JOB SUMMARY:





This section should give the reader a general overview of the job and be sufficient to distinguish this job for other similar jobs.  It should also describe the level of job as it relates to others in the group. 





TYPICAL DUTIES:





Provide a detailed description of the job broken down into the job components, listed in order of importance.  Include all the essential functions of the job.





JOB REQUIREMENTS:





Education/Experience





List the level and type of education or special training needed to perform the job.





Describe the amount and type of experience required.  Include any specific skills necessary for the job.





Job Complexity





Describe the level and complexity of the work being done and the amount of judgment required.





Supervision





Outline the nature and extent of supervision, either given or received.
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The above statements are intended to describe	PREPARED:					


the general nature and level of work being performed.


This is not intended to be an exhaustive list of all	APPROVED:				


duties, skills and responsibilities required in this


position.	REVISED:					























