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                                                                                          Approval (For HR Use):
	STANFORD UNIVERSITY

POSITION SUMMARY
	Job Code Title:
	     

	
	Business Title:
	     

	
	Job Code/Grade:
	     

	
	Position Number:
	     

	
	Classification Effective Date:
	     

	
	HR Manager/Date:
	     

	
	Compensation Analyst/Date:
	     

	
	  (if required)
	

	                (Click in the field to enter text.  Press the Tab key to move from field to field.)
Employee Information (current):

	Name:
	     
	Department:
	     

	Job Code Title:
	     
	Job Code/Grade:
	     

	Business Title:
	     
	Phone No.:
	     

	Signature/Date:
	     
	
	

	Supervisor Information:

	Name:
	     
	School/VP Area:
	     

	Business Title:
	     
	Phone No.:
	     

	Signature/Date:
	     
	
	


General Instructions – to  be  completed  by  supervisor  and  employee  as  appropriate
· Be accurate and specific -- avoid ambiguous words.  Use as much space as you need.

· Attach organization chart to completed Position Summary.
· For reclassifications, attach a summary of changes (current vs. proposed position).
· In the Duties and Responsibilities section, begin sentences with action verbs. Some examples of action verbs you may wish to consider are listed below.

administer

advise

analyze

approve

check

collaborate

compile

conduct

control

coordinate

decide

deliver

design

develop

direct

establish

evaluate

expedite

implement

inspect

interpret

maintain

make

manage

monitor

negotiate

operate

organize

oversee

perform

plan

prepare

recommend

research

review

schedule

supervise

test

train

verify

(Click in the field to enter text. Text will wrap at end of line.)

Primary Purpose(S)

Summarize the basic function(s), general purpose, and role of this job.  

     
KNOWLEDGE

Describe the technical or business knowledge required to complete the job’s primary responsibilities.  

     
EDUCATION

Place an ‘x’ in the required and desired level of educational background to perform this job.
(R = Required    D = Desired)

        R           D
	 FORMCHECKBOX 
 
	
	 FORMCHECKBOX 

	No formal education required
	
	

	
	
	
	
	
	

	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	High School diploma, G.E.D., or equivalent
	
	

	
	
	
	
	
	

	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	Two-year college degree or equivalent
	
	

	
	
	
	
	
	

	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	Four-year college degree or equivalent 
	Field of Study: 
	     

	
	
	
	
	
	

	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	Advanced degree (e.g., MA, MS, JD, PhD) 
	Specify:
	     

	
	
	
	
	
	

	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	Professional cert. requiring formal education beyond college (e.g., CPA)
	Specify:
	     


Related experience

Place an ‘x’ in the required and desired job-related experience to perform this job.  (R = Required   D = Desired)



           R            D

	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	0 < 1 year

	
	
	
	

	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	1 < 2 years

	
	
	
	

	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	2 < 3 years

	
	
	
	

	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	3 < 5 years

	
	
	
	

	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	5 < 7 years

	
	
	
	

	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	7 < 10 years

	
	
	
	

	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	10+ years


IN THE FOLLOWING SECTIONS, LIST DUTIES AND RESPONSIBILITIES OF THE JOB AND PROVIDE EXAMPLES OF PROBLEM SOLVING, INDEPENDENCE, DECISION MAKING, DEGREE OF IMPACT, AND LIAISON.
Duties and Responsibilities

Use the space below to provide statements that describe the major duties and responsibilities of this job. Include only responsibilities related to the primary function of the job where failure to perform them would have serious consequences. Indicate the appropriate percentage of time spent on each responsibility (ensure that the total percentage of time is equivalent to 100% regardless of the position’s FTE).

If the job has supervisory responsibilities, include at least one statement that describes the nature and extent of supervision provided (for example, how many full-time regular employees report to this position and/or how many report to this position through others). 

(Click in the field to enter text.  Text will wrap at end of line.  Press the ‘Tab’ key to move from field to field.)

	% Time
	Duty and Responsibility Statements 

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     


CRITICAL FACTORs

Using typical activities related to the primary function of the job, provide examples of how the major duties and responsibilities specifically relate to the following areas.
(Click in the field to enter text.  Text will wrap at end of line.)

	Problem solving and analysis: Give examples of key problems (type and depth) and/or thinking challenges encountered in the position; illustrate application/use of policies and procedures and/or analysis and creativity required; describe the type of work environment in which work is performed (from stable to dynamic).  

     


	

	Independence: Give examples of typical activities that illustrate the degree of judgment and discretion used, mentioning supervision/guidance, standards, or established practice available.  

     


	

	Decision making: Give examples that illustrate the types of decisions that are made and the level of delegated authority.  

     


	

	Degree of impact: Give examples that illustrate the actual or potential impact of final decisions or recommendations and indicate who/what is affected – operations, programs, work group, department, school, etc.
     


	

	Liaison: Describe the nature/purpose and frequency of major contacts and interactions.
     



Other Relevant Information:  Include other areas of the job that have not been covered in the sections above.

	Describe the scope of these areas such as size of budget responsibility, number of employees supervised, the number of departments and staff size, etc.
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