
Washington General Service (WGS) 

Position Description Instructions
User Instructions
Employers may “enhance” the Department of Personnel’s (DOP) form to meet their specific needs. To enable full functionality with the new Human Resource Management System (HRMS), users must retain the existing form fields. The data provided will support the automation and tracking of business processes and approvals, organizational planning and development, and ad hoc reporting of agency specific/state-wide human resource data. These are only a few of the many functions of the HRMS.
See Sample WGS Position Description

Managers/Supervisors are responsible for completing this form when filling new or vacant positions. If changes are being made to a filled position, involving the incumbent in the change process is recommended.
1.
Check the appropriate Position Action. 
2.
If the position is not permanently filled, check the appropriate Position Staffing Status.  

3.
Enter the Date Last Reviewed. This is the date of the last position analysis.

4.
Enter the Object Abbreviation. This is the position number for existing positions.  Agency specific numbers can be assigned to new positions. 

5.
Enter the Current Class Title. This field is the class to which the position is currently allocated.

6.
Enter the Proposed Class Title. This field is optional - you may indicate anticipated allocation. 

7.
If the position has a Working Title, enter it in the Job field.
8.
Check the appropriate box in Assignment Pay. Be sure to reflect the criteria in the essential functions section of this form (question 25).
9.
Pay Scale Type. The choices are:  01 Classified Gov, 02 WSP, 03 Higher Education, 05 WSF, 06 Printers, and 07 Non-Classified.

10.
Select the Pay Scale Area. Indicate either non-represented or appropriate collective bargaining unit.
11.
Enter the Salary Range. See Job Classes 

12.
If this position is currently filled, enter the Incumbent’s Name.

13.
Enter the Business Area. This is your agency name.
14.
Enter the Org. Unit. This is the division or sub division the position is assigned to.
15.
Enter the Address Where the Position is Located.
16.
Enter the Personnel Sub-Area. Indicate Exempt, Non-represented, or specific Bargaining Unit, etc.
17.
The Employee Group reflects position status.
18.
Indicate the Work Schedule for the position. 
19.
Indicate if the position is Overtime Eligible.

20.
Enter supervisor’s Object Abbreviation. The object abbreviation is the supervisor’s position number.
21.
Enter supervisor’s Name.

22.
Enter supervisor’s Phone Number, including area code.

Position Objective

23.
Provide a brief summary of the scope, objective or role, and key responsibilities of the position. Describe how the position supports, contributes, or is linked to the organization’s or program's mission. Include an organizational chart.
Supervisory or Lead Worker Relationships

24(a).
Check appropriate boxes indicating if the position is a Supervisor or Lead Worker. If a supervisory position, list all positions that report to this position and the hours worked per week by each position.

24(b).
This area is not entered into the HRMS, but aids in determining the allocation. Check all appropriate boxes. The boxes with an asterisk indicate the position may have the authority to recommend these actions.
Essential Functions (Primary Responsibilities) 
These functions are, by definition, those fundamental job duties and responsibilities an incumbent who holds the job would have to perform in order to be considered qualified for the position. Essential functions tend to be primary, crucial, necessary, integral, imperative and/or indispensable. The percentage of time spent on an essential function is irrelevant (i.e., a pilot must land airplanes, though it only takes a fraction of the time spent flying.)
25.  List the essential functions of this position. Criteria to determine whether or not a function is essential include:
· Job tasks that are fundamental, not marginal, and are the primary reason(s) for which the job was established.  These tasks cannot normally be permanently transferred to another position without disruption in the flow or process of work.

· Task(s), regardless of frequency, which must be accomplished but cannot be assumed by another employee because of undue hardship to the employer or unavailability of alternate incumbent.
· Task(s) so critical that elimination from the job description would: (1) significantly change the position’s role and contribution to the organization, or (2) impact the position description enough to require a change in classification and/or salary range.
· Special requirements, conditions of employment, and/or working conditions that are essential to the position.

Identifying essential functions is critical to developing an accurate and objective job description, determining whether or not and to what extent specific job accommodations can be made for a particular individual, and providing evidence on which to base employment decisions.

Essential functions should be specifically identified and written into all job descriptions, including WMS, Exempt, and Classified positions. They should be reviewed and updated regularly and employees should clearly understand what the essential functions of their respective positions are.
Working Conditions
26.  Describe the working environment (e.g., office, field, indoors/outdoors, exposure to risks, safety requirements) and anticipated variation in working hours (e.g., flexible schedule, some evening and weekend work, occasional travel).
Work Activities (must total 100%) 
27.  Work Activities - List and note the percentage of time assigned to work activities performed in order to achieve position objectives, outcomes or products as established by management.
Work Activity statements should describe:

· What action is being done (use a clear action verb);

· To whom or what the action is done (convey the interaction with data, people or things); and, 

· Why the action is done (state the purpose or end result).

It is also helpful to describe at whose direction work is done, any tools or equipment required, as well as who (if anyone) must review the work upon its completion. Work activity statements should be specific, easy to read and understand, and reflect important aspects of the job.
General Qualifications

28(a).  Required Education, Experience and Competencies. Competencies are defined as those measurable or observable knowledge, skills, abilities, and behaviors critical to success in a key job role or function.  Qualifications listed here should be identified through job analysis.
28(b).  Preferred/Desired Education, Experience and Competencies. See guidance on Competencies 

Special Requirements/Conditions of Employment

29.  List any licensing, certification, or other special requirements and/or conditions of employment which are beyond general qualifications.
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