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	POSITION TITLE
POSITION DESCRIPTION



INSTRUCTIONS: Press the tab key to move through the grey areas and type your information. This form is to be used to outline the duties for a professional staff position, based on the Classification Standards Policy (Professional Staff).  

	Position Title:
	     
	Position Number:      
	Faculty/Division:      

	Classification:
	     
	No. Direct Reports
& Highest Classified Position:      
	School/Branch:      

	FTE:
	Reports to: (Title)      
	Fixed  FORMCHECKBOX 
                            Continuing  FORMCHECKBOX 

	Discipline/Unit:      

	Position Summary:
	

	Position Characteristics:
	Scope
	     


	
	Significant internal/external relationships
	     


	
	Special conditions

	     
Reasonable workplace adjustments will be made for people with a disability.

	
	Delegations
	     


	Approvals:

Head of School / Branch Manager
	Head of School / Branch Manager

Name: 
Signature: 
Date: 
	Director Human Resources

Name: 
Signature: 
Date: 

	Acknowledgement of Incumbent
	I have read and understood the requirements of the position

Name:(please print)                                                      Signature:                                                      Date:                                                    


	Key Responsibilities and Outcomes
Describe the key responsibilities and outcomes required for the role in the normal course of work
	1
	     
	· 

	
	2
	     
	· 

	
	3
	     
	· 

	
	4
	     
	· 

	
	5
	     
	· 

	
	6
	
	· 


	Criteria
	Capabilities and Behaviours 
	     
	     

	
	
	     
	     

	
	
	     
	     

	
	
	     
	     

	
	
	     
	     

	
	Knowledge and Experience
	·      
·      
·      

	
	Qualifications
	·      
·      

	Occupational Health, Safety and Welfare Requirements
	· All Supervising staff are required to implement and maintain the University’s OH&S Management System in areas under their control ensuring compliance with legislative requirements and the established Performance Standards.  All other staff will assist the Head of School/Branch to create and maintain a safe and healthy work environment by working safely, adhering to instructions and using the equipment provided in accordance with safe operating procedures.  Where appropriate, staff will initiate and participate in worksite inspections, accident reporting and investigations, develop safe work procedures and provide appropriate information, instruction, training and supervision.  Staff will also inform the Head of School/Branch of any unsafe working practices or hazardous working conditions.

	University Expectations
	All staff are expected to:

· Contribute to the efficient and effective functioning of their team or work unit in order to meet University objectives.  This includes demonstrating appropriate and professional workplace behaviours in accordance with the Code of Conduct, providing assistance to team members if required and undertaking other key responsibilities or activities as directed by one’s supervisors;

· Participate in the Planning Development and Review Process which includes a regular review of their performance against the responsibilities an performance objectives associated with the role and demonstration of appropriate behaviours which reflect a commitment to the University’s values and strategic directions;

· Perform their responsibilities in a manner which reflects and responds to continuous improvement; and

· Familiarise themselves and comply with all relevant University policies and procedures.
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