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Job Description

Division:          
Position Title:          


Division:  










Position Title:





Reports To:






Classification: (Indicate Exempt/Non-Exempt -Salary or Hourly)


Date Revised:

JOB SUMMARY

(Fill in Job title and brief summary of the job, typically three to five sentences.) 
ESSENTIAL FUNCTIONS AND RESPONSIBILITIES

(Fill in detailed duties and responsibilities by primary duties first.)

· Strictly adheres to Liberty University policies, representing the University in an exemplary manner.
· Works effectively as a team member, embracing and fostering LU’s Christian model and Mission – Training Champions for Christ.

SUPERVISORY RESPONSIBILITIES   
(Fill in if employee supervises any employees or student employees, indicate “None” if there are no supervisory duties.)
QUALIFICATIONS AND CREDENTIALS

Education and Experience 
(Fill in educational level that is required first, years of experience required, and any skills, certifications, licenses or qualifications required – then list any preferred qualifications, if any.)
ABILITIES AND COMPETENCIES ESSENTIAL TO THE FUNCTION OF THE JOB

(Review and make any necessary revisions to the below or insert additional)

Communication and Comprehension

· Ability to effectively communicate both verbally and in writing to convey clear, well articulated information.

· Ability to understand, speak, and write English in order to convey messages and correspond in an articulate and professional manner.

· Possess public communication skills that allow professional representation of Liberty University.
· Strong organizational skills.

· Computer skills (if required).
Problem Solving

· Intuitively able to reason, analyze information and events, and apply judgment in order to solve problems of both a routine and complex nature.

Physical and Sensory Abilities

· May be required to travel (If required to travel, list areas of travel such as local, campus, state, etc.)
· May be required to sit to perform deskwork or type on a keyboard.

· Regularly required to hear and speak in order to effectively communicate orally.

· Regularly required to stand, walk, and climb stairs to move about the campus.
· Handle materials, reach overhead, kneel or stoop in order to conduct business.

· Regularly lift 10 or fewer pounds. (Edit if duties require higher weight.)
WORKING CONDITIONS

Work Environment

The working environment in which one will typically perform the essential functions of this position is a climate-controlled setting.  It is well lighted, and the noise level is moderate.  Working environment may include facilitation of events outdoors occasionally.  (Edit for duties performed outside office environment,  intensity, frequency, and duration of any adverse or hazardous conditions)   
Driving Requirements

If the employee is required to travel in performing the duties and responsibilities of the position, the use of one’s personal vehicle (or LU vehicles) may be required for travel.  Proof of a valid driver’s license, an acceptable DMV record, LU Driving Approval, and liability insurance is required when driving in the performance of the employee’s position. (Edit if duties require driving, required certifications such as DOT, CDL, LU approved driver, etc. and frequency travel will be required.)
This job description is designed to provide an employee with a basic understanding of the essential functions, duties, and responsibilities entailed in the performance of the job with Liberty University (LU).  It is not intended to be all-inclusive.  This description does not constitute an employment contract, either expressed or implied.  Employment with Liberty University is at-will and may be terminated by either the employee or LU with or without advance notice for any reason or for no reason at all. Only the President is authorized to make changes to any LU policy. Job functions and responsibilities are subject to change at the discretion of management.  Efforts will be made to provide advanced notice of such changes whenever possible.
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