HOW TO COMPLETE A POSITION DESCRIPTION (PD)

The Personnel Cabinet is advised of the assigned duties and responsibilities of the position via the on-line submission of the Position Description (PD) form.  The information contained in the PD is reviewed by the Classification and Compensation Division staff who compares the contents of the PD to the various class specifications and makes a final determination of the most appropriate classification for the position. The class specification should describe the responsibilities and duties assigned to that position more closely than other class specifications.

For security reasons only selected persons may enter and submit the Position Description to the Personnel Cabinet via the on-line system. However, typically it is the first-line supervisor who provides the agency personnel office with the information contained in the Position Description (PD) using a PD Worksheet, however, the drafting of a PD is often a joint effort.

 Attached is the PD Worksheet in PDF Format. The worksheet is available in electronic 

format and can be accessed by clicking on the following link: ftp://ftp.state.ky.us/pub/kfm/universal/com119.exe. 
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The worksheet is reviewed for accuracy by the agency Personnel Administrator before it is submitted to the Personnel Cabinet in the on-line format.  In order to insure accurate communications it is important that the information contained in the PD be conveyed in a clear and concise manner. The purpose of this document is to provide some guidance to supervisors in the development of the PD and to provide a list of commonly used terms used in both class specifications and position descriptions. 

Statement of Duties

Each PD contains a “Statement of Duties” and the form itself contains instructions to briefly state the main function of the job.  Frequently Supervisors list several tasks in this field instead of one broad inclusive statement.  For example, instead of stating:  “Performs routine clerical work under immediate supervisor” (which adequately defines the main function of the position) there is a tendency to list what is really a task in this area, i.e. “Sorts and files office records and correspondence, distributes mail and answers the phone for the unit.” The Statement of Duties must strongly relate to the characteristics of the class listed on the class specification. The following link will connect you to the on-line class specifications: http://personnel.ky.gov/clasindx.htm
Primary Tasks

The PD ask that you list up to seven (7) primary tasks and duties performed by the position. It is specified that you begin with the most important duty. It also instructs us to be specific as to the duties and responsibilities of the position. The on-line form provides limited space for this task to be defined so it very important to concise language as there is not enough space to allow for detailed information.  Remember the PD is being used to classify the position and is not intended to provide detailed information on how those task and duties are actually carried out. It is not necessary to identify seven (7) tasks.  If the position is only assigned two primary tasks then only two tasks should be identified.  Typically, the first task listed should be 50% and must directly relate to the “Statement of Duties”.  I always suggest including “Performs special projects and other duties as may be required” somewhere on the Position Description. 

Definitions
In order to insure that there are no misinterpretations and to aid in concise definition of tasks the following definitions of the most commonly used terms have been developed.  It should be noted that definitions have no legal standing unless they are defined by statute. 

ADMINISTRATIVE – Work which requires determination whether the action conforms with the laws, rules, policies and/or procedures and which carries the authority (subject to review) of approving or denying that action.

ADVISE - To give advise to; to recommend a course of action (not simply to tell or inform).

ANALYZE - To study the factors of a situation or problem in order to determine the solution or outcome.  Factors studied should be unrelated and from this information, individuals make decisions.  Studies various unrelated facts to come to a conclusion.

APPRAISE – To evaluate as to quality, status, and effectiveness.

APPROVE – To sanction officially; to accept as satisfactory; to ratify (thereby accepting responsibility for).  Used only in a situation where individual has final authority.

AUDIT – To check documentation for accuracy and completeness.

CLERICAL – Work in which the primary duties are to maintain records in an organized manner.  Clerks generally do not compose or transcribe materials with office machinery. May perform typing duties not requiring a high level of skill or speed.

COORDINATE – To channel the efforts of employees in accomplishing a task(s) without line (supervisory) authority; to check product for accuracy.

DETERMINE – To fix conclusively or authoritatively; to decide; to make a decision.

DRAFT – To write or compose papers or documents in rough, preliminary or final form.  Often for clearance or approval by others.

EDIT – To revise and prepare as for publication.

FIRST LINE SUPERVISOR – Plans, assigns, evaluates, and is responsible for the quality of work of a group of employees.

