Updating Job Descriptions As Part Of The Annual Appraisal Process.

Following are some quick tips for writing a job description: 

(you can find the job description form on the HR website at 

http://www.stolaf.edu/services/hr/appraisalprocess/index.html

Tip # 1 – Have your PDQ (Position Description Questionnaire) handy and follow the inserted comments in the job description form as to what question from the PDQ to reference. 

Tip #2 – Use timeless language and references.

Example:   “Supervises Kristy Sybilrud” – should be “Supervises Employment Coordinator”.

Tip #3 – Spell out all acronyms…that’s a big job here at St.Olaf!

Tip #4 – Remember this a summary of the position – be brief, eliminate non-essential details.

Tip #5 – Section 4: Begin each duty with an action verb; avoid terms like “may” or “occasionally”. Normally these words describe “non-essential” duties. Follow the action verb with words that address “what”, “how”, and “why”…

Example: 

(verb) Assists (what) in preparation of manuscripts for publishers (how) by doing research, proofing, keying, printing , (why) to ensure deadlines are met for materials getting to publishers.
Click here for a List of Action Verbs
Tip #6 – Sections 4 and 9: If you are using a previous version of a job description, 

be conscious that you are not listing Knowledge, Skills, or Abilities in Section 4, 

“Areas of Responsibilities”. In previous job descriptions, these two areas were often blended. See the following definitions: 

Knowledge: information needed to perform the responsibilities with familiarity gained through experience or association.
Skill: proficient manual, verbal or mental handling of data, people or things.

Ability: power to consistently perform an observable and/or measurable behavior.

Tip #7: - Section 12: 

Term – please write start and end date if less than a twelve-month position. 

Shift – do not list your current shift if the shift may change in the future if you move to a different area but still have the same job; add “weekend or evening hours” if this is an expectation of the position; list “normal” office hours and days of week.

Click here for other reference materials for writing a job description.
Remember:

· Human Resources will do a final review of all job descriptions.
· Job Descriptions should be submitted with the Performance Appraisals by April 30th. 

· Send final approved job description electronically to Human Resources to be placed on HR web site.

· The Annual Performance Evaluation Process will include a review of Job Descriptions each year.

