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JOB DESCRIPTION

	Name of Incumbent:
	     
	Current Job Title:
	     

	Location:
	     
	Department:
	     
	Date:
	     

	Supervisor’s Name:
	     
	Supervisor’s Title:
	     


	PURPOSE OF JOB

	     

	LIST PRIMARY DUTIES AND RESPONSIBILITIES

	     

	

	LIST PRIMARY DUTIES AND RESPONSIBILITIES  (continued)

	     


KNOWLEDGE AND SKILLS
1.  Please check the minimum educational level which this position requires.

2.  List major of degree (e.g., Accounting, Mechanical Engineering, etc.) for specialized training required.

3.  Indicate other special knowledge or equivalent experience required in lieu of and/or supplemental to formal           
education.

	PRIVATE 
Min.

Educ.

Level
	Education
	Major
	Job Experience

	     
	High School Graduate
	     
	     

	     
	Specialized Training
	     
	     

	     
	Associate Degree
	     
	     

	     
	Bachelor Degree
	     
	     

	     
	Graduate Degree
	     
	     


INDICATE THE NORMAL AMOUNT OF RELATED EXPERIENCE NECESSARY TO PERFORM THE DUTIES OF THE POSITION
	 FORMCHECKBOX 

	No Related Experience
	 FORMCHECKBOX 

	Over 3 Years up to 6 Years

	 FORMCHECKBOX 

	Less than 12 Months
	 FORMCHECKBOX 

	Over 6 Years up to 10 Years

	 FORMCHECKBOX 

	Over 1 Year up to 3 Years
	 FORMCHECKBOX 

	Over 10 Years


SCOPE AND MAGNITUDE
Please attach, if appropriate, a description of the scope and magnitude of the position in terms of organization, markets, product sales, production, average capital employed, budgets, capital expense budgets, etc.

ORGANIZATION CHART
Please attach, if appropriate, an organization chart listing the names and job titles of employees supervised on a direct basis.  Also indicate whether each employee is exempt or nonexempt.

Incumbent's Signature
                                                                                        Date                       
_____________        
Supervisor's Signature
__________________________________________   Date _________________________
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