NC Office Of State Personnel
Instructions for Completion of Position Description Form (PD-102R-92)

In North Carolina State Government it is the responsbility of managers, administrators and supervisorsto
dructure the organization, design positions and assign work to deliver program services in the most
effective way. A vita part of this processis the preparation and use of position descriptions.

The attached Postion Description Form is used by your department, your human resources office and the
Office of State Personnd to obtain complete and factua information concerning the work assgned to
positions. The form and these indructions have been designed with a format to (1) enable and ad managers
and supervisors in describing their subordinate positions, (2) provide rdevant and adequate information for
the postion cdassfication process, and (3) provide management with a tool which is invauable in other
management functions, including recruitment and selection, orientation, work planning, training and others.

General Ingtructions. First, please read the indructions completely and examine the blank form. Second,
complete the identification information requested in Blocks 1-12 in the spaces provided. Next, describe the
responsbilities and duties of the subject postion in your own words in accordance with the specific
ingructions provided below for Preiminary Preparation and for Sections I, I, and Ill. It is essentid that
this information be complete and accurate. Use the space provided on the form and additiond paper as
required. The form should be completed on a word processor using the same number and heading format as
that shown on the form.

Upon completion of the entire description, Sgn and date the form in the space provided (Certification). If
the pogtion is edablished and filled, the description must be reviewed with the employee for higher
acknowledgement of it as a complete and accurate description of assigned responshilities and duties, and
sgned by the employee in the space provided. Any differences should be resolved a this time. The form
should then be referred to the higher levels of management for their review, agpprovd and Sgnature as
further provided, or further clarification or correction if needed. Unless otherwise indructed, the origind
should be forwarded to your agency human resources office. A copy should be retained in your division
file and a copy should be given to the employee.

Preliminary Preparation: The folowing Four Step Method has been desgned to ad you in gathering
reference materias and organizing the information you will need to describe the respongbilities and duties
of the pogtion:

1 Review available program data, work methods, existing work plans, procedurad standards or
guides, written ingtructions, etc., which are relevant to the position.

2. Review the organizationd dructure and determine how any changes have dffected the
position.

3. Identify the major responsbilities of the pogtion. Responsbility is accountability for
procedures, solutions, programs, services and decisions.

4, Define the duties and tasks by which the respongibilities are carried out. Duties are the
component elements or assgned to a position. Duties are made up of tasks. Tasks are the

PD-102R-92 Instructions for Pos Descr
Pagelof 5



most basic eement of work. A task can be defined as an action or action sequence to
accomplish an objective,

Writing the Description: (Sections| through 111)

Provide theinformation requested in this section in the spaces provided in Section | on the
position description form.

A.

B.

A.

Primary Purpose of Organizational Unit: Describe the purpose of the organizationa unit.
(Why it exigs and itsmission.)

Primary Purpose of Position: Provide a brief explanation, which describes the primary
purpose of the position. For supervisory positions, Sate the total number of employees for
which the pogition isresponsible. Also, sate the name and classfication titles of employees
who report directly to this pogtion. If supervison is over one or more organizationd units,
give the name of each unit, name and title of unit head, and the titles and number of
positionsin each unit.

Work Schedule: Statethe norma work schedule of the position, (days and hours), and
whether any shift or seasond variances are required. If the position is supervisory, describe
any shift operations directly supervised.

Changein Responsibilities or Organizational Relationship: For an exigting postion
provide a brief explanation of the bas's and purpose of any change in responsibilities and/or
reporting relationships since the previous description was prepared.

Description of Responsibilities and Duties: This section (1) comprises the main body of

the pogition description in which you are to describe the respongbilities and duties of the postion.
Because the amount of information needed varies among positions, Part A on the form has been | eft
open ended o that you may insert additional paper if needed. Use narrative statements to describe
the respongihilities and duties. Y ou may sdect one of the following two arrangements:

(@D} Order of importance: categorize, arange and number the work by mgor
respongbility in rank order of importance and describe the duties and tasks of each;
or,

2 Sequentiad order: describe the podtion in terms of the sequence of the work. If this
method is used, indicate with a number the rdative rank order of importance of each
responsibility, (i.e, 1, 2, 3, etc., in the number column in the left margin).

Indicate on the form which arrangement you choose. Be sure to indicate the percentage of
time (%) spent on each respongibility as shown in the left margin.

