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Job Title


POSITION DESCRIPTION

Title: 
Department: 
School or Management Center: 
Location: 
Incumbent: 
Supervisor Name and Title: 
I. Position objective 
If position supports research, briefly describe objective of project and position's role.
II. Essential functions 
· Action statements to attaining job objective.
III. Nonessential functions 
· Marginal or infrequent functions.
IV. Contacts (indicate frequency (daily, weekly, etc.); position contacted; frequency; and purpose of contact)
A. Within your department/division or management center
B. Within the university
C. External to university
D. Students
V. Supervisory responsibility
List number of staff positions by job title that will be directly supervised (also note if this position involves responsibility for working with individuals under 18 years of age?).
VI. Requirements (list minimum qualifications required to be successful in the position; you can also list and not a qualification that is preferred)
A. Experience
B. Education/licensing
C. Essential skills
D. Technical skills
VII. WORKING CONDITIONS 
Describe general conditions and hazards, then complete below checklist.
A. Job hazards (safety training required)

Employee is directly exposed to the following hazards in the work environment:

	 FORMCHECKBOX 
 Animals
	 FORMCHECKBOX 
 Infectious agent

	 FORMCHECKBOX 
 Around moving machinery

	 FORMCHECKBOX 
 Laser

	 FORMCHECKBOX 
 Baseline evaluation of hearing required
	 FORMCHECKBOX 
 Pesticides or herbicides

	 FORMCHECKBOX 
 Baseline evaluation of vision required 
	 FORMCHECKBOX 
 Radioactive materials

	 FORMCHECKBOX 
 Bloodborne pathogens
	 FORMCHECKBOX 
 Repetitive motion

	 FORMCHECKBOX 
 Chemicals
	 FORMCHECKBOX 
 Restricted access

	 FORMCHECKBOX 
 Commercial products (oil, cleaning solvents)
	 FORMCHECKBOX 
 Powered industrial vehicle (fork/ reach/ bucket lift)

	 FORMCHECKBOX 
 Confined space entry
	 FORMCHECKBOX 
 Select agents 

	 FORMCHECKBOX 
 Excessive noise
	 FORMCHECKBOX 
 UV Light

	 FORMCHECKBOX 
 FBI check/ fingerprinting
	 FORMCHECKBOX 
 X-ray

	 FORMCHECKBOX 
 Fumes, dust, others
	

	 FORMCHECKBOX 
 Other 
	


B. Job tasks
1. Employee will have the following tasks:
	 FORMCHECKBOX 
 Driving
	 FORMCHECKBOX 
 Security (campus patrol)

	 FORMCHECKBOX 
 Lifting up to 
	
	lbs.
	 FORMCHECKBOX 
 Plant (facility maintenance)

	 FORMCHECKBOX 
 Respirator use
	 FORMCHECKBOX 
 Custodial (building/ waste maintenance)

	 FORMCHECKBOX 
 Physical exertion
	 FORMCHECKBOX 
 Grounds (lawn maintenance)

	 FORMCHECKBOX 
 DOT shipping receiving of hazardous biological or infectious materials

	 FORMCHECKBOX 
 Other 
	


2. Explain if employee is responsible for individuals under the age of 18 years?

	


C. Personal protective equipment required
Employee will need the following equipment:
	 FORMCHECKBOX 
 Appropriate gloves
	 FORMCHECKBOX 
 Protective eyewear

	 FORMCHECKBOX 
 Hard Hat

	 FORMCHECKBOX 
 Respiratory protection

	 FORMCHECKBOX 
 Hearing protection
	 FORMCHECKBOX 
 Safety shoes

	 FORMCHECKBOX 
 Laboratory Coat
	

	 FORMCHECKBOX 
 Other 
	


D. Ergonomic concerns
Employee will need to perform the following activity(ies):

	 FORMCHECKBOX 
 Balance
	 FORMCHECKBOX 
 Kneel

	 FORMCHECKBOX 
 Bend/ Stoop

	 FORMCHECKBOX 
 Push/ Pull

	 FORMCHECKBOX 
 Climb ladders
	 FORMCHECKBOX 
 Reach

	 FORMCHECKBOX 
 Climb stairs
	 FORMCHECKBOX 
 Reach above shoulder

	 FORMCHECKBOX 
 Crawl
	 FORMCHECKBOX 
 Repetitive motion

	 FORMCHECKBOX 
 Crouch
	 FORMCHECKBOX 
 Squat

	 FORMCHECKBOX 
 Keyboard / Type
	 FORMCHECKBOX 
 Use computer mouse

	Explain
	


E. Travel requirements
1.  FORMCHECKBOX 
 Employee will be required to drive while on the job
	 FORMCHECKBOX 
 Employee will operate university vehicle

	 FORMCHECKBOX 
 Valid Ohio driver's license required

	 FORMCHECKBOX 
 Commercial drivers license required (individuals will require pre-employment testing and random drug testing)


2.  FORMCHECKBOX 
 Employee will transport hazardous materials (chemicals, contaminated equipment, lead, PCB, paints)

	Other
	


3.  FORMCHECKBOX 
 Employee will transport universal waste (clinical samples, human blood or tissue, animals, contaminated equipment)
	Other
	


4.  FORMCHECKBOX 
 Employee will transport biohazardous materials (ballasts, batteries, computers, fluorescent bulbs, insecticides, mercury products)
	Other
	


Case Western Reserve University reserves the right to revise or modify this job description at any time.
	for Human Resources Use

	Salary Grade
	
	Date
	
	By
	

	Requirements
	 FORMCHECKBOX 
 Credentials
	 FORMCHECKBOX 
 Criminal Background
	 FORMCHECKBOX 
 Controlled Substance Testing

	 FORMCHECKBOX 
 Bureau Motor Vehicles
	 FORMCHECKBOX 
 Physical
	 FORMCHECKBOX 
 Blood Bourne Pathogens
	 FORMCHECKBOX 
 Fingerprinting
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