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University of Louisville

Job Description Form
1. General Information
	This is a:
	

	 FORMCHECKBOX 

	New Position
	 FORMCHECKBOX 

	Revised Position
	

	
	
	 FORMCHECKBOX 

	Position description update only
	

	
	
	 FORMCHECKBOX 

	For in-range adjustment
	

	
	
	 FORMCHECKBOX 

	For reclassification (Greater than 25% significant change in job duties)
	

	
	

	Will this position be posted?
	

	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No, already filled
	

	Employee Name:
	     
	Employee ID #:
	     
	

	
	

	Position Information:
	

	Proposed Title:
	Postdoctoral Associate - Job Code 001779
	PCN:
	     
	

	Department Name:
	     
	Department #:
	     
	

	Supervisor’s Name:
	     
	Supervisor’s PCN:
	     
	

	
	

	Submitted By:
	     
	Date:
	     
	


2.  Approvals

	Supervisor’s Name (print):
	
	Phone :
	

	Supervisor’s Signature:
	
	Date Approved:
	

	Appropriate Administrator’s Name (print) :
	  
	Phone :
	

	Administrator’s Signature:
	
	Date Approved:
	

	Employee’s Signature:
	
	Date:
	


	
	Principal Position Responsibilities/Duties
	Estimated

% of Time
	Critical

Level 1 (not critical) - 5 (critical)

	
	Example: Total accounts, check math and update reports, as required
	20%
	3

	1.
	Research Activities
	50%
	     

	2.
	Manuscript preparation of research findings
	10%
	     

	3.
	Reading literature; reviewing manuscripts
	10%
	     

	4.
	Presentations at meetings.  Attending and presenting at seminars
	10%
	     

	5.
	Organization and attendance at training activities
	10%
	     

	6.
	Training in teaching related activities
	10%
	     

	7.
	     
	   %
	     

	8.
	     
	   %
	     

	9.
	     
	   %
	     

	10.
	     
	   %
	     

	
	
	100%
	


Which of the above-listed duties were added in the last year?  (Not applicable to new positions).

List the numbers (1 through 10) that correspond to the new duties:  

	     


Comments:  
	     


Required Competencies – In the table below list and rate the minimum competencies required to satisfactorily perform this position.
Definitions of Competency ratings
0 – None = No experience
1 – Little = Knowledge of; no applicable experience
2 – Fair = Knowledge of; use occasionally
3 – Good = Knowledge of; use frequently
4 – Very Good = Knowledge of; use daily
5 – Expert = Knowledge of; can train others
	
	Minimum Required Competencies
	Competency Level/Rating:

	
	Example: Excel, Word       
	4 – Very Good

	 1.
	     
	 FORMDROPDOWN 


	 2.
	     
	 FORMDROPDOWN 


	 3.
	     
	 FORMDROPDOWN 


	 4.
	     
	 FORMDROPDOWN 


	 5.
	     
	 FORMDROPDOWN 



Formal Education Requirements (Check only one response)

Identify the minimum required formal education (diploma/degree/training or combination) in order for the position to be performed at least satisfactorily.  Remember:  This is the education level required for the position, not for the person occupying the position.  
 FORMCHECKBOX 
  High School Diploma or GED required.
 FORMCHECKBOX 
  Vocational or other technical school, certification, training or apprenticeship required beyond high school.  

 FORMCHECKBOX 
  Associate's Degree or Two Year University equivalent required (including technical school 

completion). 

	Major(s) required:
	     



 FORMCHECKBOX 
  Bachelor's Degree required.

	Major(s) required:
	     


	
 FORMCHECKBOX 
  Master's Degree required.

Major(s) required:
	     


 FORMCHECKBOX 
  Knowledge of a highly advanced professional discipline. (e.g., M.D., Ph.D., J.D. or equivalent doctoral 


degree required.)

	Major(s) required:
	     


Licenses, Certifications or Registration Requirements

1. Preferred Licenses, Certifications or Registrations:  List any licenses, certifications or registrations preferred for this position, but not required by law or nature of the position:

	     


2. Required Licenses, Certifications or Registrations.  List any licenses, certifications or registrations required of the position (these should be only those required by law or nature of the position. For example: Registered Nurse).  Equivalencies do not apply for this requirement.

	     


3. To be Acquired Licenses, Certifications, or Registrations.  List any licenses, certifications, registrations or competencies that must be acquired within a specific timeframe after person is in the job (these should be only those required by law or nature of the position, i.e. Registered Nurse).  Include the timeframe for each.  Equivalencies do not apply for this requirement.
	     


Training and Compliance Requirements

Training to be completed.  List any training that must be completed within a specific timeframe after person is in the job.  Include compliance training but do not include licenses, certifications or registrations included above.  The training listed below should be required by law or nature of the position.  Include the timeframe for each.  Equivalencies do not apply for this requirement. 
	Sexual Harassment Prevention training to be completed within 30 days of hire date.     


