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AHEC NON-CLASSIFIED JOB DESCRIPTION
6. Supervision of Others (List titles and functions and include Department Organizational Chart):
Title
Functions
(Please attach additional pages, if necessary) 
9. Please list comparable positions from other institutions or organizations, base salary (exclusive of fringe benefits), and contact names and telephone numbers: 
Please note this description may not be all inclusive. A Non-Classified employee may be required to perform other work duties as assigned by supervisor or management.
Signatures:
INSTRUCTIONS FOR COMPLETING NON-CLASSIFIED JOB DESCRIPTION
1.          JOB SUMMARY
This section determines the major purpose for which the job was created. The major purpose is a summary of the essential functions of the job.
 
2.          ESSENTIAL FUNCTIONS
An Essential Function is one that meets the following criteria:
•       The reason the position exists
•       There are a limited number of other employees available to perform this function
•       Highly specialized, and the person is hired for this special expertise or ability to perform it             
•       Judged by the employer (delegated appointing authority) to be essential. This judgment is based on factors such as the amount of time spent performing the function, the consequences of not performing the function, the terms of any work agreement, and the nature of the work or unique organizational structure.
 
3.          FINANCIAL RESPONSIBILITY
List direct operating budget responsibilities and fiscal impact of program area.
 
4.          PRINCIPAL INTERACTION
List type of contacts, both internal and external to the AHEC organization, and the purpose of these contacts as it relates to the organization.
 
5.         ACCOUNTABILITY OR RESPONSIBILITY
This is a description of the role and ability of the position to affect an organizations operations and/or success levels. This includes decision-making and policy authority.
 
6.          SUPERVISION OF OTHERS
List the titles and job functions of persons supervised and include the departments organizational chart.
 
7.         PROFESSIONAL REQUIREMENTS
Describe specialized experience, training, certification or education required for this position.
 
8.          UNIQUE PERSONAL CHARACTERISTICS
Describe physical characteristics, mental abilities or personal traits required to effectively carry out the job responsibilities.
 
9.          List comparable positions from other institutions or organizations, the position's base salary (excluding fringe benefits), and contact names with telephone numbers.
 
RETURN COMPLETED FORM TO YOUR DESIGNATED APPOINTING AUTHORITY
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