BROWARD COLLEGE
JOB DESCRIPTION
BROWARD COLLEGE
JOB DESCRIPTION

	Title:
	
	Position Number:
	


	Classification:
	
	Hour per Week:

	

	Job Class Number:
	
	FLSA Status:
	

	Pay Grade:
	
	Union Representation:
 
	

	Reports to Title:
	
	Reports to Name: 
	

	Reports to Position Number:

	
	Reports to Phone Number: 
	

	EEO Code:
	
	Salary Range:

	

	Department:
	
	President’s Cabinet:
	

	Designated Essential Personnel: 
	Yes  FORMCHECKBOX 
NO  FORMCHECKBOX 

	
	


1. POSITION OBJECTIVE:  
2. ESSENTIAL JOB FUNCTIONS 

The essential functions of a job (“the fundamental job duties”) are those functions that an individual who holds the position must be able to perform unaided or with a reasonable accommodation. 
	Essential Function
	Frequency
	Percentage
Must = 100%

	1. 
	
	

	2. 
	
	

	3. 
	
	

	4. 
	
	

	5. 
	
	

	6. 
	
	

	7. 
	
	

	8. 
	
	

	9. 
	
	

	10. 
	
	

	11. 
	
	


2a. KNOWLEDGE, SKILLS AND ABILITIES: 
3. MINIMUM EDUCATION, TRAINING AND EXPERIENCE REQUIRED
	Education: 
Experience/Training: 
Certifications/Licenses: 



	4. Supervision

	Does this position oversee, organize or monitor the work of contractors or volunteers?
	 FORMCHECKBOX 
  Yes
	 FORMCHECKBOX 
  No

	If Yes # of individuals:
	     
	List title of positions below.

	     
	     

	Please indicate the title and position numbers of individuals this position directly supervises. *

	

	

	

	

	
	

	
	

	Please indicate the title and position numbers of individuals this position indirectly supervises. *

	
	

	
	

	
	

	
	

	     
	     

	*Organizational chart must accompany job description. 


	5. SUPPLEMENTARY POSITION-SPECIFIC INFORMATION:


	

	1. Is it part of the job to…?

YES

NO

Interview job applicants?
Recommend which applicants to hire?

Recommend starting salaries for new employees?
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

2. Is it part of the job to….?

YES

NO

Train employees?

Assign work to other employees?

Plan or prioritize other employees’ work assignments?

Distribute work among different employees?

Determine which techniques, supplies, materials, or tools that other employees use in their work assignments?

Set and adjust hours of work for other employees?

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

3. Is it part of the job to….?

YES

NO

Evaluate the performance of employees?

Determine (or recommend) standards for performance or production?

Recommend pay increases or pay adjustments for employees?

Recommend promotions or reclassifications of employees?

Handle complaints or grievances from employees?

Discipline (or recommend disciplinary action) for employees?

Make recommendations for firing or demoting employees?
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

4. Does this position have responsibility for ….?

YES

NO

The safety of other employees?

The safety of property?

Determining which supplies, materials, or other merchandise is purchased by the College?

The distribution of materials and supplies owned by the College?

Planning and/or controlling a budget?

Monitoring or implementing legal compliance measures?
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 




	6. PHYSICAL REQUIREMENTS:

	Please indicate the physical activities that are absolutely required for anyone to do the essential duties of your job. 

Do not consider those parts of your job that – if someone had a disability – a reasonable accommodation could be made. For example: If someone was in a wheelchair and needed to move a box of paper into the next room, it would be a reasonable accommodation to ask someone else to move the box. In that case, you would not consider moving the box as a physical requirement of the job.



	Physical Activity

How Often?

Not Required

OCCASIONALLY

(Less than a third of your time on the job)
FREQUENTLY (Between a third and two-thirds of your time)
REGULARLY

(At least two-thirds of your time)
Stationary Position

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Move, Transverse

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Communicate 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Drive or operator motor vehicle

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Ascend or Descend

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Position self (to), move

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Stoop, kneel, crouch, or crawl

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Detect objects at varying ranges 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Exposure to work environment

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Please indicate how often the duties of the job require the employee to lift or move objects.

Move, Transport, Position Put, Install, or Remove 

How Often?

Not Required

OCCASIONALLY

(Less than a third of your time on the job)

FREQUENTLY (Between a third and two-thirds of your time)

REGULARLY

(At least two-thirds of your time)

Up to 10 pounds

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Up to 25 pounds

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Up to 50 pounds

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Up to 100 pounds

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Up to 200 pounds

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

200 pounds or more

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 



	7. SCOPE OF AUTHORITY, IMPACT, JUDGEMENT, & DISCRETION

How much supervision will this position usually receive?  

Check the one level that most closely represents the job.
A. Immediate Supervision – The position usually receives detailed instructions for each day’s assignments OR the work is so standardized that daily instructions are not needed. 

