Job Description Template
 Thomas Jefferson University &

Jefferson University Physicians 
Jefferson’s policy is to classify all jobs and establish appropriate titles and salary ranges based on what is written in the job description.  Therefore, the description should accurately reflect the primary functions of the job and identify the duties on which a person will be evaluated and held accountable.   

Job descriptions also provide a definition of the job to an applicant or employee and are used to determine if a person is capable -- with reasonable accommodation -- of performing essential job duties. Before you complete the job description template, please read the following carefully.

If the job has not yet been classified, i.e., it is newly created or substantive modifications to an existing description have been made, then

1. Complete all required information EXCEPT the classification section at the top of the form.

2. Send the job description as an e-mail attachment to james.ortlieb@jefferson.edu in Direct Compensation.  The job will be classified and the description returned to you by e-mail.  

If the job is already classified (the job number, salary grade and FLSA class have already been assigned), then

1. Complete all required information INCLUDING the classification section at the top of the form.

2. Send the form as an e-mail attachment to james.ortlieb@jefferson.edu in Direct Compensation.  The endorsed job description will be entered into our system and a copy  returned to you by e-mail.  

Please make a copy of the fully signed job description give it to the employee.

If you have any questions, call Human Resources Direct Compensation at
215-503-4437
JOB DESCRIPTION

	JOB TITLE:   

	
	JOB NUMBER: 

	EMPLOYER:
	SALARY GRADE: 

	[ ] Thomas Jefferson University 
	[ ] Exempt

	[ ] Jefferson University Physicians
	[ ] Non-Exempt

	[ ] Other
	

	
	[ ] CHECK HERE IF CARE GIVER 

	DEPARTMENT: 
	

	DIVISION: 
	REPORTS TO (TITLE)


PRIMARY FUNCTION:  
ESSENTIAL FUNCTIONS: 

(Please list the fundamental job duties of the position approx 3-5)
· Interacts with co-workers, visitors, and other staff consistent with the core values of the University.
_________________________________________________________________________
WORK ENVIRONMENT:
The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of the job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Frequency: Rarely (<15%) Occasionally (16-45%)  Frequently (>46%)

	Physical Demands
	Weight

	
	Light
	
	Medium
	
	Heavy
	

	
	1-25 lbs.
	
	26-50 lbs.
	
	50+ lbs.
	

	Lifting
	R
	[  ]
	O
	[  ]
	F
	[  ]
	
	R
	[  ]
	O
	[  ]
	F
	[  ]
	
	R
	[  ]
	O
	[  ]
	F
	[  ]
	

	Carrying
	R
	[  ]
	O
	[  ]
	F
	[  ]
	
	R
	[  ]
	O
	[  ]
	F
	[  ]
	
	R
	[  ]
	O
	[  ]
	F
	[  ]
	

	Pushing/Pulling
	R
	[  ]
	O
	[  ]
	F
	[  ]
	
	R
	[  ]
	O
	[  ]
	F
	[  ]
	
	R
	[  ]
	O
	[  ]
	F
	[  ]
	

	Other, list:      
	R
	[  ]
	O
	[  ]
	F
	[  ]
	
	R
	[  ]
	O
	[  ]
	F
	[  ]
	
	R
	[  ]
	O
	[  ]
	F
	[  ]
	


	Physical Demands:
	R
	O
	F
	Physical Demands:
	R
	O
	F

	Standing
	[  ]
	[  ]
	[  ]
	Stooping/Kneeling
	[  ]
	[  ]
	[  ]

	Sitting
	[  ]
	[  ]
	[  ]
	Crouching/Crawling
	[  ]
	[  ]
	[  ]

	Walking
	[  ]
	[  ]
	[  ]
	Reaching 
	[  ]
	[  ]
	[  ]

	Talking 
	[  ]
	[  ]
	[  ]
	Hearing
	[  ]
	[  ]
	[  ]

