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legendary, “that’s not in my job description,” however, does not have to be a
problem to any employer making reasonable assignments to workers. In fact, the
employee who does not have a written job description may be more likely to feel
that a foreman’s directive is overstepping rightful bounds.

Wording within a description can advise employees that they are expected to
adapt to new methods when introduced or to perform related tasks, even if not
specified, that contribute to overall operations. Subheading the list of job functions
as “Examples of Duties” (or of Major Functions) conveys a similar message.

An examination of the job, or a “job analysis,” is the logical precursor to
writing a job description. Like other aspects of personnel management, a job
analysis may be conducted through various methods that range in formality and
complexity. Common to all the methods is the gathering of information about a
job. Some managers may feel so close to all operations that they draw solely on
their own knowledge (of an existing job) or vision (for a new position) when
writing job descriptions. Most, however, rely on or supplement their initial
understanding with information collected through systematic observation,
interviews with employees, worker activity logs, or other forms of incumbent
reports. Whether coming from the manager, job incumbent, immediate
supervisor, coworker, an office staff member, a consultant, or others, collection
of information to be summarized in the written description is essential.

Writing Job Descriptions

Many employers do not use written job descriptions because the task of developing
them looms too large or uncertain. References that lower this barrier, however,
are readily available. Though not a substitute for descriptions specific to positions
in a given organization, generic references that describe similar jobs can serve as
models and help in launching local job analyses with which to modify them.

Examples of agricultural job descriptions that are online atjAgHelpWanted.org|
can be expanded and tailored to individual company circumstances. They are
presented as starting points, working drafts for you to further develop and refine
to fit your operation.

Following are tips for writing effective job descriptions:

= Make it simple, clean, and factual.

= Resist overstating or exaggerating job importance and requirements.

= Keep the duties/functions and qualifications in different sections.

= Begin each duty/function with an active verb.

= List functions in order of either significance or portion of work time
spent.

Clarifying the Job Content
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= Inidentifying “essential functions,” consider these criteria:
— Portion of time spent performing the function
— Purpose for very existence of the job
— Necessity for the incumbent of this job, rather than of any other, to
perform the function
* Consequences of removing the function from this job
* Special expertise required to perform the function
= Develop the description in coordination with a current or recent
incumbent.
= Review with the employee(s) after every revision.
— Answer questions about it, and discuss the need for any changes.
— Ask to indicate understanding by signing.
— Provide a copy to employee.
Check each year or two for continued accuracy.

Clarifying the Job Content
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Below is a sample job description for the position of Herd Manager on a
dairy farm.

Clarifying the Job Content





