[image: ]		AbleNet Policies:  Human Resources

HR 6 Job Descriptions
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Last Date Revised: October 29, 2013

Policy
AbleNet has printed job descriptions for all positions. Job descriptions provide a summary of the position’s duties, the supervisor’s position, principal responsibilities, education and experience requirements, and an overview of other generally expected responsibilities placed upon the employee.  Job descriptions become the basis for the assessment of an employee’s work performance. Each employee receives a copy of his/her job description at the time of hire or transfer to the position. Each job description provides a place for the employee to sign and date to ensure that tasks and duties expected are understood at the time of hire and that the employee agrees to these expectations.
.

Procedure
AbleNet maintains written job descriptions for each position offered. Job descriptions include:
· Job title
· Description of duties/responsibilities/tasks required
· Reporting /supervision requirements
· Expectations of work hours
· Minimum qualifications/basic requirements for position
· Required knowledge/experience and degree/education 
· Expectations for any education requirements, which includes continuing education requirements specific to duties
· Required license or certification
· [bookmark: _GoBack]Any physical requirements/demands (with regards to the ADA)


All job descriptions will include a place for the employee to sign and date.  This ensures the employee as read and agreed to the position being offered. The current signed job description is maintained in the employee’s personnel file. 

Review and revision:  Job descriptions are reviewed at every annual evaluation and are revised as needed to insure that they reflect the nature of the position.  A request for review of any job description may be made to the Human Resources Manager at any time

The goal of AbleNet is to attract, motivate, and retain talent with a fair and equitable compensation based on necessary knowledge, skills and abilities.  
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