					                                	 	Cost Center # 
	ORAL ROBERTS UNIVERSITY
	ACADEMIC EMPLOYEE JOB DESCRIPTION

TITLE:  					

DEPARTMENT: 

PREPARED BY:  						APPROVED BY: 
 							
DATE EFFECTIVE:                          		DATE REVIEWED:


PRIMARY FUNCTION:



REPORTS TO:


SUPERVISES:



DUTIES AND RESPONSIBILITIES:

	Task #
	Tasks

	1. 
	Fill in forms 

	2. 
	

	3. 
	

	4. 
	

	5. 
	

	6. 
	

	7. 
	

	8. 
	

	9. 
	

	10. 
	







JOB SPECIFICATIONS

EDUCATION:  

LICENSE OR CERTIFICATION REQUIREMENT(S):


EXPERIENCE/SKILLS/ABILITIES:  

PHYSICAL & ENVIRONMENTAL DEMANDS will include but not be limited to:  
sitting, standing, walking, crouching, stooping, bending, twisting of upper body, manual dexterity for operation of office machines/equipment, repetitive motion, and reaching.   Vision to include: near, far, color, depth perception, field of vision, and visual accommodation.

DEPARTMENT LOCATION: 

HOURS OF WORK & ATTENDANCE
Normally scheduled work hours are Monday through Friday, 0:00 am – 0:00 pm.  

Reports for scheduled work shift(s) in a dependable and timely fashion in order to assure the smooth operation of the work unit and to minimize the interruption or delay of regular work output for the department.  Has no (or very rare) unscheduled absences, occurrences of tardiness, or requests to leave early.  (See employee Handbook for more detail.)

TRAVEL
None

LIFESTYLE  
Must adhere to the Code of Honor Pledge for Oral Roberts University.


This position requires the following Background Check:   
· Criminal
· MVP

NOTE:  This description is to indicate the kinds of tasks and levels of work difficulty that will be required of this position. It is not intended to limit or in any way modify the right of the supervisor to assign, direct and control the work of employees under his/her supervision. The use of a particular expression or illustration to describe duties does not prohibit the assigning of additional duties that may be similar in kind or in difficulty as needed. 
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