Work Experience (Check only one response)
Indicate the time normally required for a person with the necessary educational background to develop the required skills and abilities to perform this specific job.  Please check the minimum amount of prior related work experience required of new staff in filling this position.  
Note:  The factors of formal education and work experience should be evaluated independently.  However it is recognized that for some positions work experience can substitute one-to-one for education requirements when evaluating candidates for the position.
	Minimum Related Work Experience:



	 FORMCHECKBOX 

	Less than 1 year
	 FORMCHECKBOX 

	4 years

	 FORMCHECKBOX 

	1  year
	 FORMCHECKBOX 

	5 years

	 FORMCHECKBOX 

	2 years
	 FORMCHECKBOX 

	7 years

	 FORMCHECKBOX 

	3 years
	 FORMCHECKBOX 

	10 years or more


Related work experience may include:
	0 through 3 years Postdoctoral experience


Position’s Impact on the University:
(Please check one)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	1
	2
	3
	4
	5

	Position impacts at most a small team
	
	Position has impact on a college, school or division (CSD)
	
	Position significantly impacts whole university (Vice President and up)


Comments:
	     


Position’s Technical Ability:
(Please check one)
(Technical Ability can also be applied to non-technical positions; i.e. HR, Finance, etc)

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	1
	2
	3
	4
	5

	Position requires some working knowledge of function
	
	Position requires strong competence in function
	
	Position requires subject matter expert in function


Comments:
	     


Position’s Autonomy:
(Please check one)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	1
	2
	3
	4
	5

	All decisions are made and/or reviewed by supervisor
	
	Makes recommendations on major decisions but has some authority to make decisions independently
	
	Most decisions are made independently and are not subject to review


Comments:
	     


Position’s Communication:
(Please check one)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	1
	2
	3
	4
	5

	Position only has contact with supervisor/work team
	
	Position has regular contact outside of their department
	
	Position requires significant persuasion and negotiation with others


Comments:
	     


Position’s Customer Relations:
(Please check one)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	1
	2
	3
	4
	5

	Position has little direct contact with customers
	
	Position provides information by phone, email or in person to customers
	
	Position builds and maintains significant relationships with major or key customers


Comments:
	     


Position’s Professional Level:
(Please check one)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	1
	2
	3
	4
	5

	Position is entry level with basic math and communication skills
	
	Position requires an intermediate professional with the ability to prepare reports or analyses and interpret documents
	
	Position is an advanced professional with leadership and extensive knowledge of the discipline


Comments:
	     


Position's Supervisory Responsibility



	     
	Number of direct reports for this position
	     
	Number of indirect reports for this position

	Comments:       


Please describe the primary function and purpose of this position.  (If you were writing an advertisement for this job, what would you say?)

Position Summary Example

Accounts Payable Clerk:  The primary function is to maintain an accurate record of accounts payable, to record payments in the general ledger, track encumbrances by department, and to assign disbursements to the appropriate cost center.

Position Summary:

	An individual who will be substantially involved in full-time research or scholarship, not enrolled in a formal academic program, but working under the mentorship of a senior scholar in preparation for an academic and/or research career.  Individuals engaged full-time in clinical or laboratory-based research shall be considered Postdoctoral Associates, if the position is a term appointment, scholarly, under the mentorship of a senior scholar and aimed at an academic or research career in academe, industry, government or the non-profit sector.


In this section of the questionnaire, provide information about:  (a) working conditions, and (b) the physical effort required.  Note:  It is important in this section that your response is based on what is necessary in the position under typical conditions.  These questions are included because physical effort is an important element in some jobs.  However, the degree of detail used in the questionnaire will also help University of Louisville respond to the Americans With Disabilities Act (ADA).  Indicate the level of frequency for each of the following:

How Often:  (check the appropriate box)

Occasionally = Up to 20% of the time

Frequently = From 21% to 50% of the time
Constantly = At least 51% of the time

	None
	Occasionally
	Frequently
	Constantly
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Normal office situation

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Stockroom or warehouse

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	High noise environment

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	High dust, dirt, grease environment

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Requires extensive safety training and/or protective devices

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Regular exposure to explosives

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Regular exposure to moving machinery and/or vehicles

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Works with poor ventilation or with regular exposure to odors

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Requires travel, excluding overnight stays

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Regular exposure to radiant or electrical energy (e.g., ionizing radiation)

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Works on slippery or uneven surfaces

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Works on elevated surfaces or below ground level

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Regular exposure to infectious material/diseases

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Regular exposure to chemicals, solvents

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Regular exposure to weather including heat, cold, dampness and/or humidity

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Works in darkness or with poor lighting

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Works in water

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Requires travel, including overnight stays


Describe the physical demands of the position.    Indicate the appropriate level of physical effort for each:
How Often:  (check the appropriate box)
Occasionally = Up to 20% of the time

Frequently = From 21% to 50% of the time

Constantly = At least 51% of the time

	None
	Occasionally
	Frequently
	Constantly
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Typically sitting at a desk or table

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Intermittently sitting, standing, stooping

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Typically standing and/or walking

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Typically crawling and/or kneeling

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Typically running

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Typically jumping and/or throwing

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Typically smelling and/or tasting

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Typically pushing and/or pulling

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Requires repeated reaching by extending hand(s) and/or arm(s) in any direction

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Requires handling by seizing, holding, grasping, or turning hands, but without finger dexterity 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Requires balancing to prevent falling or erratic movement

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Light lifting or carrying 25 lbs. or less

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Moderate lifting or carrying 26-50 lbs.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Heavy lifting or carrying 51 lbs. or more

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Climbing ladders or scaffolds

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Using equipment requiring high dexterity

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Driving and/or operating heavy equipment

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Requires good hearing

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Requires good near or distant vision

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Requires distinguishing colors and/or depth perception to judge distances

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Requires feeling to perceive an object(s) size, shape, temperature or texture by means of senses in your skin
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