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Attachment 1 – Position Summary 






Stanford University






Position Summary

(Set cursor and click in space provided to enter text.)
	Name: 
	
	Date:
	

	Department:
	
	Employee Phone Number:
	

	Job Code/Grade(current):
	
	Job Code/Grade (proposed):
	

	Job Title (current):
	
	Job Title (proposed):
	

	Supervisor:
	
	Supervisor’s Phone No.:
	


Employee’s Signature:  

Date: 



Supervisor’s Signature: 

Date: 



Supervisor’s Title:





             


Job Description — To Be Completed By Supervisor Or Supervisor And Employee As Appropriate

General Instructions

· 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 between current and 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

(Set cursor and click in space provided to enter text. Text will automatically 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



	 
	
	
	No formal education required
	
	

	
	
	
	
	
	

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

	
	
	
	
	
	

	
	
	
	Two-year college degree or equivalent
	
	

	
	
	
	
	
	

	
	
	
	Four-year college degree or equivalent 
	Field of Study: 
	

	
	
	
	
	
	

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

	
	
	
	
	
	

	
	
	
	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

	
	
	
	0 < 1 year

	
	
	
	

	
	
	
	1 < 2 years

	
	
	
	

	
	
	
	2 < 3 years

	
	
	
	

	
	
	
	3 < 5 years

	
	
	
	

	
	
	
	5 < 7 years

	
	
	
	

	
	
	
	7 < 10 years

	
	
	
	

	
	
	
	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 TO COMPLETE THE POSITION SUMMARY.

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). 

(Set cursor and click in space provided to enter text. Text will automatically wrap at end of line.  Press the ‘Tab’ key to move from cell to cell.)

	% 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. 

(Set the cursor and click in space provided to enter text.  Text will automatically wrap at end of line.)

	A.
	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).  



	
	

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



	
	

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




	
	

	D.
	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.  




	
	

	E.
	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.




Field Of Specialization — To Be Completed By HRO And Supervisor
This section describes the primary function of the job. This is a job family, not a division or department of the University. Choose the one family that describes the job.
	
	Job Family Name
	Job Family Code
	Description

	(
	Administration
	ADMADM
	Primary job functions support the administration and management of an area, project, department, or University-wide service. Positions include a variety of activities such as finance, human resources, facilities, and supervision. Typical job titles include: Academic Research & Program Officer, Administrative Associate, Administrative Services Manager, and Executive Secretary/Assistant.

	(
	Alumni Relations
	ALMALM
	Primary job functions relate to creating and carrying out programs that establish and maintain ties of alumni to the University. Typical job titles include: Alumni Relations Officer.

	(
	Athletics
	ATHATH
	Primary job functions support areas of athletics for students and staff. Typical job titles include: Athletic Trainer and Golf Sports Assistant.

	(
	Child & Family Services
	CFSCFS
	Primary job functions support teaching and childcare at preschool facilities. Typical job titles include: Nursery Aide and Teacher.

	(
	Communications - Public Relations
	COMPRS
	Primary job functions relate to public relations, such as public affairs and government relations. Typical job titles include: Public Relations Officer.

	(
	Communications - Publications & Graphic Arts
	COMPUB
	Primary job functions relate to internal and external communications by contributing to the preparation of internal publications and newsletters, external publications (e.g., books, magazines, journals), or reports. Typical job titles include: Audio/Visual Specialist, Book Production Assistant, Book Publications Editor, Graphic Designer, Information Editor, and Photographer.

	(
	Development - Annual Giving
	DEVDAG
	Primary job functions relate to planning and coordinating the annual solicitation of funds from assigned constituencies, such as reunion gift drives or parents programs. Typical job titles include: Annual Giving Officer.

	(
	Development - Other
	DEVDEO
	Primary job functions relate to planning and coordinating solicitation of gifts from alumni, faculty and friends of the University, from foundations and corporations, and through deferred giving. Typical job titles include: Development Officer and Development Associate.

	(
	Facilities – Engineering
	FACFAE
	Primary job functions relate to the administration and management of the University’s physical plant in areas such as buildings and grounds, including architecture, construction, maintenance, and groundskeeping. Typical job titles include: Facilities Engineer/ Coordinator, Planner/ Architect, and Trades & Craft Supervisor.

	(
	Facilities - Environmental Health & Safety
	FACEHS
	Primary job functions relate to the administration and management of the University’s physical plant through programs that enhance a safe workplace such as fire protection programs and control of hazardous materials. Typical job titles include: Health & Safety Specialist and Health Physicist.

	(
	Facilities - Purchasing & Contract Admin
	FACPCA
	Primary job functions relate to the administration and management of the acquisition of goods and services for the University. Typical job titles include: Buyer and Procurement Analyst or Assistant.

