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MARSHALL UNIVERSITY 
JOB DESCRIPTION FORM

(Assessment Form)
Submit to Human Resources for Review 

Classification

Classification Type 

Classification Title 

Department/ORG 

Reports To (Position) 

Supervision Given To 
(Position/s) 

Position Details

Employee First Name 

Employee Last Name 

Employee ID 

Position Title 

Position Number 

Essential Job Functions 

Job Summary/Purpose 

Job Specific Duties 
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Qualifications 

Required Qualifications: 

Education   

Experience   

Preferred Qualifications: 

Education  

Experience  

Knowledge, Skills, and Abilities 

Knowledge, Skills and 
Abilities (Include 
Certifications) 

 
 
 
 
 
 
 
 
 

If this position has  
supervisory duties, list 
those you supervise 

 

Primary Level 
Supervisor 
 
 
 

 

Direct Subordinates 
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Physical Demands 
 
 
KEY 
 

N = Not Required 

R = Rarely(<2%) 

O = Occasional (3-33%) 

F = Frequent (34-66%) 

C = Constant (67-100%) 
 

 Physical Demands (The nature of physical effort leading to 
physical fatigue)  
 

 

   

Standing  

    

Walking   

    

Sitting   

    

Squatting   

    

Bending   

    

Pulling   

    

Pushing   

  

Lift/Carry  lbs. 

 

 

 Date Initials 

Date Created & Initials:     

Date Reviewed & Initials   

Date Revised & Initials   

 

 


	Classification Title: Business Clerk
	DepartmentORG: XXXX
	Reports To Position: Business Manager
	Supervision Given To Positions: Supervisory responsibilities if any. 
	Employee First Name: John 
	Employee Last Name: Doe
	Employee ID: XXX-XX-XXXX
	Position Title: Same as classification title unless working title is used
	Position Number: XXXX
	Job SummaryPurpose: The Business Clerk provides administrative support to supervisors and managers in a business unit. 
	Job Specific Duties: Administrative duties• Complete general office duties such as preparing letters and reports.• Handle office interactions with internal staff and outside business partners.  This includes answering phone inquiries, and handling requests or complaints in a professional manner.• Operate and maintain office machinery, including copiers, fax machines and printers.• Maintain files with confidentiality in an easily accessible format.• Coordinate communication between various departments, schedule meetings, distribute reports and keep all parties informed of general business operations.Accounting duties• Obtain state purchasing card and reconcile as needed.• Purchase supplies for staff and office, as well as stationary items from MU Printing Services as needed.• Process encumbrances and requisitions.
	Required Qualifications: 
	Education: High school diploma
	Experience: Two years experience in related field
	Preferred Qualifications: 
	Education_2: Associates degree
	Experience_2: Two - three years experience in related field; Experience using Banner
	Knowledge Skills and Abilities Include Certifications: Excellent communication skills, both written and oralKnowledge of various computer programs such as Microsoft Office
	If this position has supervisory duties list those you supervise: N/A
	Primary Level Supervisor: Business Manager I
	Direct Subordinates: N/A
	Standing: O
	Walking: O
	Sitting: F
	Squatting: R
	Bending: R
	Pulling: O
	DateDate Created  Initials: 
	InitialsDate Created  Initials: 
	DateDate Reviewed  Initials: 
	InitialsDate Reviewed  Initials: 
	DateDate Revised  Initials: 
	InitialsDate Revised  Initials: 
	Cassification Type: [Classified]
	Pushing: R
	Lift Carry LBS: 
	Lift Carry: 15


