governor ☐

	execute / monitor
	Select....	

	encumber funds
	Select....	

	prepare modifications / amendments
	Select....	

	other (specify)
	
	




	Section X: Role Requirements


Instructions: List the education, experience, and licensure required to perform the duties of the role. Also list any special conditions or requirements of this position (e.g., being subject to pre-employment and/or random drug testing, mandatory shift rotations, unscheduled overtime, on-call shifts, or travel).
Ensure that the minimum qualifications (required elements) are what is actually necessary to perform the job adequately, and that all requirements can be supported by the duties and tasks described in Section III. Inflated education and experience requirements needlessly restrict applicant pools, and tend to disproportionately screen out women, people of color, and qualified individuals with disabilities. For classified positions, all requirements in this section must exactly match those set forth in the applicable classification specification—see MSU Job Specifications. This information is also used for the job advertisement if the position is being posted.
EDUCATION (For Classified Positions – Refer to MSU Job Specifications)
	Education Required: 


	Education Preferred:




EXPERIENCE (For Classified Positions – Refer to MSU Job Specifications)
Indicate number of years, one year of experience is equivalent to one year of working 40 hours per week; experience will be pro-rated for part time.
	Experience Required:


	Experience Preferred:





LICENSURE/CERTIFICATIONS (For Classified Positions – Refer to MSU Job Specifications)
	Licensure/Certification Required:


	Licensure/Certification Preferred:




SPECIAL REQUIREMENTS (For Classified Positions – Refer to MSU Job Specifications)
IMPORTANT: For positions that require specific and/or specialized knowledge, skills, and/or abilities, also complete Appendix 2 – PD KSAs.
	




	Section XI: Performance Standards


For each essential job function described in Section III, list the standard(s) necessary for satisfactory performance:
Essential job duty 1:      
Essential job duty 2:      
Essential job duty 3:      
Essential job duty 4:      
Essential job duty 5:      
Essential job duty 6:      
Essential job duty 7:      
Essential job duty 8:      
Essential job duty 9:      
Essential job duty 10:      	
	Section XII: Signatures (Can also be submitted through DocuSign.)


	
	Name
	Title
	Signature
	Date

	Employee
	
	
	
	

	Immediate 
Supervisor/Manager
	
	
	
	

	Department
Head
	
	
	
	






RESULTS OF POSITION EVALUATION {For OHR Use Only}
☐ Reclassify as Requested
☐ Reclassify Other than Requested: 
Classification/Working Title (if different from Classification Title):    Click or tap here to enter text.
     	     Class Code: ________   Pay Range: _____
☐ Appropriate to Current Class   ☐ No Action at This Time   ☐ Position Frozen   ☐ See Correspondence                                                                                                                                                          
FLSA Status: Choose an item.
Collective Bargaining Status: Choose an item.
Excluded Reason: Choose an item.
Effective Date: Click or tap to enter a date.
Comment: Click or tap here to enter text.
Click or tap here to enter text.       	                     				  	Click or tap to enter a date.
AUTHORIZED SIGNATURE, TTR, OHR                                                     	DATE AUTHORIZED
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