University of Richmond 
Position Description 
(See instructions for assistance in completing document)
	Position Title: 
	
	Position No:        

	Depart/Unit:
	
	Pay Grade:   

	Reports to: 
	

	FLSA Status:  
	
	Date Revised:  


POSITION SUMMARY: (Summarize the general purpose of this position. This statement should give a brief overview of the basic purpose of the position.)
JOB DUTIES/RESPONSIBILITIES:  (Generally 6 -12 items, include annual % of time typically spent performing each duty.  Combine those duties with individual % of less than 5%.  Total percentage = 100%. Be concise but clearly outline the basic components of the position conveying the scope and complexity of the assigned responsibilities as well as the level of assigned authority.)

CONTACTS:  (List those individuals or groups, outside the normal work group, the position regularly interfaces with and the purpose of that contact.  Ex: Potential donors – to solicit donations.)
SUPERVISION EXERCISED:  (Identify the type of supervisory responsibility that is expected from this position. (See instructions for definitions.)

WORKING CONDITIONS/PHYSICAL EFFORT: (Identify the working conditions and physical demands which relate to the job duties/responsibilities of the position.)
QUALIFICATIONS:

(List specific knowledge, skills, abilities, education and/or experience that would be required for entry into the position in each category shown below.)

Knowledge, skills & ability:  (Ex:  Entry level knowledge of accounts payable processes; Skill in the operation of 
carpentry hand and power tools; Ability to read, interpret, and apply policies and procedures.)


Education & experience:  (List the specific education, years and type of experience required for entry into the 
position.  Ex: High school graduation and 5 years of experience in providing administrative support function in and office 
setting.)
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