[image: ]
FACS Staff Position Descriptions Template
July 2020

Directions:  This template is to be used for creating new staff position descriptions or updating current staff position descriptions in UGAJobs. For any incomplete fields, fill in the missing information. If any of the completed fields (highlighted in yellow) need to be changed, consult with the FACS Human Resources Coordinator, Delilah Nageotte, prior to making any changes. All blank fields must be completed before the document is given to the Department Office Manager to be entered into UGAJobs. 

Position Justification
	Reason for Position Update (New Position Description, Update Position Description, Update Supervisor, etc.)
	

	Justification of Need (Why is this position being created or changed?)
	



Classification
	OneUSG Connect Job Title (UGA BCAT Job Classification)
	



Position Details
	Working Title (determined by department - can be different than official OneUSG Connect Job Title)
	

	Campus Address
	

	Campus City
	

	Campus State
	

	Campus Zip Code
	

	Campus Business Phone (Number)
	

	Is this a supervisory position? 
	

	If yes, how many Full-Time Benefit Eligible Staff are supervised?
	

	Names/Titles of Employees Supervised
	

	FTE (Full-Time Equivalency)
	

	Standard Hours (Number of hours worked in a week)
	

	Standard Work Period (always Weekly)
	Weekly

	Full Time/Part Time
	

	Effective Date (Date update will go into effect)
	

	Position Summary
Three to five sentences that provide an overview of the position.
	

	Knowledge, Skills, Abilities, and/or Competencies
The knowledge, skills, and/or abilities for an incumbent to be successful in the position.
	

	Physical Demands
	

	Impact and Influence (Who will this position with work on a regular basis? What level of independence will this position have?)
	

	Job Indicator (Choose Primary when creating a new position description. Leave field as it is in UGAJobs when updating a current employee’s position description.)
	

	Does this position have operation, access, or control of financial resources? (Yes/No)
An answer of Yes will trigger a background check with a credit check.
	

	Does this position require a P-card? (Yes/No)
An answer of Yes will trigger a background check with a credit check.
	

	Is having a P-card an essential function of this position? (Yes/No)
An answer of Yes will trigger a background check with a credit check.
	

	Is driving a responsibility of this position? (Yes/No)
An answer of Yes will trigger a background check.
	

	Does this position have direct interaction or care of children under the age of 18 or direct patient care? (Yes/No)
An answer of Yes will trigger a background check.
	

	Does this position have Security Access (e.g., public safety, IT security, personnel records, patient records, or access to chemicals and medications)? (Yes/No)
An answer of Yes will trigger a background check.
	



Duties/Responsibilities
	Duties/Responsibilities
Please approximate the percentage of time spent on each task (out of 100%) during a typical work week. List these tasks in order of importance, with the most critical task coming first. Do not list more than 6 entries – do not go below 5% time per assigned duty.
	

	Percentage of Time
	

	Major Changes (What are the major changes to this position or is this a new position?)
	

	List Similar Positions at UGA (if known)
	



Position Supervisor
	Supervisor’s Name
	



Position Documents
If creating a new position description or are updating the position description in order to post the position, a signed Request to Fill a Position form (https://busfin.uga.edu/forms/request_to_fill_position.pdf) must be attached in UGAJobs. The Request to Fill a Position form must be signed by the Department Head and the FACS Financial Director; for positions that are paid off state funds, the Dean must also sign the form.
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