MARIETTA COLLEGE JOB DESCRIPTION

POSITION TITLE:       
DEPARTMENT:          



 HOURLY OR SALARIED?       
JOB INCUMBENT’S NAME:       

WRITTEN BY:
           




DATE:       
POSITION SUMMARY:  (Write two or three sentences stating the job’s general purposes and principal function.  Why does this job exist?  What are the expected results of the job?  WHAT is to be done, HOW is it to be done, and WHY is it to be done?  Be brief and clear.)

     
ESSENTIAL FUNCTIONS:  (List the principal duties that anyone performing this job must be able to do.  Focus on responsibilities, not the tasks through which the employee meets the responsibilities.)  

     
OTHER RESPONSIBILITIES:  (These may be marginal in nature; they are incidental and are not essential to the effective performance of the job.  You may include tasks specific to the job incumbent in this section.)

     
EDUCATION, EXPERIENCE AND SKILLS REQUIRED:  (What are the required minimum acceptable standards for anyone to be able to perform this job?  Is there any special knowledge, skills or training required to perform this job?)

     
