State Officials’ Position Description
	Name:

     
	Position Title:
     

	Agency: 
     
	Reports To:
     

	Date:
     
	Date Last Revised:
     

	Position Objective – Discuss in a few sentences what the position is required to accomplish. Summarize the scope of impact and how the position supports/contributes to the mission of the organization.

	     


	Nature and Scope – This section should include short and descriptive narratives that address the following requirements of the position.

	Organization (include a copy of organization chart) – Size and role of this position and its importance to the state’s mission and reputation. Diversity of job scope/responsibilities.

     

	Management Environment – Key challenges, sensitivities, risks, etc., inherent in the position and political environment. Any unique requirements associated with the performance of job responsibilities. Key partnerships and stakeholder interactions.

     

	Principal Responsibilities – Prioritize a list of the principal responsibilities for which the position is accountable. Each statement should describe the responsibility, the required result, and the impact to the organization.

	     


	Knowledge, Skills, and Abilities – Provide a brief statement indicating the knowledge, skills, and abilities needed to perform the full scope of the job responsibilities. 

	List the preferred/desired education, experience, and competencies needed in this job.
     


	Mental Demands – this section should include short and descriptive narratives that address the degree of effort exercised in meetings the following requirements of the position.

	Problem Solving/Decision Making Requirements – Provide a brief statement indicating the skill required by the job for analyzing, evaluating, creating, and reasoning, arriving at conclusions and making decisions. 
     


	Independent Judgment – Briefly describe the extent and nature of the job’s problem solving requirements. 
     


	Accountability – Provide a brief statement indicating both the primary and shared accountability of the position (measured effect of the job on end results) for each of the following requirements of the position.

	Freedom to Act – Considers the degree of controls and limitations placed on the job’s authority that are set by laws, rules, policies, procedures, precedents, and standard practices. 
     



	Job Impact – Considers the type and degree of influence the job contributes to the end result.
     


	Size of Impact – Financial and other quantifiable dimensions, influences, and impacts. Describe the type and annual amount of all the monies that the position directly controls or directly/indirectly influences.
     


	Other Financial Influences and Impacts –
     


	Number of Employees:
     
	Operating Budget Amount:

$     

	Planning (Tactical and Strategic) – 

	Focus on the job requirements. Briefly describe the impact of planning on the state’ mission and success of the agency.

     


	Date:

     
	Signature:
     


Submit completed form and required documents to: classandcomp@ofm.wa.gov
Or Mail to:

Office of the State Human Resources Director
Attn: Compensation Team

P O Box 47500

Olympia, WA 98504-7500
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