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Position Description

Position Title: 


Department:  
Reports To:  Position title

Number of Incumbents:  

FLSA Status: (To be completed by HR)

Position Number: To be completed by HR  

Description:  Overview of position responsibilities – typically one or two sentences.
Responsibilities (essential functions):

· A bulleted list of the position’s key responsibilities, duties and accountabilities.  This list should include all of the essential functions of the position and should be developed with consideration to:

· Actual position responsibilities, duties and accountabilities carried out by current or past employees in the position.

· Those responsibilities that focus on the reason this position exists at Juilliard.

· This section is intended to include a summary of the key responsibilities.  A detailed list of action steps and subtasks is not appropriate.

Position Title


Minimum Requirements:

· A bulleted list of minimum requirements to fill the position, including: education, years of experience, specific experiences and skills, industry experience, ability to travel, and requirements that focus on behaviors or competencies (e.g., consultative skills, teamwork and collaboration, communication skills, decision-making).

Preferred Background:

· A list of requirements that are desirable, but not minimum requirements.  

Physical Requirements (see attached checklist)

Date Description Completed or Updated:                                           .                   

Manager Completing Description:                                                                      .                                                      

This description provides the key responsibilities and requirements of the position.  It is not intended to be an exhaustive list of all responsibilities.  Other duties may be assigned as needed to meet The Juilliard School’s goals.

The Juilliard School

Physical Requirements Checklist

The following is a checklist of a number of the principal physical requirements of a position with The Juilliard School.  This document is intended to accompany, and should be read in conjunction with, the job description for the position.  This is not intended as an exclusive list of essential functions for the position.  Certain general requirements and functions – such as regular and predictable attendance at work and working cooperatively with coworkers – apply to all positions at The Juilliard School and are not specifically listed here.

	Position Title
	

	Department
	


Please indicate, by putting an X on the line, the requirements of the job listed below.  Do not mark a line that does not apply.

           

Frequency (% of time)

	Physical
	Requirements 
	Frequent
	
	Occasional
	
	Infrequent

	
	
	(60-100%)
	
	(20-60%)
	
	(<20%)

	
	
	
	
	
	
	

	
	Lifting/Carrying        lbs.
	
	
	
	
	

	
	Working at Heights      ft.
	
	
	
	
	

	
	Sitting
	
	
	
	
	

	
	Standing
	
	
	
	
	

	
	Walking
	
	
	
	
	

	
	Bending
	
	
	
	
	

	
	Stooping
	
	
	
	
	

	
	Twisting
	
	
	
	
	

	
	Pushing
	
	
	
	
	

	
	Reaching
	
	
	
	
	

	
	Repetitive Motion
	
	
	
	
	

	
	Noise Exposure
	
	
	
	
	

	
	Operating Moving Machinery
	
	
	
	
	

	
	Operating Vehicles
	
	
	
	
	

	
	Chemical Usage
	
	
	
	
	

	
	Traveling
	
	
	
	
	

	
	Wear personal protective equipment
	
	
	
	
	


Please describe the above and/or any other necessary physical requirements.                                                                                                                                            

                                                                                                                                                                 .

Questions:

Does the job require:

              Specific visual skills, e.g., extensive reading, computer monitor use, normal color vision, depth perception?

              Specific hearing requirements?      


Please describe                                                                                                                         .                                                                                                                                                                                                                                              

                                                                                                                                                                 .    

Are there any unusual aspects of the facility (e.g., outdoor exposure, particularly noisy environment) at which the position would be performed?                 Yes                    No     


Please describe                                                                                                                         .                                                                                                                                                                                                                                              

                                                                                                                                                                 .                                                            
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