
UMSL HUMAN RESOURCES 
POSITION DESCRIPTION INSTRUCTIONS 
PurposeJob Descr vs Position Descr
Job Descriptions are broad descriptions tied to a Job Code, located at https://compsearch.umsystem.edu/. 
Position Descr’s are specific & tied to a position # and are developed by the dept in consultation with Human Resources.

Well‑written position descriptions protect both supervisors & employees by clearly defining role expectations, supporting effective recruiting and hiring, and serving as a critical reference for training, performance management, and employee relations issues. Accurate position descriptions are essential for ADA accommodation reviews, accurate FLSA classifications, pay grade assessments, & organizational accountability.
Instructions
1. Header
	Label
	Description
	Example

	University Title
	Official University Title
	Human Resources Consultant SR

	Job Code
	4 digit number tied to the University Title
	4364

	Working Title*
	Descriptive title used in day-to-day operations to reflect an employee’s role or focus area.
	Strategic HR Partner

	Reports To
	Univ Title or Working Title of direct supervisor, whichever aligns with the organizational structure
	Chief HR Officer

	Department
	Employees home department
	Campus Human Resources

	Sal/Plan
	GGS ###, T/R, or UNC
	GGS 011

	FLSA
	Exempt or Non-Exempt
	Exempt

	PeopleSoft #
	7 digit number tied to the position the employee is in
	00066961



*IMPORTANT: Working titles may not be the same as another official University title and may not describe a position that is higher than the university title. Example of a University Title “Asoc Director” may not have a Working Title of “Director.” 

2. Job Summary
Briefly describe why the role exists; focus on business outcomes and scope, not tasks.

Ex: The Senior HR Partner serves as a strategic advisor to people leaders and employees, aligning human resources practices with campus-wide and organizational unit goals, including advancing UMSL’s mission to transform lives through exceptional education, research, and community engagement. This full-time role provides guidance on workforce planning, employee relations, performance management, talent development, compensation, policy interpretation, and workforce planning to support business outcomes of assigned colleges, schools, and divisions (CSDs) while also contributing to university-wide initiatives.

3. Primary ResponsibilitiesPrimary responsibilities should be:
· Observable 
· Measurable  
· Job-relevant  
· Prioritized  


Primary responsibilities define the core duties and tasks that are essential to successful job performance. This section describes the work the employee is expected to perform on a regular and ongoing basis and should focus on the most critical functions of the position. Clearly articulated responsibilities help applicants understand the role and expectations, establish a baseline for evaluating performance, support accurate job classification decisions (e.g., academic vs. staff; exempt vs. non‑exempt), and may serve as the position’s essential functions for ADA purposes.

Provide 4-6 essential functions with 3-5 bullets per function w/measurable outcomes; use action verbs like “Analyze, “Manage”, “Coordinate”, including approximate % of time on an annual basis [if possible].  Always list leadership responsibilities including administrative supervision responsibilities first.


Ex: Employee Relations & Policy Compliance – 45%
· Provide guidance & consultation on HR policies, team dynamics, effective communication, employee engagement, performance management, conflict resolution, corrective action, & separation. 
· Maintain employee relations documentation and incident files.
· Ensure consistent application of university policies and compliance with federal and state employment laws.
· Lead and document complex investigations and resolve sensitive employee relations concerns. 
· Draft and/or revise performance, compensation, and employment-related letters.

4. Core Competencies
Core competencies identify critical skills, knowledge, and behaviors required for effective performance.  Clear and measurable core competencies aid in recruiting the right candidate and help with employee development. 

Ex: Business Acumen  |  Communication  |  Conflict Resolution  |  Decision-Making  |  Relationship Management  |  
Confidentiality and Integrity  |  Sound Judgement  |  Critical Thinking

5. Working conditions and physical requirements
Ensure that listed working conditions accurately reflect essential job functions, as this information may be used in evaluating reasonable accommodation requests. Examples:

	Environmental
	· Office, classroom, lab, clinical, travel (up to X%)
· Interactions with students, faculty, staff, partners, patients, the public

Avoid: Fast-paced high-stress environment. 
Both "Fast-Paced" and "high-stress" are vague, subjective and are not measurable. These descriptors may not accurately reflect the reality of the work environment and may discourage qualified candidates.

	Physical
	· Regular use of computers
· Frequent walking, sitting, standing, bending, lifting/carrying up to ## lbs, driving.

Avoid: Must be able to sit for extended periods of time.
This statement ignores that breaks or alternative arrangements may be reasonable accommodation.