Place an agerik (*) in the left margin by each essential job function. Essentid functions are
the fundamental job duties, meaning the postion exigts to perform the function; there are a
limted number of employees among whom the peformance of the function can be
digributed; and/or the incumbent is hired for expertise or ability to perform the function due
to its high specidization. The Americans With Disabilities Act of 1990 (ADA) and
associated  Federd  regulations  protect  qudified  individuds with  disabilities  from
discrimination in dl aress of employment. To be conddered qudified;, an individud must be
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able to peform the essentid functions of a pogtion, with or without reasonable
accommodation. It is imperative that essentid functions be identified gppropriatdy so that
thereis no discrimination againgt persons with disabilities.

For positions that supervise other employees, describe the responsibilities and duties
covering the following:

1. Planning: Setting programmetic or operationa gods.
2. Organizing and Directing Work: Involvement in directing day-to-day operations.

3. Financial Management: Determining budgetary requirements and managing
operationa budgets.

4, Review: Review of work for conformance with indructions and objectives of the
organization.

5. Per sonnel: Describe the extent of involvement in:
Crientation, initid and orn-going training
Work planning and performance review
Counsdling and disciplining employees
Resolving grievances
Sdection of employees
Sdary recommendations
Designing positions and preparing descriptions
Equa Employment Opportunity programs
Other employee programs

Other Position Characteristics: Following is a lig of indructions concerning other
important position characteristics which are ether (1) involved in the work process, (2)
prescribe requirements or controls concerning the performance of work, or (3) relate to
conditions of work. Explain each separately in the spaces provided in Section Il B. on the
form, congdering only the essentia functions of the postion.

1 Accuracy Required in Work: Describe the nature and degree of accuracy required
in the work.

2. Consequence of Error: Describe the grestest potentia loss, harm or effect upon the
organization, the State or the public should error occur in the work.

3. Instructions Provided to Employee: Describe the type of indructions that are
provided and the extent to which they are verba or written, or detailed or general.

4, Guides, Regulations, Policies and References Used by Employee: Lig the
regulations, laws, rules, policies, procedurd manuds or written operationd
directives that guide the work of the employee or are available for reference.
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10.

11.

12.

Supervision Received by Employee: Describe when, how, and for what purpose the
work is reviewed or checked, whether by observation while in progress, or upon
completion.

Variety and Purpose of Personal Contacts. Identify the various types and purposes
of contact with other persons and provide examples of the more difficult or sengtive
problems or issues, which must be discussed and resolved, negotiated or enforced.

Physical Effort: Describe and quantify the type of physica effort which is required
in doing the work, its frequency of occurrence and durtion.

Work Environment and Conditions. Describe the facility or environment in which
work is peformed. Describe aso any confining or condraining conditions, the extent
to which the employee is exposed to outdoor dements, to any irritants or potentia
natura or crested hazards, didressing events or potentidly harmful from others
State what safeguards are in place or available to relieve or minimize hazards.

Machines, Tools, Instruments, Equipment and Materials Used: Lig the primary
tools, ingruments and equipment which the employee must be able to use to
accomplish the work.

Visual Attention, Mental Concentration and Manipulative SKills: Identify the
work processes which require visud dtention, menta concentration, and any
accompanying manipulative <kills (use of fingers, hands or feet) required to
accomplish the work. Explain how frequently such effort is required and its duration.

Safety for Others: Identify any hazards or work procedures which could be
potentidly harmful to others and what precautions ad rules must be followed to
prevent such occurrences.

Dynamics of Work: Describe and explain the nature, extent, frequency and type of
changes, which impact upon the work, and the cause or source of such changes. If
the pogtion is supervisory, describe the degree of responsbility for assgning and
implementing such changes. (Changes in technology, procedures, policies, seasond
changes, etc., should be included.)

I11. Knowledges, Skills& Abilitiesand Training & Experience Requirements:

Congdering only the essentid functions of the podtion, address the following Statements and
questions concerning the beginning, or entry, (A) Knowledges Skills, and Abilities, and (B)
Training and Experience Requirements. Do not consder duties, which a new employee would be
trained, on-the-job to perform.

A. Lig dl of the Knowledges, Skills, and Abilities essentid to perform the work at the
beginning or entry leve. Include any physicd abilities required.

1

State the minimum level of forma training necessary to aid a person in developing
the entry knowledges, skills and abilities. Please specify area(s) of study and courses,
if possible.

Would this formd training fully prepare an individud for entry into this position? If
not, what type(s) of other training and/or experience (consider paid work, volunteer
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work, or other applicable life experience) would be necessary in addition to the
formd traning?

3. What type(s) of training and/or experience (paid work, volunteer work, etc.) might
be subdtituted as being equivdent to the forma training?

C. Isalicense or certification required by statute to perform the duties of this position? If so,
describe, and identify the Satute.
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