This worksheet has been prepared to assist you in describing the duties and
responsibilities of your position. Please complete it and return it to your Supervisor.

Name Date
Title

Department

Immediate Supervisor Title

1. General Responsibilities

Describe briefly the major duties and responsibilities of your position in a way
that is clear to someone not familiar with your work.

2. What are the most important aspects of the work you perform?

3. What are the most time consuming activities of your position?

4. Independent Action

List the types of work-related problems or questions you refer to your
Supervisor.
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