Please complete the following inclusive position description. Please be as specific as possible, as these descriptions will be used to evaluate an applicant’s suitability for this position.  


JVC NORTHWEST POSITION DESCRIPTION FORM

Position title: _____________________________________

Immediate supervisor: _______________________________

Supervisor’s title: _____________________________

Supervisor’s phone: ______________________________

Supervisor’s e-mail: ______________________________

Brief position description (1-2 sentences): _____________________________________________
______________________________________________________________________________
______________________________________________________________________________
	
Service days and hours (if position requires overnights, please note frequency, hours and who will be supervising JV/AmeriCorps member on overnights): ______________________________________________________________________________

Location(s) where service will be performed: ______________________________
 
Position Duties: In the following boxes, please describe the nature and level of work being performed.  List both essential and marginal tasks, starting with the most important.  Indicate the appropriate percentage of time spent on each function, using percentages. 

	Percent of Time:
	Tasks 

	
	Essential Tasks – the tasks or duties that are fundamental and critical to the performance of this position.





























	Percent of Time:
	Marginal Tasks

	
	Marginal Tasks – those activities that are seldom or intermittently performed. The position does not exist to perform these tasks and their removal would not fundamentally alter the nature, purpose, or result of the essential tasks.
















Qualities or credentials that would be helpful but are not required:


Special conditions of service (if any) (i.e. isolated locale, potentially chaotic environment, includes two staircases (no elevator)):


Does this position require a current driver’s license and the ability to operate a vehicle?  If so, will a vehicle be provided by the agency? Please refer to the Partner Agency Handbook, pg. 15-16, for JVC Northwest’s updated vehicle policy: 


Education, experience, or specialized training requirements: 


Language requirements (other than English):  
· Required
· Preferred	
Level of proficiency desired:
· Limited
· Proficient
· Fluent 

Specific physical requirements activities such as sitting, standing, walking, lifting, carrying, etc:


Machines, tools, electronic devices, communication devices, software, and other tools typically used to accomplish the tasks of this position: 


