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.  

Completing the Form 30
o
Position Title:  The functional title of a job is the working title that may be used within an agency to specifically describe the job, such as "Project Manager" or "Windows Administrator".  

o
General Statement of Duties and Responsibilities:  A brief summary of the overall purpose of the position and brief description of the duties of the job.  This should be one paragraph inserted above the standard ITD mission and values language already included in the template.  
o
Supervision Received:  The title of the 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 and the number and titles of positions, if any, supervised in turn by the direct reporting staff.  

o
Detailed Statement of Duties and Responsibilities:  A description 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, how it is done, and why.  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 knowledge, skills and abilities required of a someone to perform the job. This should include minimum years’ of experience, “demonstrated experience”, etc.  
o
Qualifications Acquired on the Job:  The knowledge, skills and abilities that a new employee typically learns on the job after hire.

o
Minimum Entrance Requirements:  This portion can be left black as it is not applicable for TPL positions.  For EDP positions, Minimum Entrance Requirements (MERs) are automatically inserted when submitted to the CEO.  
o
License and/or Certification Requirements:  Any licensure, registration or certification requirement needed to perform the duties of the job.