	Driving
	[  ]
	[  ]
	[  ]
	Seeing
	[  ]
	[  ]
	[  ]

	Balancing/Climbing
	[  ]
	[  ]
	[  ]
	Turning/Twisting/Leaning
	[  ]
	[  ]
	[  ]

	Other, list: 
	[  ]
	[  ]
	[  ]
	Other, list: 
	[  ]
	[  ]
	[  ]


	Mental Demands:
	R
	O
	F
	
	Working Conditions:
	NA
	R
	O
	F

	Problem-solving 
	[  ]
	[  ]
	[  ]
	
	Indoor
	[  ]
	[  ]
	[  ]
	[  ]

	Decision-making
	[  ]
	[  ]
	[  ]
	
	Outdoor 
	[  ]
	[  ]
	[  ]
	[  ]

	Supervise
	[  ]
	[  ]
	[  ]
	
	High temperatures
	[  ]
	[  ]
	[  ]
	[  ]

	Interpret data 
	[  ]
	[  ]
	[  ]
	
	Cold temperatures
	[  ]
	[  ]
	[  ]
	[  ]

	Organize 
	[  ]
	[  ]
	[  ]
	
	Loud noise 
	[  ]
	[  ]
	[  ]
	[  ]

	Write
	[  ]
	[  ]
	[  ]
	
	Fumes
	[  ]
	[  ]
	[  ]
	[  ]

	Plan 
	[  ]
	[  ]
	[  ]
	
	Confined Areas
	[  ]
	[  ]
	[  ]
	[  ]

	Other, list:     
	[  ]
	[  ]
	[  ]
	
	Other, list:     
	[  ]
	[  ]
	[  ]
	[  ]

	Equipment Use:
	NA
	R
	O
	F
	
	Equipment Use:
	R
	O
	F

	Telephone
	[  ]
	[  ]
	[  ]
	[  ]
	
	Other, list: 
	[  ]
	[  ]
	[  ]

	Computer          Level: 
	[  ]
	[  ]
	[  ]
	[  ]
	
	Other, list:
	[  ]
	[  ]
	[  ]


	Copier
	[  ]
	[  ]
	[  ]
	[  ]
	
	Other, list: 
	[  ]
	[  ]
	[  ]

	Fax
	[  ]
	[  ]
	[  ]
	[  ]
	
	Other, list: 
	[  ]
	[  ]
	[  ]





Computer Levels: Beginner, Intermediate, Advanced

_________________________________________________________________________
Bloodborne Pathogen Exposure Classification: (Select one)  

[ ] A All or almost all employees have exposure to blood & body fluids, tissues, or diagnostic/therapeutic materials of human origin.

[ ]  B Some employees have exposure to blood & body fluids, tissues, or diagnostic/therapeutic materials of human origin.

[ ] C No employees have exposure to blood & body fluids, tissues, or diagnostic/therapeutic materials of human origin.

_________________________________________________________________________
OTHER FUNCTIONS AND COMPETENCIES needed in addition to Essential Functions:
(List Functions here.):
_________________________________________________________________________
EMPLOYEE CORE VALUES

	At Jefferson, certain values shape and influence all of our decisions and actions.  These values are:
	

	1. Customer Service/Service Excellence

Gives customers full attention and treats them with empathy and respect; anticipates, listens to and promptly responds courteously to their concerns; assumes personal responsibility and takes initiative to meet service requirements; contributes to sustaining an optimal environment for customers and team members and demonstrates a positive attitude.  
	

	   A.     Safety

Knows policies and procedures applicable to assigned duties.  Is aware of potential hazards and uses sound judgment before taking preventative or corrective action.  Promptly reports errors/events or situations of actual or potential harm.  Understands emergency procedures and can demonstrate appropriate response.    
	