	(
	Facilities – Other
	FACFAO
	Primary job functions relate to the administration and management of the University’s physical plant in areas that do not meet the criteria for other Facilities families. Typical job titles include: Facilities Services Administrator or Manager, Housing Facilities Supervisor, and Grounds Supervisor.

	(
	Finance
	FINFIN
	Primary job functions relate to accounting, financial planning and control, investments, auditing, or risk management for a department or a University-wide function. Typical job titles include: Accountant, Accounting Associate or Assistant, Finance Services Administrator or Manager, Financial Management Analyst, Internal Auditor, Sponsored Projects Administrator, and Technology Licensing Associate.

	(
	Food Services
	FDSFDS
	Primary job functions support a food services operation at the University. Typical job titles include: Food Services Supervisor or Manager.

	(
	Health Care Services - Clinical
	HCSHCL
	Primary job functions provide direct health care services to patients or provide administrative and other support involved in health care services. Typical job titles include: Blood Bank Specialist, Psychologist, and Social Worker.

	(
	Health Care Services – Research
	HCSRES
	Primary job functions relate to providing support and administration of research studies in clinical sciences including activities such as patient recruitment and screening, health education, and research documentation. Typical job titles include: Research Nurse.

	(
	Human Resources Services
	HRSHRS
	Primary job function is to provide human resources services to individual clients or to local HR clients. Typical job titles include: Benefits Analyst, Compensation Analyst, Employee Relations Representative, Employment Representative, Human Resources Officer or Manager, and Staff Development Officer.

	(
	ITS – Business Applications
	ITSIBA
	Primary job functions support technology needs (e.g., computing, telecommunications or networking) by analyzing clients’ business/ administrative needs, recommending alternatives and/or developing applications/ tools to solve the needs. Typical job titles include: Software Developer, Business.

	(
	ITS – Computing Information Analysis
	ITSICI
	Primary job functions support technology needs (e.g., computing, telecommunications or networking) by consulting with clients on capabilities and limitations of available hardware/software systems; supporting and training users on hardware/software applications; advising and recommending equipment purchases and systems integration/installation. Typical job titles include: Computer Resource Associate, Information Systems Specialist, and Computing Information Systems Analyst.

	(
	ITS - Network Applications
	ITSINA
	Primary job functions support technology needs (e.g., computing, telecommunications or networking) by consulting with clients on local networking requirements and interconnection; analyzing client’s needs, evaluating alternative solutions and designing network configurations; managing installations; managing bid request process; and conducting acceptance testing. Typical job titles include: Network Specialist.

	(
	ITS - Scientific Applications
	ITSISA
	Primary job functions support technology needs (e.g., computing, telecommunications or networking) by analyzing computer programs that contain logical and mathematical solutions to scientific problems. Typical job titles include: Software Developer, Research.

	(
	ITS - Systems Software Development
	ITSISD
	Primary job functions support technology needs (e.g., computing, telecommunications or networking) by designing, developing, troubleshooting and debugging software programs for operating systems, compilers, routers, networks, utilities, databases, etc. Typical job titles include: Systems Software Developer.

	(
	ITS – General
	ITSITG
	Primary job functions support technology needs (e.g., computing, telecommunications or networking) in areas that do not meet the criteria for other job families. Typical job titles include: Data Aide and Technical Writer.

	(
	ITS – Managers
	ITSITM
	Primary job functions support technology needs (e.g., computing, telecommunications or networking) by managing one or more functional areas in this job family. Typical job titles include: Technical Manager.

	(
	Legal
	LEGLEG
	Primary job functions deal with legal activities on behalf of the University. Typical job titles include: Staff Counsel and Legal Secretary.

	(
	Library
	LIBLIB
	Primary job functions support a library or an area of library service at the University. Typical job titles include: Librarian and Library Specialist.

	(
	Museum
	MUSMUS
	Primary job functions support a museum or an area of a museum at the University. Typical job titles include: Museum Curator.

	(
	Research - Engineering
	RESREN
	Primary job functions support a research project, program, or department in engineering fields. Typical job titles include: Research & Development Engineer, Science & Engineering Associate, and Radiation Physicist.

	(
	Research – Other
	RESREO
	Primary job functions support a research project, program, or department in the life sciences, social sciences, or physical sciences. Typical job titles include: Life Science Research Assistant, Social Science Research Assistant, and Research Technical Manager.

	(
	Security
	SECSEC
	Primary job functions ensure the safety and protection of University personnel and property. Typical job titles include: Sergeant, Lieutenant, and Captain.

	(
	Student Services
	STSSTS
	Primary job functions support areas such as admissions and financial aid, academic/student advising, registrar services, events and services, and administration of programs for University students. Typical job titles include: Student Affairs Officer, Student Services Officer, and Student Services Administrator.
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