Position Description in ADA Format

Unclassified Staff

Directions

Common Questions:

1. Why are we updating the Position Descriptions?

One of the main reasons we are updating the job descriptions is to comply with the Americans with Disabilities Act (ADA).  

2. Why is so much information redundant?

Please take advantage of the many sections in this format.  Although much of the information will repeat itself, it is designed to prompt different ideas.  You may not remember an ergonomic requirement until you complete the electric equipment section.  Once you remember, it is easy to go back and update a section.  Please proofread and verify to make sure the form does not contradict itself.

3. How will this template help the employees and supervisor?

This will inform the employees of expectations in detail from the start of employment.  In turn, this new format will assist supervisors with training aspects and more thorough performance evaluations of your employees.
4. Where do I start?

A good way to start this project is to look at the current position description, and review with your employee if possible.  Make all necessary updates to that form, and determine the main duties and responsibilities from the marginal duties.  Decide what jobs could be done by someone else in the office, or eliminated; then decide if this position can be done with or without reasonable accommodations.
5. Do you have any helpful pointers?

· Do not skip any sections.  If you are unclear in any aspect of this form, please review the instructions carefully, and/or contact the Human Resources department.

· Be as clear and specific as possible.  It is best to have all information available to the prospective and current employees.  

· The information should be accurate so that if a situation occurs, all parties involved can refer to the signed document.  

· Take time to discuss duties with the employee.  If there have been changes, insure that a current position description (which accurately reflects the position's duties and responsibilities) is developed by the incumbent's supervisor and signed and dated by all necessary parties.

Step-by-Step Directions:

A. Date:  The date the Position Description is to be signed, verified, and finalized.
B. Employee Name: The legal name of the employee in full format.  

First name, Middle initial, Last name  (if this is a vacant position, this should remain blank)
C. Official Job Title and Title Code: The official title of this position.  

i.e.:  Outreach Program Manger I, Directory of University Development and Alumni Relations, Senior Academic Librarian 

D.  
Working Title: The working title of this position.

i.e.:  Community Research Coordinator, Executive Director of University Advancement, Instruction Coordinator

E. 
Number of Subordinates:  If this position is responsible for the supervision of other UW-Parkside employees, list the number of employees, their classification, and if they are full or part-time. 

F.
Essential Job Functions:  Essential functions are the important aspects of the job.  This section should be an overview of the duties, skills, and abilities that are necessary in order for the position to exist.  This information helps us decipher if a prospective employee who is handicapped, or a current employee who could no longer perform these tasks, should be considered for another position, or should remain in that position.  If the employee cannot perform the essential functions, it then can be decided whether or not to consider the employee for an alternate position.   A sample of some essential job functions for a Senior Academic Librarian might be:

(Include percentages if possible)

27%
Assist patrons in the use of library materials and facilities by providing reference services; interview patrons in person and by telephone to determine information needs; conduct research; communicate answers to patrons; interpret and assure the implementation of library policy.

18%
Coordinate the evaluation, selection, licensing, budgeting, and public access if remote electronic resources.

08%
Develop and maintain, in conjunction with the Voyager OPAC Committee, the public portions of the library's OPAC web pages, including the pages providing access to remote catalogs and other electronic resources.

10%
Participate in all levels of the library instruction program.

02%
Perform advanced/special searches of online databases for library patrons.

15%
Serve as liaison to faculty in designated areas for purposes of collection development, instruction, and reference.

05%
Keep abreast of current trends and new professional techniques; participate in the activities of professional and related organizations; attend training sessions on and off campus.

10%
Serve on Library and Information Services teams and committees

G.  
Marginal Job Functions:  The marginal job functions are tasks that are non-essential and can also be performed by other employees.


i.e. Test that are given to students to evaluate their knowledge of course work may be typed by the faculty person teaching the course or by a secretary in that department.

5%
Perform typing duties if necessary.

H. 
 Responsible for Money/Funds?  Answer yes or no if this position requires the employee to have knowledge of bank information, financial information, or handle cash.  If the approximate amounts are known, they can be listed.
I. 
 Ergonomic Requirements: This section will inform a perspective employee what type of physical activity they will need to be able to perform this position.  This section will help us in deciding what type of reasonable accommodations can be made to assist an employee, if any.  If the position is for a mailroom clerk, and one of the essential job functions is delivering mail around the university, an ergonomic requirement might be "excessive mobility to make deliveries around the campus."  This way if a person in a wheelchair applies, management can decide if this person will have enough mobility to make such deliveries.
J.
 Qualifications:  


Required: The degrees, experience, and training required for this position.


Preference: The qualifications you prefer the candidate to possess.
K. 
 Equipment to be used on the job: This section is an informative area to help perspective employees understand the job they are applying for.  It will help us get a better understanding of what type of abilities the applicant has, and how much training he or she will need.  This section will also help with potential allergic situations.  (i.e. saw creates dust - dust allergy, floor buffer emits mist of floor cleaning chemical - chemical allergy, etc.)

1. Office Equipment  i.e.:  computer, fax, copier, etc.

2. Chemicals  This category includes lab chemicals, hazardous waste, cleaning supplies, etc.

To complete the process:

1. Please save the completed document to a disc.  The file name should be the employee’s name.  The disc should have a label that indicates department and supervisor of dept. Your disc will be returned upon request.

2. Print a hard copy of document.

3. Forward disc and hard copy to the HR Dept.

4. The HR Manager will review, sign, and return two copies to the department to be distributed to supervisor and employee.

University of Wisconsin-Parkside

Position Description – Unclassified Staff
A.
Effective Date:       
B.
Employee Full Name:       
C.
Official Job Title and Title Code:       
D.  
Working Title:       
E.
Supervisory Responsibility: 

(if applicable, indicate names and titles of employees supervised)

 
     
F.
List of Essential Job Functions, Knowledges, Abilities, and Skills:

     
G.
List of Marginal Job Functions:

     
H.
Responsible for Money, University funds, or accounts which hold financial information?

(Please give a description of responsibility for financial matters.)

     
I.
Ergonomic Requirements:
(i.e.:  extensive computer use, sitting for extended periods of time)

     
J.
Qualifications:  
Required:       
Preferences:       
K.
Equipment to be used on the job:

1. 
Office Equipment: 

     
2.
Chemicals:  (includes cleaning supplies, lab chemicals, hazardous waste)
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