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JOB DUTIES OUTLINE

For the period beginning May 1, 2012 and ending April 30, 2013.

The purpose of the Job Duties Outline is to ensure that the supervisor and the employee share a clear and accurate understanding of the duties performed by the employee and the areas of responsibility assigned to the employee.  The supervisor and employee together should complete the following.

HSL employees: In lieu of the Job Duties Outline Form, you may submit a current Position Description form along with goals for the next 12 months (including how they will be accomplished and how they will be evaluated).

[bookmark: _GoBack]Employee Name:

Working Title:

Supervisor:							Date Completed:


BRIEF description of the position: 




PRIMARY responsibilities: 




SECONDARY responsibilities:




REQUIRED Education, Skills and Experience:



PREFERRED Education, Skills and Experience:



GOALS FOR THE NEXT 12 MONTHS:
(Refer to the Goals Section of the Performance Evaluation Form.  Indicate how the goals are to be accomplished and how they will be evaluated.)
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