FUNCTIONAL SUPERVISION (Two-Part definition): Person must have overall responsibility for a function.  This responsibility must go beyond organizational lines. There cannot be two people responsible for the same function.  These people have no direct supervision, and coordination of people in the office is not necessary.  They coordinate a specific activity or function and may review things from outside their department.
The definition for “function” is: A broad category, i.e., “Payroll” is a function whereas “Supplemental Payroll,” “Insurance Payroll Deduction,” “Central Office Payroll” and “District Office Payroll” would be parts of the function “Payroll” and not functions in themselves.  Some other examples of functions are:  “Accounts Receivable,” “Accounts Payable,” “General Ledger,” “Accounts,” “Imprest Cash” and “Sales.” In some cases, agency size and structure might also be a factor in determining whether an accounting area is a “function” or not.

GROUP – Two or more employees.

IMPLEMENT – To carry out; to perform acts essential to the execution of a plan or program; to give effect to.

INITIATE – To originate; to begin; to introduce for the first time, as a plan policy or procedure. 

INSPECT – To examine carefully and critically.

LEAD WORK – Same as coordinate
MANAGE – To control and direct; to guide; to administer.

PLAN – To devise or project a method or course of action.

POLICY – Broad guidelines established by executive leadership under which the organization performs.  Procedure must fit within policy.

PROCEDURE – An accepted way of performing work.

PROCESS – To subject to some special treatment; to handle in accordance with prescribed procedures.

PROFESSIONAL –Work requiring knowledge of an advance type in a field of science or learning customarily acquired by a prolonged course of specialized intellectual instruction and study, as distinguished from a general academic education and from an apprenticeship, and from training in the performance of routine mental, manual, or physical processes.

REVIEW – To go over or examine deliberately or critically, Usually with a view or dissent.  Analyze results for the purpose of giving an opinion.

SECOND LINE SUPERVISOR – Supervise a group of first line supervisors may also have additional first-line supervisory functions.

SECRETARIAL – Work requiring skills such as typing, stenography, or dictation with dictation equipment etc.  May compose general correspondence and prepare other materials with responsibility for format grammar and proofreading.

SUPERVISE – To enforce organizational standards, assign work, approve leave requests, evaluate performance, participate in disciplinary, grievance and personnel related activities and instruct subordinates in specific tasks to be performed and procedures to be followed.

TECHNICAL – Work of a well-defined nature, narrow in scope requiring the application of a set standard and requiring extensive specialized training and experience.

TRAINEE LEVEL – Work that requires little or no specific knowledge, skills, or abilities to a specific area. There may be “trainee” classes that will involve formal training for the employee with no discernable production.  Such classes will have the word Trainee in the title.

WORKING (First) LEVEL – There will be no “entry” level classes.  The first level of a class series (except Trainee) will be the working level.  Incumbents in this level will be expected to perform the basic elements of that job within the probationary period, with full proficiency in approximately two years.
Second Page Data

The second page of the Positions Description asks the following question: “Does the incumbent of this position conduct performance appraisals on subordinate employees?  If the answer to this question is yes, it is necessary for the supervisor to supply a list of the class title(s) and position number(s) of the employees the position is responsible for conducting performance appraisals on.  If the position is responsible for the supervision of contractual employees, the supervisor should provide the title and number of contractual employees(s) the position supervises. Please note that an employee must be in a supervisory position in order to conduct employee evaluations.  Non-supervisory positions may be assigned the task of coordinating the work of other employees but cannot evaluate performance. 
Essential Functions

The second page of the PD also asks that the essential functions of the position be identified.  The identification of the essential functions is very important and careful thought should be given to what the essential functions are.  How Are Essential Functions Determined?  The following excerpt from a booklet issued by the U. S. Equal Employment Opportunity Commission  (EEOC-BK-17, 1991) has been included to provide you some guidance in this area:

“Essential functions are the basic job duties that an employee must be able to perform, with or without reasonable accommodation. You should carefully examine each job to determine which functions or tasks are essential to performance. (This is particularly important before taking an employment action such as recruiting, advertising, hiring, promoting or firing). Factors to consider in determining if a function is essential include: whether the reason the position exists is to perform that function, the number of other employees available to perform the function or among whom the performance of the function can be distributed, and the degree of expertise or skill required to perform the function. Your judgment as to which functions are essential, and a written job description prepared before advertising or interviewing for a job will be considered by EEOC as evidence of essential functions. Other kinds of evidence that EEOC will consider include: actual work experience of present or past employees in the job, time spent performing a function, consequences of not requiring that an employee perform a function, and terms of a collective bargaining agreement.”

