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Summary Information

This information may be used for posting or advertising the position

Position Title:      
Department Overview:
Summarize the purpose and activities of the department

     
Position Overview:

Summarize the position’s key responsibilities in a brief paragraph

     
Position Qualifications:
	Basic Requirements:

Describe the education, experience, computer/technical skills required for the position.      **Candidates must meet basic requirements to be considered for this position**

1. Years of related experience required:  
2. Required education: 
3. Special licenses required:  
4. Required computer/technical skills:  
5. Other (Describe – i.e., lifting, domestic/foreign travel, foreign language):  

	Preferred Qualifications:

Describe preferred qualifications including additional education, experience or other job related skills, supervisory experience, etc.





Special Work Schedule Requirements (e.g. overtime, evenings, weekends, on call, rotating shifts, etc. Please note that the schedule of exempt employees may vary based on the needs of the department and it is not necessarily limited to a set number of hours.)

         
Detailed Description

I. Responsibilities:

Describe 4-6 responsibilities including a brief outline of supporting activities for each and indicate approximate percent of time spend on each responsibility area; total must = 100%
	Approx.

Percent:
	Responsibilities:

	         %
	     

	         %
	     

	         %
	     

	         %
	     

	         %
	     

	         %
	     


II. Decision Making:

1. Describe the types of decisions made by this position.  What impact do these decisions have on the department, school or university?  What decisions can this employee make independently?

     
2.  What are the effects of this position’s work on business operations?  (e.g. consider authority to make significant financial commitments, represent Tufts in resolving customer concerns, etc.)

     
	III. Competencies:

Tufts competencies describe the knowledge, skills and behaviors required to effectively perform a job in the university.  Describe what is required to be successful in this job.



	Expertise: Requisite skills for the position; sharing of expertise; support of others in learning and skill building; pride in work; commitment to professional development.




	Interaction with Others:  Demonstrated communication skills; openness to different viewpoints; respect shown for others; collaboration on joint projects and decisions; ability to give and receive candid and helpful feedback.

     


	Continuous Improvement:  Measurable improvement made in systems or processes; system efficiency; innovation and creativity; commitment to generating new solutions and ideas.




	Customer Focus:  Attention to and focus on customer satisfaction; effective and appropriate relationships with customers; successfully anticipate and meet the needs of both internal and external customers.
     


	Resourcefulness and Results:  The ability to work effectively in a variety of situations; demonstrating good work habits, flexibility and initiative; using multiple resources to achieve desired results; seeking input and assessing risks when decision making; committing to getting things done.

     


	Leadership:  Model desired behavior for position; act as catalyst for change through positive energy.  (For management positions refer to the Leadership Competency Model.)

     



IV. Physical and Mental Demands: 

The Americans with Disabilities Act requires employers to make reasonable accommodations for a person with a disability.  This information is needed to assist the university in meeting these regulations.

Please list physical demands: (i.e. lifting # of pounds, standing, walking, carrying, pushing, hearing, speaking, seeing, driving, etc.)

     
Please describe physical environment: (i.e. exposure to noise, chemicals, carcinogens, heat/cold, fumes/gases, dirt, radiation, bio-hazardous material, human tissue/fluids, animal tissue/fluids, etc.)

     
Please list mental demands: (i.e. detailed work, frequent deadlines, multiple concurrent tasks, reading, frequent interruptions, frequent contact with people, periods of concentrated attention, etc.)

     
Please list occupational exposures: (i.e. research/laboratory animals, wildlife, domestic animals, livestock/horses, etc.)


V. Supervision:  

If position has primary responsibility for hiring, managing performance, approving changes of status and initiating disciplinary actions, please list the job titles that report to this position.  Please do not include students or temporary employees.
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