State of Colorado Position Description

Employee participation in the completion of this document is encouraged; however, the appointing authority and
supervisor are accountable for establishing the assignment and ensuring the accuracy of this information.

I. POSITION IDENTIFICATION

Agency Code GKA Position Number

Principal Department/Higher Education Institution University of Northern Colorado

Division or Equivalent  Administrative Service Center

Work Unit

Work Unit Address

Current Class Title Class Code



clients within the unit. Project administration may include planning and facilitating special events, coordinating
photo and video shoots, and developing timelines.

This position requires exceptional promotional writing and editing skills, knowledge of marketing communications
and techniques, a solid understanding of social media, strong organization and project management skills and the
ability to communicate and collaborate effectively with people.

D. Summarize specific duties added to this position and where they came from. Include position numbers if duties came
from other positions.

Internal event planning Internal student/staff communications Internal news/announcement coordination
Unit content coordination for marketing/PR Unit social media coordination Official functions Website

management/maintenance

E. Summarize specific duties deleted from this position and where they went. Include position numbers if duties went to
other positions.
N/A









THIS SECTION FOR APPOINTING AUTHORITY ONLY

Appointing authority, your input will be verified and approved by the human resources office before any items in these
sections are accepted as official.

V. STAFF AUTHORITY

Some positions are delegated non-supervisory authority where agency management routinely relies on essential
consultation when deciding broad, critical program or policy direction. These relatively rare



VI. CONDITIONS OF EMPLOYMENT
Pre-employment Physical T Describe any special physical requirements:

Pre-employment Drug Testing T Describe any specific test:

Ongoing Functional Capacity Testing

Colorado Driveris License Regular Commercial
List any endorsements required.

Essential Services Designation — Required to report without delay or interruption to provide essential or emergency
services to ensure health, safety, and welfare.

X Background Check T Specify the type(s):
Shift Work T Explain:
On-call Status T Explain:
Use, Handling, or Exposure to hazardous materials T Explain:
Use of Firearms or Other Weapons T Explain:
X Travel T Explain: May require travel to unit events.
Special Qualifications T Explain:

X Other T Explain: May require hours outside of a regular M-F 8-5 schedule to attend unit events.



VII. CERTIFICATION

This document is an accurate and complete reflection of the positionis official assignment.

Click or tap here to enter text.

Supervisor Name (Print)

Click or tap here to enter text.

Click or tap here to enter text.

Work Phone
Click or tap here to
enter text.

Work Address City Zip

Click or tap here to enter text.

Email Address

Click or tap here to enter text.

Supervisor Signature Date
CIICK or tap nhere 10
enter text.

Click or tap here to enter text.

Approving/Reviewing Official Name (Print) Work Phone

Click or tap here to enter text. Click or tap here to
enter text.

Work Address City Zip

Click or tap here to enter text.

Email Address

Click or tap here to enter text.

Click or tap here to
enter text.

Approving/Reviewing Official Signature Date
Click or tap here to enter text.
Employee Name (Print) Work Phone

Click or tap here to enter text.

Click or tap here to enter text.

Click or tap here to
enter text.

Work Address City Zip
Click or tap here to enter text.

Email Address

Click or tap here to enter text.

Employee Signature Date

PD Revised: 12/2011

ISSUING AUTHORITY: Colorado Department of Personnel and Administration



THIS SECTION FOR HUMAN RESOURCES ONLY
Date Received Action Number

Document is complete incomplete and returned (indicate below the date and reason(s))

Individual Allocation

Optional interview was not conducted



Additional knowledge, skills, abilities and other personal characteristics identified since last Job Analysis.



This page is used for completing the Functional Attributes of Section Ill.

FUNCTIONAL ATTRIBUTES OF JOB DUTIES

I. PHYSICAL DEMANDS

A. SEDENTARY - Exert up to 10 Ibs. of force occasionally
and/or a negligible amount of force frequently or constantly to
lift, carry, push, pull, or otherwise move objects, including the
human body. Involves sitting most of the time, but may involve
walking or standing for brief periods of time.

B. LIGHT - Exert up to 20 Ibs. of force occasionally, and/or up
t0 10 Ibs. of force frequently, and/or a negligible amount of force
constantly to move objects. Physical demands are in excess
of those of Sedentary work. Light work usually requires walking
or standing to a significant degree.

C. MEDIUM - Exert up to 50 Ibs. of force occasionally, and/or
up to 20 Ibs. of force frequently, and/or up to 10 Ibs. of force
constantly to move objects.

D. HEAVY - Exert up to 100 Ibs. of force occasionally, and/or
up to 50 Ibs. of force frequently, and/or up to 20 Ibs. of force
constantly to move objects.

E. VERY HEAVY - Exert in excess of 100 Ibs. of force
occasionally, and/or in excess of 50 Ibs. of force frequently,
and/or in excess of 20 Ibs. of force constantly to move objects.

1. CLIMBING - Ascending or descending using feet and legs
and/or hands and arms. Body agility is emphasized.

2. BALANCING - Maintaining body equilibrium to prevent
falling on narrow, slippery, or erratically moving surfaces; or
maintaining body equilibrium when performing feats of agility.

3. STOOPING - Bending body downward and forward. This
factor is important if it occurs to a considerable degree and
requires full use of the lower extremities and back muscles.

4. KNEELING - Bending legs at knees to come to rest on knee
or knees.

5. CROUCHING - Bending body downward and forward by
bending legs and spine.

6. CRAWLING - Moving about on hands and knees or hands
and feet.

7. REACHING - Extending hand(s) and arm(s) in any direction.

8. HANDLING - Seizing, holding, grasping, turning, or
otherwise working with hand or hands. Fingers are involved
only to the extent that they are an extension of the hand.

9. FINGERING - Picking, pinching, or otherwise working
primarily with fingers rather than with the whole hand or arm as
in handling.

10. FEELING - Perceiving attributes of objects, such as size,
shape, temperature, or texture, by touching with skin,
particularly that of fingertips.

11. TALKING - Expressing or exchanging ideas by means of
the spoken word. Talking is important for those activities in
which workers must impart oral information to clients or to the
public, and in those activities in which they must convey
detailed or important spoken instructions to other workers
accurately, loudly, or quickly.

12. HEARING - perceiving the nature of sounds. Used for
those activities that require ability to receive detailed
information through oral communication, and to make fine
discriminations in sounds, such as when making fine
adjustments on running engines.

13. TASTING/SMELLING - Distinguishing, with a degree of
accuracy, differences, or similarities in intensity or quality of
flavors and/or odors, or recognizing particular flavors and/or
odors, using tongue and/or nose.

14. NEAR ACUITY - Clarity of vision at 20 inches or less. Use
this factor when special and minute accuracy is demanded.

15. FAR ACUITY - Clarity of vision at 20 feet or more. Use this
factor when visual efficiency in terms of far acuity is required in
day and night/dark conditions.

16. DEPTH PERCEPTION - Three-dimensional vision. Ability

to judge distances and spatial relationships so as to see objects
where and as they actually are.
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