 FORMCHECKBOX 

B. General Supervision – Work performed by this position is based on standards and procedures. A supervisor or other staff members is usually nearby to provide direction, set priorities, and handle unusual situations. Employees in the role generally decide the order in which assignments are completed; however, work is completed according to established operating procedures.

 FORMCHECKBOX 

C. Limited Supervision – This position usually receives an outline of the work assignments, and is expected to do the work within departmental or College rules. Employees in the role may have to decide which approach to take when there is no clear guidance, but would typically refer highly unusual or complex situations to the supervisor/manager (or someone else in the department). 

 FORMCHECKBOX 

D. General Direction – The manager gives employees in this position general information about the objectives or goals for projects, but the employee has the authority to make decisions regarding the planning and carrying out of the work. Guidance or advice is sometimes available, but generally the employee is expected to make decisions based on interpretation of the goals or their experience with general policies or guiding principles.

 FORMCHECKBOX 

E. Nominal Direction – Employees in this role independently establishes goals and objectives for higher-level review. They are accountable for developing the plans, procedures, and programs to be used for meeting the overall goals and objectives.  They are required to set precedents and decide policy exceptions based on their own initiative and judgment.

Provide an example of the scope, authority, impact, and judgment chosen above.
 FORMCHECKBOX 



	

	8. COMPLEXITY OF WORK

A.  Work involves completing the same basic tasks every day. Generally following well-established procedures.

For example:  Completes routine maintenance and repair of College buildings and grounds.

For example:  Performs data entry duties, including preparing data, using computer keyboard and other equipment, verifying correctness of information, etc. 

 FORMCHECKBOX 

B.  Work involves gathering and analyzing information to determine the best course of action based on general guidelines or rules of operations.  Employee uses judgment to choose alternatives, many of which may be correct, but one is better than another depending on the situation.

For example:  Makes purchases using a number of alternatives in approach, product, and price as outlined in procurement regulations that are in the “best interests” of the College.

 FORMCHECKBOX 

C.  Work involves evaluating the relevance and importance of theories, concepts, and principles. Develops different approaches or tactical plans to fit specific circumstances. Guidelines may exist, but are flexible and open to considerable interpretation.  

For example:  Plans, conducts, and completes accounting audits. Prepares recommendations for operational changes based on findings. Provides follow-up advice on the implementation of recommendations.

For example:  Plans and carries out a coordinated program of building and mechanical maintenance work. Meets with contractors and engineers to provide advice, guidance, and direction.

 FORMCHECKBOX 

D.  Work involves the development of new guidelines and techniques, establishing criteria or developing new information. Guidelines may not exist for all situations. Considerable independent judgment, personal discretion, and resourcefulness are needed to interpret circumstances, and to make decisions in major areas where there may be uncertainty in approach, methodology, and interpretation.

For example:  Serves as Assistant Director by coordinating major projects, providing supervision to department staff, determining (and acting on) the needs of students, devising operational budgets, etc.

For example:  Plans, directs, and manages all of the accounting, fiscal, and budgetary activities of the College, including supervising professional and administrative staff.

 FORMCHECKBOX 

E.  Work involves the origination of models, concepts, theories that are new to the field, and where no prototype exists in the overall College. Few, if any, guidelines exist. Leadership, judgment, and risk management skills are needed to deal with largely undefined issues or to find solutions to unyielding problems.  

For example:  Serves as a department director, providing leadership, planning and directing the work of professional and administrative staff engaged in the management and operation of a department.

 FORMCHECKBOX 

Provide an example of the level of complexity selected above.


	


	9. STUDENT CONTACT 


	 Check the ONE STATEMENT that best describes the frequency of contact that this position has with     students of the College as a job requirement.


	 FORMCHECKBOX 

	None:  This position does not require employees to have contact with students.

	 FORMCHECKBOX 

	Minimal:  This position seldom has contact with students (up to 6 times per year).

	 FORMCHECKBOX 

	Occasional: This position sometimes has contact with students (up to once per month).

	 FORMCHECKBOX 

	Regular:  This position regularly has contact with students (up to once per week).

	 FORMCHECKBOX 

	Constant: This position is required to have daily contact with students.

	 FORMCHECKBOX 

	Other:  

	

	

	

	10. ADDITIONAL COMMENTS:

	



	I certify that I have read and understand the contents of this job description.

	
	
	     
	
	     

	Employee Signature
	
	Title
	
	Date

	
	
	
	
	

	
	
	
	
	

	
	
	     
	
	     

	Immediate Supervisor Signature
	
	Title
	
	Date

	Signature indicates agreement with contents herein as being an accurate description of job duties and responsibilities.


Broward College is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, Broward College will provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective and current employees to discuss potential accommodations with the employer. 

Reviewed by Compensation:

	
	
	     
	
	     

	Signature
	
	Title
	
	Date


	History:
Established: 

Modified:  
	Status:
Active

	Previous Title(s):
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