Human Resources Use OnlyPRIVATE 

	PRIVATE 


	
	
	
	
	

	
Approved Title
	
Title Code
	
Grade
	 Eff Date
	  Initials
	   Date



University of California


Managers and Senior Professionals


Position Description

1.
Name of Incumbent (or vacant): 
2.
Title of Position: 
3.
Division and Department: 
4.
Work Location: 
5.
New Position or Existing Position (check one):     
[ ] New         [ ] Existing

6.
Percent Time: 




     7.
Today's Date: 

8.
To whom does this position report?


Name of Supervisor: 

Title of Supervisor: 

9.
Essential Responsibilities


(Describe the essential administrative, managerial, and professional responsibilities of this position):

9.
Essential Responsibilities (continued):

10.
Scope:

Describe by classification title or occupational grouping the total number of fulltime equivalent positions under the supervision of this position. Please attach an organizational chart showing the current level of this position and the proposed level.

	PRIVATE 
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Describe the amount and complexity of funds and facilities for which this position is responsible.


11.
Skills, Knowledge, and Abilities

List the essential skills, knowledge, and abilities required for performing the duties of this position.

List the marginal skills, knowledge, and abilities required for performing the duties of this position.


12.
How long have the responsibilities of this position been substantially as described above?


13.
Is this position designated as critical and subject to a background check?  _____Yes       _____No


14.
Signatures:


Employee: 






Date: 

Supervisor: 






Date: 
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