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Disclaimer: This is not intended to be considered legal advice. 
Consult an attorney for questions and/or clarification.

Defines expectations for both sides (employer and employee)
Helps you choose the right person for the position based on skills or abilities 
In the interview process you can ask the candidate if they’ve read the job
description and to tell you if they can or cannot do the duties listed.  If it’s
related to a disability, it can start a conversation about reasonable
accommodations to take place in order to be able to handle the job functions
Gives you a reason to say no if they don’t have the skills needed to for the job
without being discriminatory

Purpose of a Job Description:

Having a foundational job description sets you up for success
because you know exactly what you’re looking for in a potential
new employee AND those applying for the position know what
would be expected of them in that role.

In your downloads for Job Descriptions, you’ll see both the formatted official job
description and then you’ll see one that is a handout with application. There’s
also a blank template for you to create a description for a position not yet listed. 



 Elements of a Job Description

EXEMPT: In general it is a salaried employee with executive administrative or
professional duties – they don’t get overtime or qualify for minimum wage
NON-EXEMPT: Paid at least minimum wage and if they work more than 40 hours, they
receive OT pay at 1 ½ times normal rate

Attached to this module, you’ll find the job descriptions for different job positions.  Each
one follows the blank job description worksheet:

Job Title and Classification: What you’re calling the position and classification is either
EXEMPT or NON-EXEMPT.

Date of Creation / Date of Revision: Date the job description was initially created and the
date(s) of any revisions

Reports To: Who is this person’s boss? You? Manager? A Senior Resale Associate?

Compensation: The hourly or salary range for the position

Overall Position Description:  Generalized job functions of the position.  The more specific
tasks will be listed in the job duties/functions.

Job Duties or Function:  List out what this position is responsible for and how often it is to
be completed.  You can have a mix of attribute-type and actual physical duties of the job.

Competency:  The skills, knowledge and abilities they person must have in order to do
fulfill this position.

Work Environment:  The physical environment like temps, noise level, or other
components that could affect them

Physical Demands:  The physical demands such as: bending, going up ladder, standing on
hard surface for up to your longest shift, etc

Required Experience:  The skills/attributes the candidate must have for consideration of
the position

Preferred Experience:  The skills/attributes you wish the "perfect" candidate had for the
position

Position Type: full or part-time, hours/shifts, days, nights, holidays, weekends.

Disclaimer: the wording of "additional duties as needed" to limit hearing "that's not in my
job description".
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