	
Longwood University
Administrative & Professional Faculty Position Description



	To Be Completed by Department

	Date:
	Current Incumbent:

	Position Number:
	Number of Employees Incumbent Supervises:

	Position Title:
	Scheduled Work Hours:          

	Department:
	Shift Work:   FORMCHECKBOX 
 Yes     FORMCHECKBOX 
 No

	Reports to:
	 FORMCHECKBOX 
 9 mo.      FORMCHECKBOX 
 10 mo.     FORMCHECKBOX 
 12 mo.  Position  

	


	To Be Completed by Human Resources

	
	

	FLSA Status:  FORMCHECKBOX 
 Nonexempt  FORMCHECKBOX 
 Exempt                 
	Commercial Driver’s License Required:  FORMCHECKBOX 
 Yes     FORMCHECKBOX 
 No

	Exemption Test Met:  
	Statement of Economic Interest Required:  FORMCHECKBOX 
 Yes     FORMCHECKBOX 
 No

	Benefits Included:   FORMCHECKBOX 
 Yes     FORMCHECKBOX 
 No     FORMCHECKBOX 
 Partial
	Fingerprint-based Criminal History Report Required:  FORMCHECKBOX 
 Yes     FORMCHECKBOX 
 No

	Work Hours Per Week:   FORMCHECKBOX 
 40      FORMCHECKBOX 
Less than 40
	Required Occupational Licensure or Certification:



	BFOQs:


	Educational Qualifications Required by Law:

	

	Position Purpose:




	Organizational Structure: (Give first-line supervisor and list any positions which are supervised by this position.  Then complete organization chart.)

[image: image1]



	Essential Functions and Responsibilities: (Establish three to five essential functions)



Additional Responsibilities:



	Physical Demands:




	List both required and preferred Education, Certification, License and/or Work Experience: 




	Other Factors and/or Comments:  



	Submitted by:_________________________  ________           Reviewed by:_________________________  ________    
                     (Department Representative)        Date                                         (HR Representative)                    Date


Return to the Office of Human Resources
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