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Writing Job Descriptions 
Introduction  

A well-written job description accomplishes many things.  It helps a potential or current employee 
better understand their tasks and responsibilities.  It helps supervisors in setting expectations and 
evaluating work performance .  It is the basis for job postings, advertising, recruiting and the hiring 
process.  It helps the University correctly classify positions under the classification system and for Fair 
Labor Standards Act classifications.  They help in multiple other compliance-related ways including 
workers’ compensation, Americans with Disabilities Act and more. 

Elements of Job Description 

A job description is a “snapshot” of a job. The job description needs to communicate clearly and 
concisely the responsibilities, duties and qualifications,  – both minimum and preferred experience, 
education,  knowledge, skills and abilities. 

 Primary Purpose summarizes the major purpose of the position.   
Example:  Human Resources Representative 

Under the general supervision of the Director of Human Resources performs duties 
relevant to staffing, recruitment, employee benefits, and other related areas in the 
Department of Human Resources. 

 Essential/Marginal Functions or Duties describe the tasks and job duties performed in the role. 
Describe what they are and not how they are done.   Tasks listed as “essential functions” are the 
two, three or four major tasks which must be  performed with or without a reasonable 
accommodation.  .  One way to determine which task is essential is to answer yes to the 
following question – If this task went away, would the job cease to exist?    If the answer to the 
question is probably not or no, the task should be marked as marginal by including a bracketed 
“M” at the end of it.  We encourage you to review the short resource called Determining 
Essential and Marginal Job Functions  

o List duties in clear, precise statements of fundamental responsibilities, tasks and duties 
performed.  Statements should not describe how to perform a duty. 

o Begin with active verb. 
o Avoid specific terms in identifying reports, systems or processes. 

 Qualifications define the amount of education or experience needed to perform the job as well 
as knowledge, skills, abilities, licensures, certifications and any other job-related requirements.  
Minimum qualifications must be met for a candidate to be considered for a position. The best 
minimum qualifications are measurable like a specific amount of specific experience (not a 
range) or specific level of education.  Soft skills like communication, computer knowledge, 
certain abilities and other skills often fit better in preferred qualifications.   Listing Preferred or 
Desirable qualifications assist in searching for the right candidate.  Preferred qualifications are 
still important but listing them as preferred gives you more flexibility and improves our chances 

http://www.pacific.edu/Documents/hr/acrobat/Determining%20Essential%20and%20Marginal%20Functions%202016.pdf
http://www.pacific.edu/Documents/hr/acrobat/Determining%20Essential%20and%20Marginal%20Functions%202016.pdf
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of hiring for diversity.  For additional information see Determining Minimum and Preferred 
Qualifications.  

 Skills/Knowledge and Expertise should identify knowledge, skills & abilities needed to perform 
tasks.  Each skill and ability be identified by level of expertise as well. 

Example:   
Advanced knowledge of Excel and Microsoft Word. 
Learned knowledge of employment, compensation, benefits, and workers compensation 
laws and regulations. 
Ability to handle confidential information with high degree of sensitivity and discretion. 
Ability to work well independently and as part of a team. 
Ability to professionally communicate with employees and the public and provide a high 
level of customer service. 

 
 Physical Requirements & Working Conditions: Identifies amount of physical exertion needed to 

perform in this role.  For most office positions physical conditions begin with… 
Extended periods of sitting and repetitive hand/wrist motion while using computer 
keyboard and phone.  Occasional standing, walking (or “walking across campus,” if 
applicable), climbing stairs, bending, stooping and reaching. Occasional lifting up to 25 
pounds. 

 Work Environment/Work Week/Travel 
o Identify work environment i.e. Office, laboratory, athletic field, indoors or outdoors. 
o Identify need for evening or weekend. 
o Travel/Valid driver license required.  Incumbent must also be able to meet the 

University’s fleet rules and be eligible to drive for University business.  The University 
insurance carrier reserves the right to exclude applicants based on their driving record. 

 

Resources 
 
To begin follow PeopleAdmin guides on: 

 People Admin Guide Creating a New Position Description  

 or for  existing positions follow:   

PeopleAdmin Guide to Modify Position Description 

http://www.pacific.edu/Documents/hr/acrobat/Determining%20Minimum%20and%20Preferred%20Qualifications%2005%202016.pdf
http://www.pacific.edu/Documents/hr/acrobat/Determining%20Minimum%20and%20Preferred%20Qualifications%2005%202016.pdf

