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Job Description
 
	Job Title:
	
	Job Code: 
	

	Job Family:
	
	FLSA Classification:
	

	Job Sub-Family:
	
	Salary Grade:
	

	Last Revised Date:
	
	
	


	Job Summary*
	

	Provide a brief description of the general nature of the position; an overview of why the job exists; and what the job is to accomplish. 



*Note:  Not all aspects of the job are covered by this job description.


	Essential Duties and Responsibilities

	List the primary job duties and responsibilities in order of importance. Typically includes 7-9 bullet points.
·    
·  
· 
· 
· 
· 
· 

*Will perform other duties as assigned.

	MINIMUM QUALIFICATIONS (EDUCATION, EXPERIENCE, CERTIFICATIONS, SKILLS)

	Identify the minimum qualifications required to successfully perform the job. Qualifications include education, experience, specialized knowledge, professional certification.
· 
· 
· 

	PREFERRED QUALIFICATIONS (EDUCATION, EXPERIENCE, CERTIFICATIONS, SKILLS)

	· 
· 
· 

	WORKING CONDITIONS

	Normal office working conditions with the absence of disagreeable elements. If the job requires a person to work in special working conditions this should be stated in the job description. 


Northwestern University is an Equal Opportunity, Affirmative Action Employer of all protected classes, including veterans and individuals with disabilities. Women, racial and ethnic minorities, individuals with disabilities, and veterans are encouraged to apply. Click for information on EEO is the Law.
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