LESLEY UNIVERSITY

POSITION DESCRIPTION
POSITION TITLE:  
WORKING TITLE:  
Department:    

Reports to:  


Grade/Band:

FLSA:  
Exempt (not eligible for overtime)

Schedule:  
Full time

JOB TITLE SUMMARY:
ESSENTIAL FUNCTIONS:
QUALIFICATIONS:
SCOPE OF INDEPENDENT ACTION: 

(The impact and consequences of typical decisions made by incumbents, the level of required risk and the predictability of outcomes, and the organizational and financial range and focus of responsibility of the position)

· Initiates, implements, and controls

· Makes recommendations

· Consults with supervisor regarding expenditures, actions, unusual problems

· Receives daily instructions for all or most activities

SUPERVISORY RESPONSIBILITY: 

(The responsibility for organizing and directing the work of others, and the accountability for such supervisory actions as hiring, promoting, determining salaries, and managing or directing projects or individuals)

· Number of individuals supervised:

WORKING CONDITIONS:

	REQUIREMENTS:  To comply with the Americans with Disabilities Act of 1990 (ADA), which prohibits discrimination against qualified individuals on the basis of disability, it is necessary to specify the physical, mental and environmental conditions of the Essential Duties of the job.  Use these codes to complete this section:  "F" for frequently; "O" for occasionally; "N" for not at all.



	PHYSICAL

On the job the employee must:

(   )   Bend         (   )   Sit

(   )   Squat        (   )   Stand

(   )   Crawl       (   )   Walk

(   )   Climb       (   )   Push/Pull

(   )   Kneel 

(   )   Handle objects (manual                                                                                                                                                                                                                                         dexterity)

(   )   Reach above shoulder level

(   )   Use fine finger movements

(   )   Other _________________

Must carry/lift loads of:

(   )   Light (up to 25lbs.)

(   )   Moderate (25-50lbs.)

(   )   Heavy (over 50lbs.)


	MENTAL

On the job the employee must be able to:

(   )   Read/comprehend

(   )   Write

(   )   Perform calculations

(   )   Communicate orally

(   )   Reason and analyze

(   )   Other ________________
	ENVIRONMENTAL

On the job the employee:

(   )   Is exposed to excessive noise

(   )   Is around moving machinery

(   )   Is exposed to marked changes in                                                                                                                                                                                                                                temperature and/or humidity

(   )   Is exposed to dust, fumes, gases,                                                                                                                                                                                                                              radiation, microwave  (circle)

(   )   Drives motorized equipment

(   )   Works in confined quarters

(   )   Other _____________________________


Employee:






Date:__________________
Supervisor:






Date:__________________
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