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Contacts 

• Tina Marie Litchfield 
tlitchfield@uflib.ufl.edu or 273-2595 
 

  

mailto:tlitchfield@uflib.ufl.edu
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Resources 

• Library HR Website – PD Template 
http://www.uflib.ufl.edu/pers/TEAMS.htm  

 
• UF Classifications 

http://hr.ufl.edu/teams-titles/ 
          
  

https://hr.uflib.ufl.edu/current-employees/recruitment/teams-usps-resources/
https://hr.uflib.ufl.edu/current-employees/recruitment/teams-usps-resources/
https://teams-titles.hr.ufl.edu/
https://teams-titles.hr.ufl.edu/
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Top Section of Position Description 

• Position Number: Library HR will provide 
 

• UF Classifications 
http://hr.ufl.edu/teams-titles/ 
 

• Working Title:  Brief description (1-3 words) that reflects 
the content, purpose, and scope of the job – this is not the 
classification (i.e.: Library Assistant 1). 
 

Example: Access Support Assistant 
 

• Department:   
 
Example: Marston Science Library 

  

https://teams-titles.hr.ufl.edu/
https://teams-titles.hr.ufl.edu/
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Summary of Position Description 
 
Brief (three to four sentences), general statement that defines the 
purpose of the job and summarizes the more important functions 
and responsibilities of the position.  
 

Do not include preferred or required qualifications but succinctly 
describe the position as clearly as possible. 

Must include in all position descriptions: 
To support all students, staff and faculty, and foster excellence in 
a diverse and collaborative society, the Libraries are actively 
seeking candidates who bring culturally-rich lived experiences to 
work with individuals of diverse backgrounds, experiences, races, 
ethnicities, genders, sexual orientation, and perspectives. 
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Essential Functions of the Job and Percentage of Time 
Spent on each Function 

Convey the job expectations, role, and scope by describing the 
essential tasks, duties, and responsibilities of the job. 
 
• List each essential function and assign a percentage (no more 

than 50%, no less than 5%) based on the amount of time spent 
on that function.  

 
• Each essential function should have a bulleted list of duties and 

responsibilities. 
 
Example: 
30% Gifts Management 

• List duties and responsibilities 
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Marginal Functions of the Job and Percentage of Time 
Spent on each Function 

Convey duties that if the employee is not able to perform due to a 
disability would not impair their ability to accomplish their job. 
 
• List each marginal function and assign a percentage based on 

the amount of time spent on that function. Marginal Functions 
should not exceed 10% total.  
 

 
Example: 
5% Other Duties as Assigned 

Serves on library committees and participates in professional 
development and special projects.  
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Supervision 

Received: 
Explain the type and extent of instructions or directions normally 
given to this position by the immediate supervisor (general 
direction, close supervision, etc.) 
 
Example: 
Detailed procedures are explained as new responsibilities are added. 
Supervisor is available for solving problems and maintaining quality 
control of more difficult tasks. Meets regularly with supervisor and unit to 
ask questions, bring up problems, and to review and set workflow 
priorities.   
 
Exercised: 
List the class titles and position numbers under the direct 
supervision of this position. 
 
Example:  Library Assistant 1 - 00001234 
 



9 | P a g e  

 
Normal Work Schedule 
 
Specify days and hours this position is required to work as well as 
any variations from this schedule. 
 
Non-Exempt Example: 
Standard hours: Monday - Friday 8 a.m. to 5 p.m. (40 hours per week). 
May be required to work Saturdays occasionally to fill in for weekend staff. 

Exempt Example: 
Standard hours: Monday - Friday 8 a.m. to 5 p.m. May be required to work 
beyond standard hours to accomplish essential and/or time sensitive 
tasks. 

 

  



10 | P a g e  

 
Education, Training and Experience 

Minimum Qualifications: 

These are prescribed by the University and available at the 
following link: 
 
http://hr.ufl.edu/teams-titles/ 
 
  

https://teams-titles.hr.ufl.edu/
https://teams-titles.hr.ufl.edu/
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Education, Training and Experience 

Preferred Qualifications: 

Skills, knowledge and abilities needed to successfully accomplish 
the job. Other experience or qualifications that would be beneficial 
to the position. 

The following are required competencies for all positions in the 
Libraries: 
 

• Commitment to contributing to a respectful and caring 
community for all, including individuals of diverse 
backgrounds, experiences, races, ethnicities, gender 
identities, sexual orientation, and perspectives 

• Evidence of excellent interpersonal skills including oral and 
written communication 
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• Ability to work both independently and collaboratively to 

accomplish goals 

• Flexibility, and ability to adapt and work in a rapidly 
changing academic environment 

• Basic computer skills and experience with Microsoft Word 
and Outlook. 

