Essential Mental and Physical Job Function Summary Description Overview

Job Category:  Administrative/Clerical
               EEO Job Category:  ADMN
General Job Category Description.  Responsible for administrative tasks such as report production, word processing and assisting project management with budgets, maintaining files, processing forms and employee requests.

Mental Requirements.  Ability to speak, read and write English.  Ability to plan and prioritize job tasks within deadlines.  Math, proofreading, typing, computer, and accounting aptitude as required with attention to detail.  Diplomacy with clients, co-workers and vendors.  Ability to understand and follow directions and instructions.  Ability to work under pressure, self-directed and with good business judgment.  Capacity to identify, evaluate and assimilate information.  Knowledgeable in accounting standards, office procedures management, people skills, etc. as required.  

Physical Requirements.  Must be medically cleared (post-offer and pre-employment) to operate equipment as necessary (computers, calculators, copy machines, etc.).  Computer keyboard entry activity (@ 4 to 8 hours a day).  Continuous sitting at desk, keyboard, etc. for several hours.  Occasionally lift and carry 10-25 pounds (file boxes, supplies, etc.).  Drug & Alcohol Free Workplace testing compliance required.  Correctable hearing and vision required.

Usual and Customary Physical Positions:

Bending

Occasionally, to retrieve supplies, etc.

Carrying

Infrequently, one to two hours per day, @ 25 pounds, @ 100 yards

Driving

Infrequently, to pick up office supplies, etc.

Hearing

Correctable hearing required

Kneeling

Intermittent, an hour per day on carpet/linoleum

Lifting

Intermittent, @ 25 pounds

Maneuvering

Intermittent, @ 25 pounds

Pushing/Pulling

Often, retrieving equipment, supplies, etc.

Reaching

Occasionally, above head for supplies, equipment, etc.

Sitting

Consistently, 6 to 8 hours per day

Standing

Infrequently, one hour per day

Stooping

Intermittent, one hour per day, retrieving supplies, copy machine, etc.

Walking

Intermittent, one hour per day

Vision

Correctable vision required

Environmental and Hazardous Conditions:  Usually works in a climate controlled environment.

Workshifts:  Variable 40+ hours a week, but may vary depending on flex schedules and overtime.

Note.  The essential position functions have been determined by analyzing suggested ADA factors, such as what the employees in the position currently do and what may need to be accomplished in the future as determined by Company X’s judgment and the practical experience of past and present employees.  However, Company X may, as job and business necessity dictate, modify duties or functions.

Accommodation Requested:    Yes  (   Identify specifically __________________________________   No  (
Employee Signature ______________________________________________  Date ______________________

