
Position Description (PD)
Writing Training

Office of
Talent Management



Introductions

• Name
• Agency 
• Role at agency
• What do you want to learn 

from PD Writing class?



Agenda
• OTM’s Role
• Relevant Laws and Resources
• Position Description rules and construction
• Mixed PDs
• Exercise – write a PD



Objectives
• Increase your knowledge of the Position 

Description writing process.
• Identify underlying principles, reasons or facts 

by breaking down information in separate 
parts.

• Use relevant information and individual 
judgment to determine whether processes 
comply with laws, regulations, or standards.



OTM’s Role

• Manages the State of Ohio Class Plan
• Establish & Maintain Compensation 

Philosophy
• Conducts Job Audits, PD & PSMQs 

compliance reviews & trend analysis
• Provide consultative & training services



Relevant Laws
• Uniformed Guidelines on Employee Selection 

Procedures (1978)
• Americans with Disabilities Act (ADA)  
• Federal Fair Labor  Act (FLSA)
• Ohio Revised Code (ORC)
• Ohio Administrative Code (OAC)
• Executive Orders
• Collective Bargaining Agreements



• OTM’s Classification & Compensation Web 
site

• Learning On Demand (SkillSoft)
• State of Ohio Library
• Society of Human Resource Management 

(SHRM)
• International Public Management Association 

for Human Resources (IPMA-HR)

Resources



Online Navigation Webpage
DAS Divisions Human 

Resources
Talent 

Management Class & Comp Class Specs

http://das.ohio.gov/Divisions/HumanResources/HRDClassSpec.aspx


Position Description



Position Description

• An accounting of a position’s 
assigned duties, responsibilities 
and level of authority. 

Position Description



Position Description

Recruiting Efforts

Training & Development

Performance Measures



Position Description Forms

Blank position description forms are available online.

Department of Administrative 
Services

Human Resources

Talent Management

Classification & Compensation

IT Classification Project

IT Transition Tool Kit



Writing PD Basics
• Avoid exaggerating or downplaying job 

duties

• Avoid using ambiguous words open to 

interpretation 

• Always use present tense

• Avoid the narrative form



Job Duty



Writing PD Basics

• Always rank duties by order of importance

• List percentage of time dedicated to each rank
• Do not list range (i.e., 0-5%)
• Total must be 100%

• KSAs must be linked to individual ranks, not 
listed in the first rank only



PD Ranks



What is an Essential Function?

Essential functions are the critical duties -
identified in class specification (i.e. class 
concept)  - that an employee must be able to 
perform with or without a reasonable 
accommodation.



Basic Building Blocks of a 
Position Description:

Job (Overall Function)

normally consists 
of 4-6 duties that 
describe a 
function within 
an organization.

Duty (General Statement)

a collection of 
tasks generally 
broad & generic 
in nature

Task (Specific Statement)

clarifies & 
explains a 
specific duty and 
provides a 
mental image of 
the action that is 
performed.

Element

Sub-unit of 
work



Additional Duty Statements Examples

Position

Activities Aid

Grounds Keeper

Nurse 1

Duty

Monitor activities of 
clients

Perform routine, unskilled 
grounds maintenance

Provides professional 
nursing care to inmates



What are tasks made of?

Verb Object Details Task



Technical Writing Tips

Task Statements
Represent a specific 

function

Provide a mental image

Require KSAs

Complete unit of work



Supporting detail clarifies 
task statements

Laborer

• Performs routine, unskilled grounds 
maintenance.

Duty statement

• Mows grassTask statement 
without detail

• Operates tractor in order to mow grass (with 
equipment)

• Operates  tractor (e.g., John Deere 550) in order to 
mow grass on facility property (with equipment and 
location)

Task statement with 
supporting details



Supporting detail clarifies task

LPN

• Administer nursing care within scope of practice under 
the direction of a registered nurse, licensed physician, 
dentist, podiatrist, optometrist or chiropractor.

