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The Position Description describes the union position in terms of its duties, responsibilities and requirements.



This should be completed for each union job within the department by the Department head; reviewed by the incumbents in that job title and then sent to Human Resources.  Only one job description is required for each union job title.  Reference should be made to generic descriptions listed in the 1199 union contract for Research Technician
s
.





Section I - Summary of Position:

This section should contain a brief statement (one or two sentences) indicating the basic function or purpose of your position.  This does not require a detailed list of activities, but rather should  focus on a general overview of your position’s responsibility.





Section II - Specific Duties

This section asks for a series of brief statements which describe the position’s specific activities.



	Specific Duties:  Start each statement with an action verb that best describes the activity 	performed.  First, list the primary activities, and then state the secondary activities, or 	duties that are performed infrequently.



	Percent of Time:  Estimate the approximate percent of time required for each activity.  	The total of all activities should add up to 100%.
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 Section III - Knowledge, Skills, Ability

This section might contain:



	minimum education or certification required

	knowledge of and skill in operating equipment, computer skills, technical skills

	ability to communicate, verbal and written

	specialized or technical knowledge

	prior years of experience in specific area
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