Position Description in ADA Format - Classified Staff

Revised November 19, 2004

DIRECTIONS

Common Questions:

1. Why are we updating the Position Descriptions?

One of the main reasons we are updating the job descriptions is to gain more information so that the university is covered in a variety of situations.  The State of Wisconsin requires one format, and the Americans with Disabilities Act (ADA) requires another format.  We have combined both requirements into one form.  

2. Why is so much information redundant?

Much of the information in the PD will be redundant because we have combined both requirements into one form.  

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 large machinery 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 help the employees and me?

This will inform the employees of their expectations in detail from the start of their employment.  In turn, this new format will assist you, as a supervisor, 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 go through the Itemized Goals and Worker Activities section with your employee.  Make all necessary updates to the form, and begin breaking that form down into essential and non-essential job functions.  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?

· Refer to the CLASS SPECIFICATIONS for each position as a reference point.  The specifications will give you information on: a definition of the position, what tasks the position should be performing, and what you can request for levels and years of experience, education, etc. 

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

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

· The information should be accurate so that if a disability accommodation is required or an issue regarding job duties 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 parties. 
Step by Step Directions:

A. Position Description Cover Sheet:  Please complete sections 4-6, 8, 9, 11-13, 16, and 17 of 

the DER-DCC-10 form.  
B. Official Job Title: The official classified title of this position.  
i.e.:  Program Assistant 2,  Information Systems-Comprehensive Professional-Senior 

(If the working title is different, list in the "Additional Comments" section at the end of the form.)

C.  Is this Position Hourly or Salaried?  Contact the HR department if you are unsure.

D.  Shift / Hours of Position: This section will tell a perspective employee what shift they will be expected to work for this particular position.  It will also set the hours for current employees.  If a schedule is usually flexible, varies from time to time, or may require extended hours, this should be stated.
i.e.  First shift - 7:00 A.M. - 3:30 P.M.,  Monday - Friday.  Occasional second shift substitutions may be required with advanced notice.

E. Number of Subordinates:  If this position is responsible for the supervision of other UW-Parkside employees, list how many 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 to determine if a prospective employee who is handicapped, or a current employee who can no longer perform these tasks, should be considered for another position, or should remain in that position. Please be sure to include all essential aptitudes, knowledge, skills, and personal characteristics that are required by the state.  You can pull this information directly form the position description.  

i.e.: Some essential job functions for a Financial Specialist and percentages might be:

35%
Invoice and voucher processing


State employee travel voucher processing

35%
Serving as an organization's cashier by generating and maintaining accurate revenue and receipt records

20%
Batch processing of fiscal documents to an agency's automated fiscal system

10%
Develop and maintain microcomputer spread sheets for defined applications related to assign tasks

G. Marginal Job Functions:  The marginal job functions are tasks that are non-essential and                 

      can also be performed by other employees.

i.e.:  The accounting department dusts all shelves once a month.  A man in a wheel chair applies for the position.  The other people in the office can do the dusting, while he answers the phone.  

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 should 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 mobility  

      to make deliveries around the campus."  With a detailed position description, management    

      can decide if this person will have enough mobility to make such deliveries.
J.   Qualifications:  

Required: the amount of experience and knowledge per class specifications.

If you do not have the Wisconsin State Classification Specifications, contact the HR Dept or you can access them on the web:
http://oser.state.wi.us/section.asp?linkid=29
***NOTE:  You cannot use qualifications that exceed the class specifications.

        Preference: this section is optional and can be used to list the qualifications you prefer 

   the candidate to have but are not listed in class specifications.                                            

   i.e.:  high school diploma, PC experience, and ability to handle multiple tasks.
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 assist with getting 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.) 

(By each piece of equipment, put an "F" for frequent use, an "O" for occasional use, or an "R" for rare use.)
1.  Tools


This category includes power or manual tools:  

2. Large Machinery

This category includes any large machinery i.e.:  jack hammers, etc.  This also includes any vehicles used on the job, i.e.:  Fork Lift, High Lift Truck, etc.

3. Electrical Equipment

This category includes any office equipment, i.e.:  computer, printers, fax, floor buffers, etc.

4. Chemicals

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

L. Additional Information: 

If something is applicable to a job and does not fit into a section, please list additional comments in this section.  (i.e.:  Confidentiality, working job title, etc).

M.  Organizational Chart - must be attached
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.**

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.

**Disc will be returned upon request
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