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Job Ranking Exercise

Task: Using the job descriptions, rank the jobs from highest to lowest.

Organization Organization
Position Rank
Accounting Clerk

Chief Executive Officer

Food Services Manager

Fundraiser

HR Advisor

Program Manager

Secretary to CEO




Job Description: Program Manager

Program Manager

Job Description
Position Title: Program Manager Reports 7o:
Department: FLSA Status: Exerrpt
Prepared by: Human Resources Prepared Date:  Cctober 1, 2007

Approved Date:  October S5, 2007

Summary: Manages program to ensure that i mplementation and prescribed activities are carried out in accordance with specified
objectives. Plans and develops methods and procedures for implementing program, directs and coordinates program activities, and
exercises control over personnel responsible for specific functions or phases of program.

Minimum Requirements:
A combination of over four years of directly related traning and/ar experience is typicdly required for carrying out the
responsibilities of this job.

Essential Duties and Responsibilities

e Selects personnd according to knowledge and experience in area with which programis concerned, such as social or public
welfare, education, econorrics, or public relations.
Confers with staff to explain the program and individual responsibilities for functions and phases of program.
Directs and coordinates personally, or through subordinate managerial personnel, activities concerned with implermentation
and carrying out objectives of program.

e Reviews reports and records of activities to ensure progress is being accorrplished toward specified program objective and
modifies or changes methodology as required to redirect activities and attain objectives.
Prepares programreparts for superiors,
Controls expenditures in accordance with budget allocations.
May specidize in managing government programs set up by legidative body or directive.

eDOT: 189.167-030
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Job Description: Human Resources Advisor

Human Resources Advisor

Job Description
Positian Trtle: Hurnan Resources Advisor Reports To:
Department: FLSA Status: Exerrpt
Prepared by: Hurnan Resources Prepared Date:  October 1, 2007

Approved Date:  October 5, 2007

Summary: Provides establishment personnel assistance in identifying, evaluating, and resolving human relations and work
performance problems within establishment to facilitate communication and irrprove errployee hurman relations skills and work
performance. Talks informdly with establishrment personne and attends meetings of managers, supervisors, and work units to
facilitate effective interpersond communication among participants and to ascertan human relations and work related problems that
adversdly affect employee morale and establishment productivity.

Minimum Requirements:
A combination of over two years of directly related training andjor experience is typically required for carrying out the
responsibilities for this job.

Essential Duties and Responsibilities
e Evduates human reations and work-related problermns and meets with supervisors and managers to deter mine effective
remediation techniques, such as job skill training or personal intervention, to resolve hurman relations issues among
personnel.

e Develops and conducts training to instruct establishment managers, supervisors, and workers in human relations skills, such
as supervisory skills, conflict resolutions skills, interpersond communication skills, and effective group interaction skills.
Schedules individuals for technicad job-related skills training to improve individud work performance.

May participate in resolving labor relations issues.

May assist in screening applicants for establishment training programes.

May write errployee newsletter .

May operate audiovisud equipment to revew or for giving presentations for traning program.

eDOT: 166.267-046
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Job Description: Food Services Manager

Food Services Manager

Job Description
Position Title: Food Services Manager Reports 1o:
Department: FLSA Status: Exerpt
Prepared by: Hurman Resources Prepared Date:  Cctober 1, 2007

Approved Date:  October S, 2007

Summary: Manages the food services operations of a mid-sized hotel, rmid-sized restaurant, mid-sized institutiond cafeteria/food
services, or similar establishment. Confers and cooperates with management personnd in formulation administrative and cperationd
policies and procedures. Directs and coordinates activities of operations departrrent to obtain optimurm use of equiprrent, fadlities,
and personnd .

Minimum Requirements:
A combination of over two years of directly related training and/or experience is typically required for carrying out the responsibilities
for this job. The manager is typicdly the second level of management and has first level supervisors reporting to this position.

Essential Duties and Responsibilities

e Reviews and andyzes expenditure, financial, and operations reports to determine requirements for food services.
Prepares recommendations on findings for managerment evaluation.
Recommends capital expenditures for aocquisition of new equipment that would increase effidency and safety of operations.
Approves requisitions of equipment, materids, and supplies within limits of operations department budget.
Enforces corrpliance of operations personnel with administrative policies, procedures, safety rules, and government regul ations
May negotiate contracts with equiprment and materials suppliers.

eDOT: 187.167-201

gcasa o Lindsay Scott -{

GEORG!A COMMUNITY ACTION ASSOCIATION & /\QQ(' )Licllt‘q




Job Description: Accounting Clerk



