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POSITION DESCRIPTION TEMPLATE
Business and Engineering Business Center
Position Summary
Briefly summarize why the position exists and its role in achieving program objectives. You may want to include information on the university, college, department/ school, program, and position.
Position Duties
Describe the major or most important duties performed by this position.  Be clear about both the overall function and specifics of work performed. Include % for each duty; all duties must add to 100% 
Job Location
Supervisor Information
Leadwork/Supervisory Responsibilities
Supervisory Duties
For professional faculty and classified positions, include a section in the Position Duties that lists the leadwork/supervisory duties to be performed and percentage of time spent performing the duties. Must be included in 100% total.
If yes, what type(s) of employees and how many of each type?
Working Conditions/Work Schedule (briefly describe if outside of typical office environment):
Describe Scholarly Outcomes for Position (professorial faculty only). Include % of time for each duty listed. 
Additional Information
Special Conditions of Employment
Will the employee have access to or work in a laboratory/ facility that houses activities involving diseases or substances that could compromise the health and safety of others? 
Will the employee have access to or work in a laboratory or campus facility that is not considered open to the general public?
Will the employee have access to or work with drugs that are considered controlled substances (generally not available to the public, cannot be purchased "over the counter")?
Will the employee be working with hazardous chemicals/materials OR have access to areas where hazardous materials are stored (chemicals/materials NOT available for purchase by the general public)?
Will the employee have ability to maintain system or database security, ability to reset user passwords, modify user accounts, or grant/revoke system access?
Will the employee have regular unsupervised interaction with minors under the age of 18 or otherwise vulnerable individuals due to compromised physical or mental capacity?
Will the employee operate a privately owned, State-owned, or State-provided motor vehicle in performance of an essential duty?
Will the employee provide care, restraint, or handling of animals in the custody of OSU?
Will the employee have unsupervised access to animals (includes for research purposes or to provide veterinary medical services)?
Will the employee have access to medical records, medical billing information, medical treatment plans, or information about persons which falls under HIPAA compliance or Privacy Act rules?
Will the employee have access to or ability to distribute confidential information about minors who are participating in Youth Programs?
Will the employee maintain department personnel files?
Will the employee have ability to enable local area network connection, have access to restricted or secured data system tables or programs, or serves as or performs functions of a systems administrator?
Will the employee perform duties that involve procurement of hazardous materials OR perform duties that involve packaging, labeling, or shipping items controlled by State or Federal law?
Please answer the following questions.
Will the employee perform functions or duties that require possession of master keys to housing/dining facilities or other facilities that to which access is restricted?
Please save completed template to your computer or unit's shared drive and then send to 
BEBC-HR@oregonstate.edu.
For more information regarding Criminal History Checks, please visit http://oregonstate.edu/admin/hr/ercc/criminal-history-checks. 
For more information regarding Motor Vehicle History Checks, please visit http://oregonstate.edu/admin/hr/policy/dmv-check. 
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