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How to Write or Change an Exempt Job Description
For significant changes to job descriptions, a job audit may be required.  Please contact Amy Adams, Manager of Employment, Employee Relations and Compensation, at ext. 2156.
“Superficial” / Format Instructions

· Murray State’s logo and “Your world to explore” tag line must appear at the top, and a page border must be used.

· Use Arial 14pt bold font for job title.  Use Arial 11pt for all other characters.

· Margins are top-0.6, bottom-0.4, left & right sides-0.5.

· The “updated date” is the date that the supervisor is writing or updating the job description.

· The filename is the exact job title as written on the job description and it must have the date at the end of the filename.  E.g., “Employment Specialist 1-1-2011.doc”
Instructions for what to write (Content)
· The FLSA status (Exempt or Non-Exempt status following the regulations established in the Fair Labor Standards Act) is determined by HR.
· The Summary Description is a very brief statement (less than 30 words) that would describe the job to a layperson.  E.g., For an Employment Specialist, “Facilitate employment process for staff and faculty.  This includes working with Departments on their staffing needs and managing the hiring, advertising, and/or exit process.”

· Responsibilities and Duties

· Should be active.  E.g., “Oversees administration of the COBRA program.”

· Should generally be in order of importance or in order of time taken to handle a specific responsibility or duty.

· The description of each individual duty should be brief – 30 words or less.

· Should not include many present participles (words ending in -ing). E.g., “Acting as a liaison between Chairs and Deans,” should be “Acts as a liaison…”
· Requirements – Education and experience.

· Put a “Bachelors or higher…” so that no confusion exists regarding minimum educational requirements.  Adding “or related field” is suggested to broaden the field of study that is acceptable for the position.  
· State specifics as much as possible.  See examples below.

	Not Good
	Good

	Requires a Bachelor’s degree.
	Requires a Bachelor’s degree or higher in any major.  (May use the more formal “Requires the Bachelor’s degree…”)

	Life savings skills required.
	Requires a Red Cross certification for life saving.

	4 years of experience required.
	Requires 4 years of paid work experience in a procurement office.


· Do not use the word “desired,” but simply state “preferred,” consistently.

· The supervisor’s name, position number, & FOAPAL should not be included in the job description.

· The specific number of people supervised should be stated in general terms, e.g., “supervises from 2-5 student workers,” or “supervises clerical office staff.”

· Put general skills on one or two bullet points.  E.g., “Requires good interpersonal skills, organization skills, and good writing & presentation skills.”
· Don’t forget, “Other duties as assigned.”
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