Guidelines for Completing 

Position Descriptions (Form 30)
Definitions
A Position Description (Form 30) is a written description of the duties, responsibilities and  qualifications required of an individual position.  This differs from the state's Class (Job) Specifications, which are written in a more general form and are intended to describe all of the positions in a given title.  Positions are classified, or assigned, to a particular title, by comparing the concepts of the Form 30 to various Class Specifications to determine the best "fit".  Form 30's are tools for supervisors to use on a regular basis to communicate with employees the requirements of their individual jobs.  The Form 30 is also a source of information on the most important job duties required of a position, to be used by supervisors to develop performance criteria for use with EPRS.

Who Completes the Form 30
An employee's immediate supervisor is the best person to write the Form 30.  Supervisors may receive assistance or input from Human Resource staff, their own supervisors or managers, and employees themselves, to complete Form 30's.  Employees are asked to review and sign their Form 30's to show that they are aware of their contents.  Form 30's are then filed in the agency's personnel files.  When the duties of the individual position change significantly, then the Form 30 should be revised to reflect this.  It is suggested that Form 30's be reviewed at least annually, at the beginning of each EPRS annual cycle, to keep them up to date.  HRD does not keep central files of Form 30's, but HRD staff may request copies of them when it is necessary to review the classification of individual positions.

What is Contained in the Form 30
o
Position Title:  The "official class title" or "official payroll title" (such as Clerk IV or Groundskeeper II) to which the individual position is assigned, which is designated by a 5-digit payroll title code and corresponds to a particular job group and salary range in the state classification plan.  Compared to this, the "functional title" of a job is the working title that may be used within an agency to more specifically describe the job, such as "Department Secretary" or "Unit Supervisor".  This title may also be included in the Form 30.

o
General Statement of Duties and Responsibilities:  A summary of the overall purpose of the position and brief description of the duties of the job.

o
Supervision Received:  A description of the type and nature of supervision provided to incumbent by his/her immediate supervisor (such as close, direct, general or technical supervision), the title of that supervisor, and the way in which supervision is provided (through written and oral instructions, regular meetings, etc.).

o
Direct Reporting Staff/Their Staff:  The number and titles of positions directly supervised by the incumbent (such as 5 Clerk II's), and the number and titles of positions, if any, supervised in turn by the direct reporting staff.  Direct reporting staffs are those over whose work the incumbent has full supervisory responsibility, including the assignment of work, training of new staff, and evaluation of job performance.

o
Detailed Statement of Duties and Responsibilities:  A numbered list of the duties required of the position, beginning with those that are most important to the job and/or those most frequently performed.  Each duty statement should describe what is done ("Transcribes  notes"), how it is done ("by using a Dictaphone and word processor") and why ("in order to prepare a transcript of meetings").  Incidental duties may be grouped together at the end in a statement such as "Performs related duties such as attending meetings, responding to correspondence, etc."

o
Qualifications Required at Hire:  The minimum level of knowledge, skills and abilities required of a newly hired employee to perform the job (such as "knowledge of social work principles" or "ability to write clearly").

o
Qualifications Acquired on the Job:  The knowledge, skills and abilities that a new employee typically learns on the job after hire (such as "knowledge of the unit's data processing software").

o
Minimum Entrance Requirements:  The minimum level and type of experience, or educational substitution, required of an individual to apply for the position (such as "two years of professional experience in the field of accounting, or a Bachelors' degree in Accounting).

o
License and/or Certification Requirements:  Any licensure, registration or certification requirement needed to perform the duties of the job (such as a Mass. Class 3 Driver's License).

Issues about Content of Form 30's:  The supervisor has the responsibility for assigning work to and evaluating the performance of the employee and thus is primarily responsible for the content of the Form 30.  The Form 30 is meant to as accurately as possible reflect the duties assigned to the particular incumbent, not the contents of the class specification for the position's title.  For practical reasons, supervisors may develop one Form 30 to cover several identical positions, as long as each incumbent is expected to perform all of the duties contained in such a Form 30.  If an incumbent disagrees with the content of his/her Form 30, and the supervisor or reviewer cannot resolve the disagreement, the incumbent may attach a statement explaining the area of disagreement.

Issues about Classification:  If a Form 30 significantly differs from the class specification in the type of duties performed or the level of responsibility required, the position might be misclassified. This can be resolved either through the supervisor requesting a classification review of the job through his/her Human Resource Office.  Agencies are encouraged initiate action to correctly classify jobs.  However, this process can and 

should take place independently from the EPRS process; EPRS can be completed as long as an accurate Form 30 can be prepared.  Incumbents who may be concerned that the accurate classification of their positions might result in a downgrading of their job should be informed that if this does happen, their own salaries would not be adversely affected.

