JOB DESCRIPTION AND ANALYSIS
1.
Job Description

2.
Job Description - Position Analysis

​​​​​_________________________

Approval                 

_________________________

Date                     

_________________________

Date Reviewed            

SECTION:

Job Description

SUBJECT:

Job Description

PURPOSE:

To be used by management as a bench mark in employee selection.

To be used by employees as a general guideline in current job.

To be used by employees seeking promotion.

POLICY:
Job descriptions are planned and written for each job category within the Dining Service Department and are reviewed annually.

PROCEDURE:
1.
Job descriptions will be written for each position, stating job title, 





duties, qualifications, and physical demands.

2.
Job descriptions will be reviewed annually or as needed.

JOB DESCRIPTION

JOB TITLE: ____________________________________________
POSITION SUMMARY __________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________
JOB DUTIES AND RESPONSIBILITIES ___________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________
___________________________________________________________________

QUALIFICATIONS ____________________________________________________

___________________________________________________________________

___________________________________________________________________
EDUCATION _________________________________________________________

___________________________________________________________________
EXPERIENCE ________________________________________________________

___________________________________________________________________

OTHER  ____________________________________________________________






                                        ​​​​​_________________________

Approval                 

_________________________

Date                     

_________________________

Date Reviewed            

SECTION:

Job Description

SUBJECT:

Job Description - Job Analysis

PURPOSE:

To inform the employee of all duties and expectations of their position.

POLICY:
Job descriptions - Position Analysis for each position in the Dining Service Department will be maintained and reviewed on a timely basis.

PROCEDURE:
1.
Upon Employment, each new employee will be given a job 





description and position analysis.

2.
These will be explained and reviewed with the employee by the Director of Dining Service.

3.
Each employee will receive a copy and will sign a statement that they understand their job.

JOB ANALYSIS

JOB TITLE ___________________________________  HOURS _____________

DAYS OFF ______________________

REVISION DATE _________________

FROM ___________________  TO ____________________

DUTIES ___________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

