	State of Minnesota
POSITION DESCRIPTION A
	Employee’s Name



	ANOKA-RAMSEY COMMUNITY COLLEGE
	

	CLASSIFICATION TITLE:  

	WORKING TITLE (if different)

	P.C.#
     

	[bookmark: Text12]PREPARED BY:  
	APPRAISAL PERIOD:  

	EMPLOYEE'S SIGNATURE
(this position description accurately reflects my current job)


	DATE

	SUPERVISOR'S SIGNATURE (this position description reflects the employee's current job)
	DATE



	POSITION PURPOSE:  


	REPORTS TO:  

SUPERVISES:  


	DIMENSIONS


BUDGET:


CLIENTELE:  

            
            
            
            
            













	POSITION
DESCRIPTION  B
	Employee’s Name

	Position Control Number


	RESP.
NO.
	PRINCIPAL RESPONSIBILITIES, TASKS AND PERFORMANCE INDICATORS
	prior-ity

	% of time
	discre-tion

	1.

	Tasks:

A. 
	
	
	

	2.
	Tasks:

A. 
	
	
	

	3.
	Tasks:

A. 

	
	
	

	4.
	Tasks:

A. 
	
	
	

	5.
	Tasks:

A. 
	
	
	

	6.
	Performs other duties as assigned by the supervisor

Tasks:

	
	
	

	7.
	
 Comply with the Agency customer service policy so that the agency’s needs are satisfied.

Tasks:
A. Coworkers are treated with courtesy and respect.
B. Telephone calls are returned within a timely manner and requested 
     information or appropriate referral is provided.
C. Correspondence is responsible and completed in a timely manner.
D. Interaction with the public is conducted in a professional and responsive 
     manner.
E. Disputes are resolved in a non-combative manner.


	A
	100
	A

	8.
	Comply with Agency safety policy so that work is accomplished in a safe and efficient manner.

Tasks:
A. Select and use equipment and facilities appropriately.
B. Report any unsafe conditions or practices.
C. Participate in all required safety training. 


 
	A
	100
	A







	POSITION DESCRIPTION  C
	Employee’s Name

	Position Control Number


	NATURE AND SCOPE 

Relationships



Knowledge, Skills, Abilities
The employee should demonstrate a knowledge of and interest in diverse culture and populations.  



Problem Solving



Freedom to Act






Anoka-Ramsey Community College is an affirmative action, equal opportunity employer and educator