Duty statement

• Provides general nursing direct care.Task statement 
without detail

• Operates medical devices for monitoring patient vital 
signs (e.g., clinical digital thermometer, stethoscope & 
blood pressure cuff, pulse oximeter and cardiac 
monitors.)

Task statement with 
supporting details



Explain General Duty Verbs

Assists Responsible 
for Performs

Processes Maintains Prepares

Serves as Handles

The more vivid the action verb, the more clear the mental image.



Define/Explain General Duty 
Adjectives

Complex Simple Technical Basic

Routine Non-
Routine Difficult Most 

Difficult



PD Rules

The subject of every duty/task is understood 
to be the employee.  
The symbol & is used for the word ‘and’.
Avoid using undefined acronyms (PSMQ, 
ORC or OAC).



Punctuation Rules

Duty statements begin with a Capital letter 
& ends with a full colon (:) or period (.).

Task statements begin with a lower case
letter & ends with a semi colon (;) or 
period (.)



Common Errors
• Copy and pasting without adding agency 

specific details

• Ordering duties based on percentage of time 
rather than importance

• Placing all KSAs in first rank and then 
copy/pasting into remaining ranks



Lifeguard (18511)
Rank One:
Rescues swimmers in distress (e.g., enters 
water & swims to potential drowning victim, 
uses rescue equipment such as rescue tube & 
rescue board to tow/pull victim to safety): 
performs emergency first aid (e.g., administers 
CPR to unconscious drowning victims) & 
cardio-pulmonary resuscitation;  exposed to 
weather; exposed to potentially hostile general 
public; exposed to danger in performing water 
rescue.



Exercise:
Rank One:
Serves food to consumers or employees (e.g., 
sets up &/or tears down service lines; portions, 
slices &/or wraps food; sets &/or clears tables; 
gets supplies from storage): cleans work & 
service area (e.g., rinses & stacks trays, dishes, 
cookware & silverware; empties trash; cleans 
oven &/or dishwasher; mops floors).



Example (1/2)

In Central Accounting Office, prepares 
vouchers, invoices, remittances for receipt 
& disbursement of funds & other related 
materials: uses personal computer to process 
payroll for all active staff.



Example (2/2)
Paints, stains, or varnishes interior &/or 
exterior surfaces of buildings &/or other 
structures: prepares working surfaces & 
areas for painting; orders &/or inventories 
paint.



Exercise



Mixed Position Example

Mixed 
Position 
Classes

Delivery 
Worker, 
53821

Stores 
Clerk, 
14711

Pay Range

05

03

% of time

25%

75%



PD Processing and Approvals

Decentralized 
Agencies

• approval and processing 
is given to an agency 
appointing authority

• subject to audit 
• may develop alternate 

forms or continue using 
forms already developed.

Centralized Agencies
• Position descriptions 

approved and processed 
by the Ohio Department 
of Administrative 
Services.



Position Description Checklist

• Authorized signature
• Percentage of time adds up to 100%
• Do not use percentage span (i.e., 0-5%)
• Rank 1 Job duties meet class concept (at least 

20%)
• KSAs must be listed separately for each rank
• Unclassified positions require notation of 

applicable code



Correct Order to Create a 
Position Description

• Request for position
• Duties from hiring manager
• Percentage of time
• Select classification
• Classification should NOT be selected prior 

to the duties being finalized



Duties from the Hiring Manager
1. Identify if the need for the position is due to new 

duties or replacement of a vacated position.
2. Ask questions to identify the duties to be performed 

including details such as technical (e.g. certifications) 
and basics (e.g. travel, work schedule).

3. Identify minimum qualifications for the position. 
(what is the minimum upon entry versus what can be 
learned during a probationary period)

4. Identify reporting structure.
5. Determine percentages of the duties performed.



Exercise: Create a Position 
Description







Contact Info: 
compensation@das.ohio.gov
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