Position Description Tools and Resources
[bookmark: SamplePDs]A position or job description documents the essential duties and responsibilities of a position, and the job complexity as described by competencies needed to perform those duties.  It lists the education, training, and experience required to do the work, and the working and supervisory relationships of that position. 

Competency based position descriptions can be a useful tool for staff recruitment, and managers will benefit from hiring employees that are well-informed about current and future expectations.  By using Competency Guidelines for the Public Health Laboratory Professionals, a framework of competency statements can be used to develop standardized, competency-based position descriptions, with concrete and defined statements that describe the knowledge, skills, and abilities of the ideal person for the job.  

The Position Description Section of the toolbox contains the following resources:
1. A position description template

2. An excel spreadsheet tool that will allow the user to distill the domains, competencies, subcompetencies and tier statements into a manageable group of competency statements describing the knowledge, skills and abilities of the ideal person for the position.  

3. Sample competency-based position descriptions which have been written for specific positions in specific laboratories. For example the Laboratory Scientist PD is written for a small public health laboratory, where staff are expected to be cross trained in many areas.  The LIS Manager is written for a person that is laboratory based, not central IT based.  
These position descriptions are just examples, and it is expected that they will be customized for each individual laboratory, with some of the statements added or deleted, as needed.
The following position description examples are found in the toolbox:
a. Biosafety officer
b. Chemist
c. Laboratory Assistant
d. Laboratory Information Systems Manager
e. Laboratory Manager
f. Laboratory Scientist
g. Preparedness 
h. Quality Manager
i. Training Manager
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