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SAN JOSE STATE
UNIVERSITY





	
	POSITION DESCRIPTION

MANAGEMENT PERSONNEL PLAN 

	
	HUMAN RESOURCES 

	Equal Opportunity & Workforce Planning | One Washington Square | San José, CA 95192-0046
	408-924-2250 | 408-924-1784 (fax)


	Position Title:
	

	Position Number:
	

	Position Classification:
	

	Job Code:
	

	Status (Exempt/Nonexempt):
	Exempt

	Reporting Unit:
	

	Reports To:
	
	
	

	Prepared By:                                                                                                              
	
	
	

	Approved By:
	
	Date:
	

	
	Equal Opportunity & Workforce Planning, Human Resources (Name and Signature)
	

	Approved By:
	                
	Date:
	

	
	Type name and title of the appropriate administrator (Name and Signature)
	
	


A.   POSITION PURPOSE

(Purpose Here) 

This position may require adherence to University compliance training such as:  Conflict of Interest and Ethics training, AB 1825 Sexual Harassment Prevention training, Information Security training, and Injury and Illness Prevention Program training.

Work may be evaluated based on feedback from campus community members in addition to the ability to successfully perform the essential duties and responsibilities listed below.
B. ESSENTIAL DUTIES AND RESPONSIBILITIES 
1. Functional Area

· Task Statement which answers the questions of Does What? to What or to Whom? Why? and How?

· Task Statement
2. Functional Area

· Task Statement

· Task Statement
3. Functional Area

· Task Statement

· Task Statement
4. 
Other duties as assigned.


C.   MANAGEMENT OR SUPERVISORY RESPONSIBILITIES
· Recommends initiatives and changes to improve quality and services of a unit/department/division/college.

· Works with other units/departments/divisions/colleges to coordinate workflow and activities to ensure a seamless operation.

· Identifies and determines cause of problems; develops and presents recommendations for improvement of established processes and practices; initiates and implements plans to solve problems.

· Maintains contact with customers and solicits feedback to improve services.

· Maximizes productivity through use of appropriate tools; develops resources that create timely and efficient workflow.

· Develops and recommends budget.

· Prepares progress reports, informs supervisor of project status and deviation from goals; prepares activity reports to guide management.

· Ensures completeness, accuracy and timeliness of all operational functions.

· Develops, communicates, and maintains guidelines and procedures to support the functions of the unit/department/division/college.

· Ensures unit/department/division/college operates as a team.

· Establishes rapport with people from diverse backgrounds.

· Maintains dignity and self-control in difficult situations.

D. MANAGERIAL CORE COMPETENCIES
Diversity and Inclusion

Demonstrates ability to work effectively with diverse populations and avoids harassing and/or discriminatory behavior.

Communication and Interaction



Acts/behaves in a manner that reflects respect, courtesy and civility, appreciation, empathy, trust, inclusion and consultation; establishes and maintains effective work relationships, offers assistance and support to co-workers; understands lines of reporting, responsibility, and accountability; provides accurate information, makes information easily accessible to all members of the campus community; values and respects diversity and individual uniqueness and recognizes the strength these factors bring to the SJSU community and learning environment.

Leadership and Supervisory Skills



Ensures unit/department/division/college operates as a team; establishes rapport with people from diverse backgrounds; Maintains dignity and self-control in difficult situations; interviews, hires, and trains employees; plans, assigns, and directs work; appraises performance; rewards and disciplines employees; addresses complaints and resolves problems.

Planning and Results





Prioritizes and plans work activities to meet unit/department/division/college priorities and timelines; identifies needed resources; plans and utilizes existing and new resources efficiently; accommodates multiple demands for commitment of time, energy and resources; adapts to changing priorities, situations and demands; integrates changes.

Knowledge of Organization




Demonstrates organizational awareness; knows administrative policies and procedures; has knowledge of business practices; provides accurate information on policies and procedures; makes information easily accessible to all members of the campus community.

Productivity and Quality of Work



Demonstrates accuracy and thoroughness; displays commitment to excellence; looks for ways to improve and promote quality; applies feedback to improve performance; monitors own work to ensure quality.

Creativity and Innovation





Engages in creative problem solving; thinks “globally”; knows how to reengineer processes; is open and receptive to change and new ideas within the guidelines of the institution.

Safety and Risk Management




Is aware of potentially hazardous or unsafe conditions; implements procedures to identify and correct potentially hazardous or unsafe working conditions; mitigates risk where appropriate through knowledge of policies and procedures.
E.   QUALIFICATIONS

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The items below are representative of the knowledge, skills, abilities, education, and experience required or preferred. 

This position requires the ability to effectively establish and maintain cooperative working relationships within a diverse multicultural environment.

1.   Knowledge, Skills and Abilities

Required
· (List required knowledge)
· (List required skills)
· (List required abilities)
Preferred
· (List preferred knowledge)
· (List preferred skills)
· (List preferred abilities)
2. Education and/or Experience
(Examples)

Equivalent to a Bachelor’s degree from a four-year college or university with a degree related to       or a relevant field, and a minimum of       years of full-time work experience in       or a relevant field, preferably in higher education, (indicate if applicable) ( with       years in a lead role, is required. 
A Master’s degree in a job-related field may be substituted for one year of professional experience.  A doctorate degree and the appropriate internship in      , or a job-related field may be substituted for two years of the required professional experience. 

Preferred: Add if applicable 


F.   PHYSICAL DEMANDS


The physical demands described below are representative of those that must be met by an employee to successfully perform the essential functions of the job. It is the policy of SJSU to provide reasonable accommodations for qualified persons with disabilities.  The Americans with Disabilities Act and California Department of Fair Employment & Housing Act require that a “qualified” person be able to perform the essential functions of the job with or without reasonable accommodation.  

(Examples)

· Considerable time is spent at a desk using a computer terminal.  

· May be required to travel to other buildings on the campus.
· May be required to attend conference and training sessions within Bay Area or in- or out-of-state locations.
· May be required to occasionally travel to outside customers, venders or suppliers. 

G.   WORK ENVIRONMENT
  
The work environment characteristics described below are representative of those an employee encounters while performing the essential functions of this job.
(Examples)  
· Typical office and computer lab environment.

· Mostly indoor office environment with windows.
· Offices with equipment noise.
· Offices with frequent interruptions.
	Employee Name:
	

	Employee Signature:
	
	Date:
	


Add or Remove as necessary





Add or Remove as necessary
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