MINNESOTA STATE COLLEGES AND UNIVERSITIES   
POSITION DESCRIPTION A

Winona State University



Employee Name: 





Position Control Number: 

Division:






Activity: 

Classification Title:





Working Title: 

Prepared By:






Appraisal Period:                To

EMPLOYEE SIGNATURE/DATE



SUPERVISOR SIGNATURE/DATE
(this position description accurately reflects my current job)

(this position description reflects the employee's current job)

POSITION PURPOSE: 

REPORTABILITY
Reports to: 

Supervises: 


DIMENSIONS

Budget: n/a
Clientele: 


Make 3 Copies:   Employee, Supervisor, Personnel Office
POSITION DESCRIPTION  B


EMPLOYEE NAME:





Principle Responsibilities and Tasks
1. 

Priority: 

Discretion: 

Percent of Time:      Essential Function: 
2. 

Priority: 

Discretion: 

Percent of Time:      Essential Function: 
3. 


Priority: 

Discretion: 

Percent of Time:     Essential Function:
4. 


Priority: 

Discretion: 

Percent of Time:      Essential Function:
5. 


Priority: 

Discretion: 

Percent of Time:      Essential Function:
6. 


Priority: 

Discretion: 

Percent of Time:      Essential Function:
POSITION DESCRIPTION  C


EMPLOYEE NAME:

NATURE AND SCOPE: (RELATIONSHIPS; KNOWLEDGE, SKILLS, AND ABILITIES; PROBLEM -SOLVING AND CREATIVITY; AND FREEDOM TO ACT)

RELATIONSHIPS: 

KNOWLEDGES, SKILLS, AND ABILITIES: 

PROBLEM SOLVING: 

FREEDOM TO ACT: 
For HR Office Use Only


Revision Date:





Notes:












