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Job Descriptions Support  
Many HR Processes 



Liability Prevention 
• Americans with Disabilities Act 
• Fair Labor Standards Act 
• Equal Pay Act 
• Drug Testing 
• Civil Rights Act  



Elements of State’s Job Description 
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What’s wrong with job descriptions?  

Too generic 

Too bureaucratic 

Too dated 

Too much 



To attract great employees you may also 
need: 
• A description of the organization’s mission and purpose 

• People want meaning in their work 
 

• An employee value proposition 
• Answers the question, what’s in it for me? 

 
• An ideal candidate statement 

• Beyond standard education and experience statements, what will 
ideal candidates have that will distinguish them from others?   
 

• Add to this:  formatting features, images, links etc. that 
make the recruitment readable and accessible 



eLearning Instructional Designer 
• Purpose and Distinguishing Characteristics at job 

level was as follows: 
• The incumbent is responsible for designing, developing, 

maintaining and facilitating an agency e-learning program, 
which may include computer-based training modules 
and/or social learning technology. The incumbent 
combines instructional design principles with learning and 
social media software applications to create results driven 
learning experiences. The incumbent coordinates with 
State of Utah information technology professionals to 
place and maintain the learning programs on the agency's 
intranet or internet site. 

•  
 



Specific Duties Statement 
The eLearning/Graphic Designer will produce e-learning and 
graphic design products and resources for the Department of 
Human Resource Management (DHRM).  Specifically, this 
employee will develop and deploy e-learning content in support 
of DHRM’s statewide and departmental learning programs, 
including learning programs relating to: 
 

• Employment liability prevention 
• Leadership and management development. 
• HR staff development  

 
In addition, the employee will produce graphic design, 
photographic and video products to support other DHRM 
initiatives. 
 
 



Other Critical Elements 
The ideal candidate will have:   

• Training and experience with graphic design, video, and photography.  
• Proven skills with computer applications used for design and video work such 

as Adobe Photoshop and Premiere, Audacity, Dreamweaver, and Camtasia;  
• Basic HTML knowledge.  
• A keen interest in creating online learning materials using programs such as 

Adobe Captivate (previous experience with Captivate is not required).  
 
This eLearning /Graphic Designer will be a key player on DHRM’s 
learning and development team in support of DHRM’s mission, which is 
to efficiently execute human resource policies while partnering with 
state agencies to champion an exceptional workforce. 
 
The selected candidate will experience significant opportunities for 
learning and growth in an environment that encourages creativity and 
innovation. 
 
 



Task Analysis 
Does what? To what? To produce 

what? 
Using what? Under what 

direction? 

What action 
does the 
employee 
take? (This 
should be an 
action verb.) 

What is 
the object 
of the 
action 
verb? 

Recruits Applicants 
for specific 
vacancies 

What does the 
incumbent 
seek to 
produce? 

Quality hires.  
Happy hiring 
managers.  
Timely results.  
Good person-job 
matches. 
Satisfied new 
hires. 

What tools, 
systems, 
policies, 
processes 
are used? 

What is the 
nature of the 
supervision 
received when 
performing this 
function? 

Recruitment 
system and 
policies.  Job 
postings. 
Social media 
tools. Position 
analysis. 

Under 
general 
supervision. 
Works 
closely with 
hiring 
manager. 



KSAO Analysis 
Be Know Do 
Key work behaviors, 
attitudes and work-
related qualifies 

Knowledge requirements Skills and abilities 

 
 
 

Service-oriented 
Positive 
Attention to detail 
Prompt 
Detail oriented 
Analytical 

Computer literacy 
HR liability standards 
Social media as a 
recruitment tool 
Position analysis 
Interviewing skills 

Written communication 
Oral communication 
Time management 
Work independently 



Competency Modeling  



Competency Modeling  



Increasing Desired Behaviors 



Final Questions & Observations 
• What final questions or observations do you have about 

job descriptions? 
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