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A. All positions of [Hospital Name] will have a job description. This includes long term volunteers (1 year or more), IDE positions, and leadership positions.

B. A copy of the employee’s job description will be given to the employee and a copy will be placed the employee’s personnel file.

C. Job descriptions will contain the following sections:

1. Job title
2. The title of the individual who is the supervisor of the employee
3. The titles of other positions which are supervised by this employee, if any
4. The duties of the employee
5. The minimum qualifications which are required by individuals who fill this position.
6. Working conditions
7. Signature and date (Approved by and received by)
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