Writing Inclusive Service Descriptions


Service Description Form

Position Title:

Immediate Supervisor:

Supervisor’s Title:

Phone:

Email:

Main Purpose of this Position:

	


Location(s) where service will be performed:

Machines, tools, electronic devices, communication devices, software, and other tools typically used to accomplish the tasks of this position:

Education, experience, or specialized training requirements:

Special conditions of service (if any):

Position Duties: List both essential and marginal functions and their related tasks, starting with those that are the most important. A function is a distinct area of responsibility; a task is a particular work action performed to accomplish this function. Indicate the appropriate amount of time spent on each function, using percentages. The statements below are intended to describe the nature and level of work being performed within this position. They are not intended to be an exhaustive list of all responsibilities, duties, and tasks.

	Percent of Time
	Duties and Tasks – Essential Functions

	
	Essential Functions – the tasks or duties that re fundamental and critical to the performance of this position.




	Percent of Time
	Duties and Tasks – Marginal Functions

	
	Marginal Functions – those activities that are seldom or intermittently performed. The position does not exist to perform these functions and their removal would not fundamentally alter the nature, purpose, or result of the essential tasks to be accomplished by the National Service participant.




Is a driver’s license required to perform the essential functions of this position?

 FORMCHECKBOX 
 yes

 FORMCHECKBOX 
 no


Type of License:
Comments:

Can attendance hours be adjusted?

 FORMCHECKBOX 
 yes

 FORMCHECKBOX 
 no


Comments:

Type of supervision received:
 FORMCHECKBOX 
 Close Supervision
 FORMCHECKBOX 
 General Supervision
 FORMCHECKBOX 
 Off-Site Supervision

List examples of written materials – such as correspondence, reports, or significant compositions – that the person in this position would be required to produce:

List examples of written materials – such as correspondence, reports, or significant compositions – that the person in this position would be required to access and comprehend:

Does this person in this position perform any of the following functions? If yes, provide examples:

a) Gather Information:

b) Identify Key Issues:

c) Analyze the impact of alternative solutions:

d) Make Recommendations:

List contacts with other (internal and external) and describe the purpose and frequency (daily, weekly, occasionally) of contact:

Name/
Title of Person/Organization

Purpose

Frequency


Is this position subject to testing? If yes, list tests:

Is this position subject to a background check? If yes, list type of background checks:

Worksheet completed by:

Name

Title:

Date:
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