UIS Human Resources
CIVIL SERVICE POSITION DESCRIPTION
Employee name:
Date prepared:    
Position title:

Requested position title:
Position Number:
Division:
           
College/department:
Campus address & phone:
FLSA: 

 ( Exempt  
 ( Non-exempt  

________________________________________________________________________________________
REPORTING LINE, Division head to Employee



1.Names and titles


2.



3.



4.



5.

________________________________________________________________________________________
Functional summary:
Duties and responsibilities:  Please indicate percent of time after each duty listed. No duties/responsibilities should be more than 30% or less than 5%.  
Minimum qualifications (from the SUCSS class specifications):
Preferred Qualifications:

Environmental demands:

Additional requirements: 
Number of Employees Supervised:         _ Civil Service          _   Academic Professional              Student     

Employee Signature                                      Date
Supervisor Signature                                  Date




Additional Supervisor Line (if applicable)   Date
Dean/Director (if applicable)                     Date




Division Head Signature                               Date
Human Resources Signature                      Date
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