TEXAS A&M HEALTH SCIENCE CENTER POSITION DESCRIPTION

NOTE:  ALL HSC POSITIONS ARE SECURITY-SENSITIVE!
I. General Instructions:

The Position Description form is used to record the duties, responsibilities, qualifications sought and fiscal impact of classified and nonclassified staff positions.  This information is the basis for determining the title, salary rate, and Fair Labor Standards Act exemption status for staff positions.  To achieve these purposes, it is essential that detailed and exact information pertaining to current duties, responsibilities, and qualifications be accurately recorded on this form.  Please attach a current organizational chart when submitting this form.
	A.  TAMHSC Academic Unit or Center:

	B.  Department or Division:



	C.  Member ADLOC Account No.:


	D.  Source of Funds by Type (E&G, Auxiliary, Restricted, etc.):


	E.  Member Funding Account Number and Title:


	F.  Duration of Position (‘Regular Budgeted’, ‘Contingent on funding’, etc.)


	G.  Place of Work or Headquarters (Bldg. Name and Room No.):

	H.  Employee’s Name (leave blank if position is new or vacant):



II. General Information:

A. 
This Questionnaire: (check box and complete title(s), title code(s), PIN and salary data as appropriate)

 FORMCHECKBOX 
  Establishes A New Position
 FORMCHECKBOX 
  Changes A Budgeted Position
 FORMCHECKBOX 
  Updates Job Description
 FORMCHECKBOX 

Determines FLSA Exemption Status

Position restricted by the USA Patriot Act?  (http://www.tamus.edu/offices/legal/help/patriot_act.html)
 FORMCHECKBOX 
 
Yes 
 FORMCHECKBOX 

No

Present Title:


PIN:


Title Code:

Present Salary:


Proposed Title:


PIN:


Title Code:

Proposed Salary:


B.
Secondary costs that will be incurred as a result of this action:  (Equipment, travel, clerical support, etc.  Describe and give amount.:

NONE
C.
Titles and number of employees supervised by this position.  If no employees are supervised, indicate “None”:

NONE
D. Does the employee customarily and regularly exercise discretion and independent judgment and have the authority to make important decisions?
 FORMCHECKBOX 

Yes 
  FORMCHECKBOX 

No 
Percent of Total Time:
%
Note:  Exempt positions exercise discretion and independent judgment at least 50% of the time.

E.   Machines or equipment used by the position. Indicate hours during an average week that each piece of equipment is actually used.  For most positions the combined total usage will seldom approach 40 hours:

	Computer
	  hrs.
	Telephone
	 hrs.
	     
	      hrs.

	Scanner/Copier/FAX
	 hrs.
	     
	      hrs.
	     
	      hrs.


F. Qualifications required in filling a future vacancy in this position.  Keep the position in mind rather than the current or potential occupant. 
	
	REQUIRED QUALIFICATIONS:
	PREFERRED QUALIFICATIONS:

	Education
	
	

	Experience
	
	

	Licenses, certificates or registration
	N/A
	     

	Special skills, knowledge & abilities
	
	     

	Other factors or requirements
	Ability to multi-task and work cooperatively with others.  Ability to perform all tasks and job responsibilities safely without injury to self and others in compliance with A&M System and HSC guidelines.       
	     


III. Statement of Responsibility:

A.
General Summary: Please summarize the general purpose, scope and responsibilities of this position:

(Insert HIPAA language here only if employee handles Protected Health Information, or is an HRConnect and/or LeaveTraq Administrator.  Otherwise, delete this instruction and HIPAA language.)  This is a security-sensitive position.  The individual in this position is required to handle Protected health Information (PHI) as defined by HIPAA regulations.  The individual is required to handle PHI in accordance with A&M System policy and is further required to complete HIPAA training as a condition of employment, within a reasonable timeframe after the individual’s employment, and on an ‘as-needed’ basis thereafter.  

B. Specific Duties: Please list in detail the duties assigned to this position and estimate the percent of time given to each duty over a period of time. Percentages must add to 100%, including "other duties as assigned".  Essential duties are why the job was created.  They are the basic chores or tasks that must be performed by any incumbent, with or without reasonable accommodation.  Attach additional sheets as necessary.

	* = Essential Duty
	Work Performed
	% of Total Time

	     
	
	%

	     
	
	%

	     
	
	%

	     
	
	%

	     
	
	%

	     
	
	%

	     
	
	%

	     
	
	%

	     
	
	%

	
	Other duties as assigned.
	1%

	
	Total:
	100%


Name, title and office telephone number of immediate supervisor

	


IV.
Training Needs Assessment.  This section is completed by supervisor to help us determined appropriate training for the occupant of this position
A. Occupant of this position can reasonably expect occasional or routine exposure to:

 FORMCHECKBOX 

Laboratory environments

 FORMCHECKBOX 

Driving a vehicle on state business

 FORMCHECKBOX 

Hazardous waste

 FORMCHECKBOX 

Radiation and X-ray

 FORMCHECKBOX 

Bloodborne pathogens

 FORMCHECKBOX 

Working with electrical circuits

 FORMCHECKBOX 

Hot work, such as welding

 FORMCHECKBOX 

Heavy lifting

 FORMCHECKBOX 

Heat stress 

 FORMCHECKBOX 

Shipping and receiving duties

 FORMCHECKBOX 

Working in confined spaces

B. Occupant of this position will have access to or be responsible for:

 FORMCHECKBOX 

Protected Health Information (PHI)

 FORMCHECKBOX 

Credit card transactions, whether conducting or supervising

 FORMCHECKBOX 

Student records and student information

 FORMCHECKBOX 

Extending credit, processing insurance claims and other financial transactions.
C. Occupant of this position will have departmental or higher responsibility for:

 FORMCHECKBOX 

Records retention

 FORMCHECKBOX 

Employee sick and annual leave records

 FORMCHECKBOX 

Response to Open Records Requests

 FORMCHECKBOX 




V.
Certifications:

Date
Signature of Employee
Printed Name of Employee
Date
Signature of Immediate Supervisor (Required)
Title

Date
Signature of Dept/Unit Chair (Recommended)
Title

Date
Signature of Vice President, Dean or Director
Title


(Recommended, but required only for direct reports)
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