DOUGLAS-CHEROKEE ECONOMIC AUTHORITY

POSITION ANNOUNCEMENT

Instructions:  Distribute copies of this Announcement to all Program Directors, Executive Director, Deputy Director and Fiscal Officer.  Announcements should be distributed to all program staff by appropriate Directors.  
· Date of Distribution:  _____________________________

· Review process will begin on _____________ and continue until the position is filled.

1. What is the job title?
2. Is position exempt or non-exempt?
3. In what program or department is the job located?  
4. Physical location of job?

5. Who will supervise this position?

4.  Does the person in this position supervise others?

5. What are the essential functions of the job?  List them in order of importance.

6. What educational and training skills are required?

7. What amount of prior experience is necessary for this job?