Essential Function Checklist

The checklist on the second page of the PD Form reads as follows: 

Are there any essential functions of this position that require an

incumbent to:

NOTE: If this job does not require the below essential elements, DO NOT CHECK.

_ Drive a licensed vehicle?

_ Use a firearm?

_ Lift heavy objects or work in uncomfortable positions for extended

periods of time?

_ Be exposed to hazardous working conditions?

_ Frequently communicate in person or by telephone?

_ Spend a major portion of time using a keyboard?

_ Be exposed to any hazards such as traffic or persons with

contagious diseases?

_ Visually inspect documents and/or activities and make decisions

from those inspections?

OTHER ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Note: If travel is essential to the job I recommend that you list frequent or occasional travel is required in the “Other” category and specify if the travel is involves overnight travel.

When is a Position Description Required?

1. A position description is needed whenever a new position is being established.  

2. A new position description is needed whenever there has been a material and permanent change in the duties of a job and it is appropriate to reclassify an employee.  The new position description must clearly distinguish a material and permanent change from the previous position description in the system for that position.

3. A new position description is needed whenever it is appropriate to reallocate a position and employee.  A reallocation is the correction of a previous allocation of a job, or to change the allocation of a position when there is a new classification standard that more appropriately describes a position and there has been no material and permanent change in the position's duties and responsibilities.  

Please remember that a position description is not tied to a specific employee.  The duties of the position are there whether vacant or filled and without respect to the individual who may be employed in that job.  We will develop/refine a set of baseline PD’s for all of the classification that are typically used in our agency.
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COMMONWEALTH OF KENTUCKY
WORKSHEET ~- POSITION DESCRIPTION -- WORKSHEET

This is NOT an official Persennel Cabinet Position Description form. ONLY a media to provide the

Pesition Description infermation to the agency contact with access to the official Personnel Cabinet s
Position Description form in CICS.

Cabinet Department Division Branch Section Unit Employee
1. Naiure of the request: | Establishment | Reclassification | Reallocaton | Other
2. | Fulktime | Part-time 1 Interim
3. Current Title Code and Title
4. Proposed Title Code and Title
5. Iffilled, name of incumbent
6. Statement of Duties: Briefly state the main function of the job. Do not write more than two statements,
7. Listup to seven (7] primary tasks and duties performed by the pogition. Begin with the most imporiant duty, Be

specific as to the duties and responsibilities of the position.
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POSITION DESCRIPTION -- WORKSHEET
PAGE 2

This is NOT an official Personnel Cabinet Position Description form. ONLY a media to provide the
Position Description information to the agency contact with access to the official Personnel Cabinet s
Position Description form in CICS.

Cabinet Department Division Branch Section Unit Employee
8  Does the incumbent of this position conduct performance appraisals on subordinate employees? [ | Yes  No
If yes, please list the class title(s) and number of positions in each class, or title and number of contractual
employeea(s):
8. Are there any essential functions of this position that require an incumbent to:
This indicates the essential functions of an ineembent for Amercans with Disabifiies Act {ADA) to ensure
conmmunication accessibifity for individuals with visual and speech impairments. NOTE: IF THIS JOB DOES NOT
REQUIRE THE ESSENTIAL ELEMENTS LISTED BELOW, DO NOT CHECK,
| | (A) Drive alicensed vehicla?
[l ¢By Useafirearm?
|| {C) Lift heavy objects or wark in uncormfortable pasitions for extended periods of time?
[| (D) Be exposedto hazardous working conditions?
l {E) Freguently communicate in person or by telephone?
Ll (F1 Spenda major portion of time using a keyboard?
L] {3} Be exposed to any hazards such as traffic or perscns with contagious diseases?
[l (Hy Wisually inspect decuments and/or activities and make decisions from those inspections?
E3 it Other -- please describe
10, Thiswaorksheetwas drafted by: . _ o S =
11, Supervisor responsible for this position: -
Tille of Supervisor:
12, Supervisor's signature; Date:







