ORGANIZATION NAME

Title: Salary Range/Grade:
Supervisor: Exempt/Nonexempt Status:
Department: Location:

SUMMARY OF POSTION:

The information in this section should describe the essential functions of the position.
For example:
. What is the job’s purpose?

. How does the job fit within the organization?

. What are the key internal and external relationships of this position?
. What processes does the job support?

. What are the main challenges facing this role?

MAJOR DUTIES & RESPONSIBILITIES:

The purpose of this section is to highlight the high-priority/high-frequency
work that must be performed in the role, not to provide an exhaustive
list of every task.

QUALIFICATIONS:

Education/Certification Requirements:

Experience Level:

Technical Skills:

Other Skills:

This job description describes the general duties and responsibilities of the position. It is not a
complete list of duties, and the staff member may be required to take on additional duties and

responsibilities as required by the needs of the association.

VERSION & DATE: e.g., Version 3, January 5, 2016
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