Required Licenses, Certifications and Other Specific 
Requirements of the Law 

Y/N This position requires licensure, certification, or other 
special requirements (if yes, please specify).  

 
Example: 
Driver’s License. 
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Y This position requires a criminal background check.  This is 

YES for all positions. 
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Required Licenses, Certifications and Other Specific 
Requirements of the Law 

Y/N This position is subject to federal and state privacy 
regulations. If YES, please specify why under “Statement of 
Responsibility for Confidential Data”. 

 
Statement of Responsibility for Confidential Data 
Responsibilities that involve processing or having access to 
confidential information should be disclosed here including student 
data. 
 
Example:   
Incumbent will have access to library patron personal data (UF status, 
addresses, email, UF identification) via the ALEPH library circulation 
system and ILLiad database.  
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Other Characteristics of the Position 

Describe other characteristics of the position essential to 
satisfactory performance that are not mentioned elsewhere in the 
position description. 
 
Include physical, mental, and environmental factors such as lifting, 
pushing, pulling, frequent reaching over shoulder, etc. Based on 
your description a health assessment may be required. 
 
Example: 
Work requires frequent pushing, pulling, lifting over 45, and bending.  
https://webfiles.ehs.ufl.edu/jobduty.pdf 

Include machines and equipment used regularly; any travel; 
environment noisy or cold; and anything unusual about the position. 
  

https://webfiles.ehs.ufl.edu/jobduty.pdf
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All Positions – Areas of Responsibility 

 
Clarify level of responsibility in each of the areas that is applicable 
to the position. If no responsibility in an area, write “none at this 
time”. Positions are classified as exempt because of their 
responsibilities in one or more of the following areas: 
 
POLICY MAKING AND/OR INTERPRETATION 
Level of responsibility for policy interpretation and changes within 
unit or department. 
 
Example: 
Recommends changes of and additions to the established policies and 
procedures of the department and provides documentation of policy and 
procedures relating to operations. Interprets and applies University 
guidelines as they apply to personnel and other operations. 
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All Positions – Areas of Responsibility 
 
PROGRAM DIRECTION AND DEVELOPMENT 
Level of responsibility for programmatic changes and direction of 
the department or unit. 
 
Example:  
Responsible for recommending changes in project design and 
development to assure adherence to best practices as well as efficient use 
of time and resources. Assists in identifying potential projects and funding 
sources relevant to the mission of the Libraries. Introduces new concepts 
and approaches to departmental projects for review. 
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All Positions – Areas of Responsibility 
 
COMMUNICATION  
Statement of internal or external business contact, including 
frequency and scope.  
 
Example: 
Frequent contact with members of the University of Florida research and 
teaching faculty and with vendors for outsourcing selected projects or 
services. 
 

MONETARY RESPONSIBILITY 
Amount and consequence of error.  
 
Example: 
Assists with coordination of departmental budgets for review. Provides 
routine status reports. The failure to perform these duties effectively would 
result in substantial operational, fiscal and fiduciary consequences. 
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All Positions – Areas of Responsibility 
 
CREATIVITY, STRATEGY AND LEADERSHIP 
Positions that include creativity and the ability to strategize, solve 
problems and/or provide leadership to projects. 
 
Example:  
Ability to think critically about new ways to solve a wide variety of 
problems. Considerable creativity required to adapt new technology to 
local needs and provide leadership to new endeavors. 
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Employee and Supervisor Information 
 
EMPLOYEE NAME: Name  
 
________________________________________________ 
Signature                                                          Date 
 
IMMEDIATE SUPERVISOR:  Name and working title 
 
________________________________________________ 
Signature                                                          Date 
 
REVIEWING AUTHORITY NAME AND TITLE: Name and working title 
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Position Change Action 
 
Indicate specifically how this position has changed since it was 
last updated. If requesting a reclassification, include a full 
justification for the requested title. 
 
Examples: 
The essential functions of the position remain unchanged. The PD is being 
updated for posting to reflect new processes. 
 
The position reporting structure has changed with no change in 
classification or essential job duties. 
 
Job duties have changed substantially to reflect the loss of one 
departmental staff member. The classification remains the same. 
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Procedure for Processing Position Descriptions 
 
For reclassifications or to process a new position, Associate Dean level 
approval must be secured prior to proceeding. 
 
• supervisor reviews and updates the PD 
• supervisor forwards PD to Library HR for review 
• Library HR provides updated version to supervisor 
• Supervisor and/or 2nd level supervisor secure Associate 

Dean/Dean approval 
• Library HR submits to UF Classification and Compensation 
• Library HR processes new PD through UF HR 
• Library HR will keep supervisor informed of developments  
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