JOB DESCRIPTION FORM
Academic Support Professionals
WIU/UPI Agreement

Name: 
Job Title: 

Department: 
1. Function:
2. Organizational Relationships:

3. Duties and Responsibilities:

 (Identify priorities and performance expectations and, when appropriate, provide specification of assigned duties, state expectations about scheduling, and identify any specific goals or deadlines which the employee is expected to meet.)
4. Methods and Materials of Evaluation:
[Examples include materials submitted by the employee and materials gathered by the supervisor or employee to include the input of students, peers, or clients (where feasible and appropriate) about the employee’s performance based on assigned responsibilities.]
________________________________________
______________________________
Employee
Date
________________________________________
______________________________
Supervisor
Date
________________________________________
______________________________

Appropriate Administrator (if applicable)
Date

________________________________________
______________________________
Appropriate Vice President
Date
