POSITION DESCRIPTION (PD)

A Position Description (PD) is a standardized job description form used by Tarleton State University to record the duties, responsibilities, and qualifications sought, and fiscal impact of classified and non classified staff positions.  This information is the basis for determining the title, salary rate, and Fair Labor Standards Act exemption status for employee positions.  To achieve these purposes, it is essential that detailed and exact information pertaining to current duties, responsibilities, and qualifications be accurately recorded.

A PD must be completed for each budgeted position before a position can be created.  PDs should be updated any time the duties of a position change, during the annual performance evaluation, or when a vacancy occurs.

Definitions

New Position – A position that currently does not exist in the Comprehensive Pay Plan is considered a new position to Tarleton. A concise justification, organizational chart and an evaluation is required to establish a new position. Working with the department, Human Resources establishes the title, title code and determines the salary range for the position. 

Reclassification – When the job duties and/or required qualifications of a position are re-evaluated and the position is assigned to a new classification. The re-evaluation of job duties and/or qualifications should be sufficient enough to warrant a study by Human Resources and make a change to the essential function of the position or required qualifications from when it was originally established. A position that is re-evaluated may be assigned a lower or higher salary range and/or title. 

Update – Over a period of time a position’s functions might need to be updated to reflect changes in technology or various other changes. These changes should not be so severe as to affect the essential functions of the position. An update of a position does not require an evaluation by Human Resources and no change to the positions title or salary is made.

Certify – Employees must certify their position description at the time of hire and yearly at the time his or her annual performance appraisal is conducted.  If changes have occurred in the position's duties and responsibilities, the supervisor is responsible for updating the position description through Tarleton Connection.  This will ensure that both supervisor and employee are in agreement regarding position duties and responsibilities.

Information from the PD is used to:

· Match a position to comparable positions to assign an appropriate job code, title and salary grade.

· Match a position to salary survey jobs for market pay information.

· Reflect the current responsibilities of the position for use during annual performance evaluations and new employee orientation.

· Determine whether the position is exempt or nonexempt from the overtime provisions of the Fair Labor Standards Act.  See FLSA Exempt/Nonexempt Determination in this handbook.
· Establish education, work experience, certification and physical requirements necessary for performance of the essential job functions.

· Designate security-sensitive positions.

COMPLETING THE PD

When filling out a PD:

· Focus on the position rather than on a particular employee's or prospective employee's skills and abilities to ensure an objective description of position requirements.

· Describe the position's current duties and responsibilities, not ideal duties and responsibilities.

· Complete each field. Do not understate or overstate responsibilities.

· Consider the typical job duties over the entire year, not obscure or unusual tasks that are rarely performed.  Be sure to list the percentage of time throughout the year spent on each item.

For instructions on creating a new position description, reclassifying an existing position or updating a position description in Tarleton Connection go to: https://jobs.tarleton.edu/hr
Approvals

PDs reclassifying existing positions must be approved by the employee's supervisor, department head (if different from supervisor) and the department head's supervisor and finally the appropriate Vice President/Executive Director.   Some PDs may require the President’s signature.  (The employee should certify the PD after the department receives notification from Human Resources that the reclassification is approved.

PDs updating existing positions (including determination of FLSA exemption status) must be approved and forwarded for approval up through the appropriate Vice President/Executive Director.  Once approved by Human Resources, the employee will need to log into Tarleton Connection and certify their position description. 
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