	B. Teamwork

Works effectively with others toward common unit goals; actively contributes, establishes and sustains a positive impact on people; expresses opinions and ideas; is straightforward and tactful in language; expresses regard for others’ contributions, responds to requests and leadership of supervisor both verbally and non-verbally; performs work assignments with minimum need for supervision and guidance; receives and provides constructive feedback and demonstrates an openness to continuous learning ; uses organizational opportunities to learn. Accepts accountability for own performance.
	

	C. Awareness

Understands and acts to advance Jefferson’s mission.  Seeks help to improve performance; takes an active interest in learning all aspects of job; learns from mistakes. Takes pride in doing their job and in Jefferson.  Represents the organization in a positive way and understands that their actions represent the organization.   
	

	   D.    Respect

Displays a caring, respectful attitude to people of different cultures, ages, abilities and genders; acts with consideration for the needs of patients, visitors, coworkers, students, and volunteers; listens to others’ concerns and ideas and checks for understanding; adjusts behavior, style or schedule as situations change, questions to find out others’ perspective; makes decisions and takes action from a consistently customer-focused approach.
	

	2.      Communication

Expresses thoughts, ideas and information using clear language; actively listens; stays informed by using multiple communication sources; contributes to team success by openly sharing ideas and concerns appropriately; keeps management and co-workers informed; provides honest, constructive feedback in a non-threatening manner; questions to understand others’ perspectives; remains calm and non-defensive in the face of criticism or complaint.
	 

	3. Integrity/Organizational Responsibility

Complies with Confidentiality Policy and Code of Conduct.  Acts in an ethical, honest and appropriate manner within the workplace.  Operates within policies and procedures.  Displays proper identification.  Utilizes facility resources in a cost-effective manner.
	

	4. Innovation/Problem Solving/Analytical Skills

Demonstrates initiative, learning from best practices and experience; sets goals and priorities; anticipates problems and establishes limits; generates innovative alternative courses of action considering possible consequences; makes decisions for the good of the whole based on analysis, experience and judgments; offers suggestions without waiting to be asked; shows an energetic and positive approach to work.
	

	5. Reliability/Attendance

Demonstrates dependability in meeting multiple deadlines and completing responsibilities. Operates within facility and department guidelines and procedures for attendance, lateness and breaks; demonstrates a consistent commitment to regular attendance and punctuality; schedules and uses time efficiently.
	


Population Specific Patient Care Responsibilities 


[ ] Yes    [] No
Check Yes, if this job requires providing services to various populations in a manner that demonstrates an understanding of the medical requirements of the individual’s population. 

DECISION MAKING AUTHORITY:

Check the box(s) which come closest to describing the decision making authority required in this position:

( Decisions are made within the limits of clearly established policies, procedures, or instructions.

( Decisions are made requiring limited interpretation of policies, procedures, or instructions.

( Decisions are made requiring broad interpretation of policies, procedures, or instructions.

( Decisions are made on almost any job related issue.

( Decisions are made on issues that affect broad-based policy.

SUPERVISORY RESPONSIBILITIES:

Check the box(s) below that are supervisory responsibilities of this position, if applicable:

( Instructing



( Hiring/Terminating
( Assigning Work

( Reviewing Work


( Disciplining

( Assessing Performance

____________________________________________________________________
DEGREE OF SUPERVISION RECEIVED:


[ ]     Close

[ ]
General

[]    Minimal
_________________________________________________________________________

POSITIONS, SUPERVISED OR DIRECTED (TITLES AND APPROXIMATE NUMBERS):
_________________________________________________________________________
INTERNAL/EXTERNAL CONTACTS:

_________________________________________________________________________
EDUCATIONAL/TRAINING REQUIREMENTS:

_________________________________________________________________________
CERTIFICATES, LICENSES, AND REGISTRATION:
_________________________________________________________________________
EXPERIENCE REQUIREMENTS:
________________________________________________________________________
ADDITIONAL INFORMATION:

_________________________________________________________________________
DESCRIBED BY:


   DEPARTMENT HEAD:

HUMAN RESOURCES:

Original Date

1st Revision

2nd Revision

3rd Revision

Revised 06/01/10


