Job Descriptions Crib Sheet
Insert the Disk.

Open and minimize the following:


A – Job Description Form


B – Job Description Questionnaire


C – Interview Questions


F – Performance Evaluation

Close Disk

Open an Internet Browser and go to:


www.careeronestop.com
Click on “Create Customized Job Descriptions” from the right-hand column on the front page.

Enter a keyword for the job you are describing, click “Next”

Pick the job description that most closely describes what the person does.  Click on that Job Description.

Skip the next page (Click “Next”)

Click on the box in front of the summary.

If you want, you can fill in any other important details in the box below the summary.

Below that are listed Tasks.  Check the box in front of any that apply to the job you are describing.  Chose only that which is REQUIRED for the job.
And below that is Work Activities.  Chose only that which is REQUIRED for the job.
Click “Next”

Work Context.  Check of any that apply.  Click “Next”

Add or check any Skills or Knowledge that applies.  Click “Next” Chose only that which is REQUIRED for the job.

Work Experience Page.  Click “Next”

Education Page.  Click “Next”.

Finally you have a “Final Job Description” which has taken all that you chose on the last few pages and compiled it into one.  Click yes when box appears
Go to “File – Save As…”  Type in the job title for “File Name”, In the “Save as Type” drop down menu, choose “text file”.  Choose “Desktop” as the place to save the file.  Click “Save”.

Close your Internet Browser.
Maximize the Word document “A – Job Description Form”.  Click “Edit – Office Clipboard” which will appear on the right-hand side.  Minimize the file again.
Find the .txt file on your Desktop and double click to open.  Copy those lines that you want to add on the job description (highlight the line, right-click “copy”), one at a time, up to 24 items.  Then minimize
Maximize your “A – Job Description Form”.  Click on the document where you want to add each item (click after “Job Description Summary” for the summary paragraph.) and then click on the item from the Office Clipboard and it will automatically insert.  

Then decide if each duty and/or activity is an Essential or an Additional function.  Essential: the job exists to do this duty or activity.  Then minimize
Open a new Internet Browser and again go to:


www.careeronestop.com
Scroll down to the bottom of the page and click on the icon for “O-Net Online”.  This will take you to an additional website.  

Click on “Find Occupations”.  Type in the same keyword used on the other site, and choose the job you chose for the other site.  Chose the same Job Title you had on the other site, click on that title.  Then click on the “Details” tab near the top of the page.  This will give you a vast amount of information about what the government statistics have shown to be essential and non-essential functions of the job described, as well as knowledge and skills usually needed for this position.  You can either “Save As” as above to have it electronically to copy from, or you can print out to refer to while compiling the job description.  

Finally, Maximize “B – Job Description Questionnaire” and scroll down to page 3.  Be sure to copy 1 and 3 under “Other Duties” to your clipboard, as these should be included in every Job Description.  

Once you have completed the Job Description, you can print out a copy to hand to the Supervisor and see if it matches the job.  
Similar to above you can use the clipboard to add functions to “C – Interview Questions”

