[image: image3.wmf]
POSITION DESCRIPTION
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	Employee Name:
	
	Employee Number:
	

	Classification:
	
	Working Title:
	

	Immediate Supervisor:
	
	Div./Dept.:
	

	Written By:
	
	Date:
	


	POSITION SUMMARY:  Briefly summarize the primary purpose of the position.


	DUTIES/RESPONSIBILITIES:  List in order of importance (first Essential, then Marginal), the specific duties performed on a regular basis.  (For Non-Scientist/Engineer positions, include the percentage of time devoted to each duty.)  Omit duties which typically take less than 5% of time.  Summarize responsibilities by grouping similar tasks.


Essential

Marginal
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	INSTITUTIONAL DUTIES AND RESPONSIBILITIES


Environment, Health and Safety:  Describe duties and responsibilities associated with both classification level and specific position.

You must perform work in a manner that protects the health and safety of yourself, your fellow employees, and the public, and preserves the quality of the environment by following your Division Integrated Safety Management (ISM) Plan and following the five core ISM functions: 1) plan work, 2) assess workplace and environmental hazards, 3) implement controls, 4) conduct work within controls, and 5) provide feedback and improvement.  Additionally, you are expected to:

· Have a current Job Hazards Questionnaire (or equivalent) on file

· Complete required training

· Work safely to prevent accidents at all times

· Adhere to the Lab’s “Stop Work” Authority at http://www.lbl.gov/ehs/pub3000/CH01.html#_Toc407015329
Additional EH&S Expectations for Managers and Supervisors: 

You are accountable for creating a safe workplace and for working diligently to reduce accidents by the employees you supervise.  You are to model safe behavior and provide leadership in EH&S by: 

· Completing course EH&S020, ES&H for supervisors. (Mandatory for Operations managers and supervisors.  Supervisors and Managers in Scientific Divisions should consult their Division ISM Plans.)

· Being familiar with PUB3000 and other relevant EH&S policies 

· Ensuring that your staff actively incorporates safety into their work 

· Taking preventive actions to minimize injuries and illnesses, property damage and adverse environmental impact 

· Thoroughly investigating all accidents 

Workplace Environment: 

Diversity: Employees at all levels of the organization are expected to work effectively within our diverse culture by promoting and supporting an environment in which all employees are valued, respected, and included. Managers and Supervisors have the additional responsibility to enhance this development by modeling and sustaining the commitment among team members and staff.

Property: All LBNL employees are accountable for all government property assigned to and accepted by them for official Laboratory use. Each employee must acknowledge acceptance of this accountability by signing an accountability statement, which is attached to the listing of the property assigned to the employee. Employees must exercise the same degree of care that a reasonably prudent person would use to protect their private property from loss, damage, misuse, and misappropriation. Employees must be able to locate all property assigned to them upon request.

Supervisory positions:  Describe duties and responsibilities associated with Affirmative Action and Equal Opportunity in Personnel Actions.

	POSITION QUALIFICATIONS:  Identify specific knowledge, skills, abilities, certifications or licenses required to perform the job, as well as physical and/or environmental factors under which the job must be performed.  Identify Essential (required) and Marginal (preferred).


Essential

Marginal
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