
Eckerd College

Position Description

Staff (Exempt and Non-Exempt) Positions
	FOR COMPLETION BY DEPARTMENT:
	FOR COMPLETION BY HR:

	Action: 

 FORMCHECKBOX 
 New Position

 FORMCHECKBOX 
 Reclassify a current Position

 FORMCHECKBOX 
 Update Position Information


 FORMCHECKBOX 
 Other 
	Salary Plan: 

 FORMCHECKBOX 
 Non-Exempt (Hourly)
 FORMCHECKBOX 
 Exempt (Salaried)
 FORMCHECKBOX 
 Full-Time

 FORMCHECKBOX 
 Part-Time


 

	Department:      
	Position Number:           

	Current Title:      
	Approved Title:   

	Proposed Title (if applicable):      
	Proposed Salary/Hourly Rate:

	Proposed Salary/Hourly Rate:      
V.P./Supervisor Approval:
	HR Approval:      
Budget Approval:

   


Essential Functions of the Position (Major Duties and Responsibilities)
	Provide a brief description of each of the major duties and responsibilities of this position in the space provided below. 



	1.      

	2.      

	3.      

	4.      

	Does this position have the authority to make an independent decision without consulting with supervisor? (i.e., whether the employee has the authority to formulate, affect, interpret, or implement management policies or operating practices)
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	Does this position have primary responsibility for performing office or non-manual work directly related to the management of the department such as budgeting, purchasing, and advertising?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	Does this position exercise discretion and independent judgment with respect to matters of importance in the office or department? (financial, personnel)
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	Does this position evaluate possible courses of action and then make a decision or recommendation after considering the various
possibilities?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No


Supervisory Responsibility
If this position has supervisory responsibility, list the titles of all positions that report directly to this position in the space below.  (If student workers, list the number of Full-time equivalents supervised by this position on an annual basis)
	Job Title 
	Position Number (s)

	     
	     

	     
	     

	     
	     

	     
	     


Responsibility for Financial Transactions
	This position has signature responsibility for approving financial transactions.
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	This position has responsibility for electronic approval of financial transactions.
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	This position is responsible for preparing financial transactions for approval by others.
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	This position has responsibility for reconciliation of financial transactions.
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	This position is responsible for cash transactions (including cash, checks, p-cards, and/or other financial instruments), fulfilling one of the four roles in the cash management process (recordkeeping, authorization, custody, or reconciliation.)
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	This position is responsible for developing and managing office or departmental budgets.
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No


Other Specific Requirements for Testing, Certification, or Legal Compliance
Please check the boxes below to indicate whether any of these specific requirements apply to this position.
	Does This Position Require?

	 FORMCHECKBOX 
 Typing Test

	 FORMCHECKBOX 
 10-Key Test

	 FORMCHECKBOX 
 Florida Notary certification

	Other:      


POSITION DESCRIPTION MUST BE ATTACHED

 FORMCHECKBOX 
 We would like to have the following listed person(s) considered for this position 


     
 FORMCHECKBOX 
 We do not want to advertise off campus

 FORMCHECKBOX 
 We would like to advertise off campus in the following locations.


 FORMCHECKBOX 
  St. Petersburg Times
 FORMCHECKBOX 
  Tampa Tribune


 FORMCHECKBOX 
  Chronicle of Higher Ed
 FORMCHECKBOX 
  Other      


Budget # for off campus advertising: 
     
Eckerd College
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