	Cognitive or Behavioral
	· Attention
· Multitasking
· Decision-making
· Maintaining professionalism and composure in potentially stressful situations

Avoid: Must be able to handle multiple competing priorities at all times.
“At all times” is absolute and unrealistic.



Questions about how to appropriately describe job requirements should be directed to HR &/or the ADA Coordinator.

6. Supervisory responsibilities
Supervisory responsibilities differentiate between administrative, functional, and other types of responsibilities for leading people. 
Ex:
	Administrative Supervision
	Provides administrative supervision to ## employees, with responsibility for hiring, setting performance expectations, conducting annual reviews, performance management, coaching & discipline, and managing other employee relations matters.

	Functional Supervision
	Provides functional supervision to cross-functional team members on project or committee initiatives by offering direction, setting priorities, reviewing deliverables, without direct administrative supervision authority.

	Team lead
	Serves as team lead to one or more teams. Coordinates and directs daily work activities of team members to achieve objectives; does not have responsibility for performance evaluations or disciplinary actions.

	Subject Matter Expert
	
Serves as subject-matter expert, providing guidance and oversight on [function].






7. Minimum required qualifications
Minimum required qualifications are critical and must be carefully defined. Required qualifications support compliance with EEOC, ADA, FLSA, OFCCP, and other applicable legal standards. Unlike “preferred” qualifications, required qualifications must be objective, measurable, and directly tied to the essential functions of the position. They must be clearly job-related and demonstrably consistent with business necessity.

For staff positions, enter the official minimum qualifications which can be found at: Job Code Detail | University of Missouri System. Please consult with Academic Affairs for academic qualifications.

8. Preferred qualifications
Preferred qualifications describe additional attributes that enhance success in the role. They are:Best practice: 3-5 preferred qualifications based on level of position 
· 2-3 Entry‑level / early career 
· 3-5 Professional / individual contributor 
· 4-6 Managerial or Executive 


· A tool to help compare qualified candidates
· Clear, Attainable, Job-Relevant that reflects skills or experiences that would help shorten the learning curve.
· They should be able to be identified on resumes, cover letters, or interview responses

Ex:
· Experience with employment laws, HR policies, & compliance standards for public  higher education environments.
· Demonstrated ability to coach supervisors & leaders on employee relations, team effectiveness, & change.
· Prior experience in public higher-education or a similar complex organization.
· Achieved Professional HR certification (e.g., PHR, SHRM-CP) preferred.

9. Other Information
Default statement: Must be authorized to work in the United States. The University will not sponsor applicants for this position for employment visas.

**Exceptions must be approved by the Provost (academic positions) or the CHRO (staff positions).

Standard Hours example: Ex: Monday - Friday, 8:00 am - 5:00 pm with some flexibility.

Location: Ex; Onsite with some flexibility on an ad hoc basis,


10. Next step
After the position description has been created, 
· Please consult with your HR Partner before finalization. 
· The final document should be signed by the incumbent, if applicable, and 
· Provided to HR for document retention purposes.














USING CO-PILOT
TIP FOR USING CO-PILOT TO ASSIST WITH DEVELOPING A DESCRIPTION

Open  Co-Pilot
Click “New Agent” (on the left hand side of screen) 
Create a title and a description for your own reference
In the “instructions” box, copy the following: 


1. Use the following prompt:
You are creating an accurate and effective position description that is essential for organizational design, recruiting, hiring, training, workforce development, and evaluating employee's performance. Additionally, the position description is essential for ADA accommodation reviews, pay grade and FLSA assessments, and organizational accountability.
Use the attached template to create or improve position descriptions to protect both supervisors & employees by clearly defining role expectations, supporting effective recruiting and hiring, and serving as a critical reference for training, performance management, and employee relations issues. 
Critically analyze the results and ask key questions for a supervisor to consider if the position description results can be elevated to be more competitive in the current recruitment climate.

2. In “Add specific websites, enter the following (one at a time. Copy paste a website, hit enter, then do the same for each of the others)
· https://www.umsl.edu/
· https://www.linkedin.com/jobs/  
· https://compsearch.umsystem.edu/
· https://www.higheredjobs.com/ 
3. Now copy the position description instructions and template. (Download and attach to copilot)

4. Click “Create”

5. Attach other documents to help provide information about the position, such as:
· University Job Description located at Job Code Detail | University of Missouri System 
· Most recent position description
· Most recent job posting
· Most recent PCQ (redact name and salary)
· Department goals and objectives
· Any other documents

6. Critically review the drafted response to determine what works and what needs to be changed. 

NEVER EVER copy/paste without reading and confirming the accuracy and legitimacy of the information.
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