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	DUTY STATEMENT


	



This form is to be used to outline the duties for a professional staff position, based on the Classification Standards Policy (Professional Staff).  

	authorisation (ALL SIGNATURES REQUIRED)

	Head of School/Branch Manager

Name (please print):

Signature:

Date:

	Director, Human Resources

Name (please print):

Signature:

Date:



	POSITION DETAILS

	School/Branch:
 Position no:

Discipline/Unit:

Job title:
 Classification:

No. of supervised staff:
 Highest classified position:
 Position no:

Immediate supervisor’s job title:
 Position no:




	DUTIES

	Under close/routine/general/limited/broad direction (please select one):

	1
	

	2
	

	3
	

	4
	

	5
	

	6
	

	7
	

	8
	

	Other cognate duties as directed.

	Duties representing highest function:
 Most time consuming duties:


	Prescribed qualifications for position:


	Special requirements for this position (eg out of hours):


	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.


	staff member’S CERTIFICATION (FOR CLASSIFICATION PURPOSES ONLY)

	I have sighted this duty statement and the duties accurately represent those performed (not required for new appointments)

Signature:
 Date:
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