Job Description Overview
Format

· Use numbers or bullets

· Include headings 

· Use proper grammar, spelling, punctuation, symbols and vocabulary 

· Write in phrases

· Use an outline format

· Use bold/italics/font/size to make it easy to read

· Use action verbs to start phrases (action verb - object – purpose)

· No sexist language

Content

· Job Title

· Department

· Reporting Relationship

· Date Revised/developed 

· Exempt/nonexempt status

· Purpose of job

· List essential duties and responsibilities 

· List nonessential duties in separate section 

· Tools and equipment used

· Knowledge/Education needed

· Skills needed

· Certifications needed

· General Qualifications

· Physical and mental demands

· Personal characteristics that are job-related

· Work Environment

· May include benefits if the company has multiple options, a company profile, and an acknowledgement and signature for employee

Making A Job Description ADA Compliant

· By identifying essential job functions and looking for BFOQ’s (Bona-fide Occupational Qualification)

· Making sure the physical requirements are identified

· The job should not be modified for individuals; they must still be able to perform the requirements of the job in order to be hired.











