Job Description Summary - Request for an Exempt Temporary Positions
The default for all temporary positions is non-exempt.  To request exempt status for a temporary position in your area, complete this form and submit with the Personnel Action Form.  HR/Compensation will use this Job Description Summary to determine the FLSA status of the position.  If you have an up to date regular staff job description in RICEWorks, you may submit that instead.  
	Position / Job Title:
	

	Department: 
	

	Requested by (Name & Title):
	


Primary Job Function

	Briefly describe the purpose and key function of this position. 


Job Duties and Responsibilities

	% of Time
	Job Duty / Responsibility

	Estimate % of Time
	List the essential job duties and responsibilities of this position. 

	Estimate % of Time
	

	Estimate % of Time
	

	Estimate % of Time
	

	Estimate % of Time
	


Education Required

	Designate the minimum level and type of education required for this position (i.e. Bachelor’s Degree in Accounting, Finance, or Economics)


Experience Required

	Designate the minimum years and type of experience required for this position (i.e. 2 years of experience in a professional Accountant position)


Licenses / Certifications Required

	Designate any licenses or certifications necessary to do the job (i.e. a Bus Driver must have a valid Texas Driver’s License)


Other Skills Required 

	List any other special skills or qualifications required for the job.


	HR Use Only

	FLSA Status
	
	Non-Exempt
	
	Exempt

	Job Classification
	

	Grade
	

	Reviewer
	


