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Officer of Administration Position Description

	Section 1: Position Information

	Position Type
	□ New   □ Revised

	Position Number
	

	Working Title
	

	Department
	

	Employee Name
	

	Actual FTE 
	

	Eligible for Overtime
	□ Yes  □ No

	Section 2: General Description of the Position
Include budgetary authority, supervisory responsibilities, level of decision making, and reporting relationship.

	

	Section 3: Description of Duties
List the major duties. Note percentage of time duties are performed.

	Major Duties


	Section 4: Number of Employees Supervised
	

	Classified Employees
	

	Officers of Administration
	

	Students
	

	% of Time Spent in Supervision
	

	Section 5: Experience & Education
List the experience and educational requirements for this position.

	

	Signatures:

	Employee Signature
	Date

	Supervisor Signature
	Date

	Appointing Authority Signature
	Date



