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JOB DESCRIPTION SUPPLEMENT

[bookmark: Text1]Job Title:      
[bookmark: Text2]Department:      
[bookmark: Text8][bookmark: Text9]Incumbent Employee:      	Campus ID:      
[bookmark: Text5][bookmark: Text6]Supplement completed by:      	Last revised (date):      	

In the space provided below, detail any additional responsibilities or duties required to be performed by this specific position that may not be reflected on the official job description. 

[bookmark: Text7]     

[bookmark: _GoBack]
In accordance with the Receipts and Deposits policy, please include any receipts handling language on this form if it is not otherwise documented on the official job description. 

If the additions provided above significantly exceed the current scope and expectations of the current position, contact HR to formally review the employee’s classification. Contact hrcompensation@sfasu.edu with questions. 

A copy of the completed form should be provided to the employee as well as kept with any personnel files within the department. HR is happy to maintain a copy. In the event of an audit, please include this form with any job description you provide. 
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