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The Importance of Job Descriptions 
What is a job description? 
Job descriptions are written statements that describe the duties, responsibilities, 
required qualifications, and reporting relationships of a particular job.  Job 
descriptions are based on objective information obtained through job analysis, an 
understanding of the competencies and skills required to accomplish needed 
tasks, and the needs of the organization to produce work.  Job descriptions 
clearly identify the responsibilities of a specific job.  Job descriptions also include 
information about working conditions, tools, equipment used, knowledge and 
skills needed, and physical and cognitive requirements plus relationship with 
other positions. 
 

Why should I write job descriptions for positions at my company? 
Written job descriptions can improve your company’s recruiting, hiring, 
compensation, performance evaluation, promotion, and training, and may help 
protect you from some types of legal action.  Written job descriptions determine 
all the functions of a particular job and establish which of those functions are 
essential to the job. 
 

How can job descriptions contribute to the company’s recruiting, hiring, 
compensation, performance evaluation, promotion, and training? 
Job descriptions clearly define the job you’re trying to fill.  When recruiting or 
screening candidates for an open position, you can compare the candidates’ 
specific experience, education, and other qualifications to the position’s 
requirements.  Also, you can more accurately determine the compensation for 
that position. 
 
Job descriptions set clear expectations for what the company expects from its 
employees.  Employers need to make certain that employees clearly understand 
your expectations.  This understanding starts with the job description. 
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The Importance of Job Descriptions, continued… 
 
Job descriptions provide a basis for measuring an employee’s performance.  How 
can you tell how well an employee is doing if you don’t know exactly what he or 
she does?  A written job description also explains the criteria you’ll use for 
measuring performance. 
 
Job descriptions also help determine training needs.  A job description can 
pinpoint the skills a job requires; you can use that list of skills to determine areas 
in which an employee needs to improve to do the job more effectively. 
 
How can job descriptions offer protection for certain types of legal 
action? 
In today’s world of lawsuit mania, there are at least two legal reasons why you 
need to have clearly articulated job descriptions. 
 
The first legal reason is the Americans with Disabilities Act (ADA).  Many 
requirements of the ADA are determined or influenced by the essential functions 
of the job, which an employer can reasonably articulate in a job description. 
 
In addition to being very precise about the actual job duties that have to be 
performed from a business or management standpoint, a job description today 
has to be very specific about the cognitive, physical, ergonomic, environmental 
and other requirements of the job to be able to comply with certain requirements 
of the ADA. 
 
For example, if you’re writing a job description for a sales position, you should 
include a specific description of the physical requirements of the job such as 
“must stand for significant periods of time without a break” or “must meet with 
customers outside under all weather conditions” or “must be able to travel by car 
for long distances from city to city.” 
 
If you aren’t specific and meticulous in describing every important aspect of the 
job, then the ADA assumes that the employee can perform the actual job duties 
any way he/she wants to, regardless of whether or not it complies with company 
policy. 
 
The second legal reason is conformity to the U.S. Department of Labor’s Fair 
Labor Standards Act (FLSA) in regards to employee classifications of “Exempt” 
and “Non-Exempt” and subsequent effects on overtime compensation.  Having a 
clear job description may help a company defend classifying a particular position 
as exempt from overtime pay. 
 
For example, let’s say the job description states “the employee’s primary duty 
includes the exercise of discretion and independent judgment with respect to 
matters of significance.”  If this is in fact the case, then that part of the job 
description will help you document one of the several requirements to make 
the employee exempt from overtime pay. 
 
In Summary 
The bottom line on job descriptions is that having a job description is not only an 
important management tool that can also help you comply with various legal 
requirements; in sum, it’s essential! 

  
By: Dan Baltzer 
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Cherish your visions 

and your dreams 

as they are the 

children of your 

soul; the blueprints  

of your ultimate 

achievements. 

-Napoleon Hill 
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Never give up then, 

for that is just the 

place and time that 

the tide will turn. 

-Harriet Beecher Stow 
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Every worthwhile 

accomplishment 

has a price tag 

attached to it. The 

question is always 

whether you are 

willing to pay the 

price to attain it, in 

hard work, 

sacrifice, patience, 

faith, and 

endurance. 

-John C. Maxwell 

 

 



Notification of Workplace Injuries  

 
 

As we begin a new year, it’s a good time to review the notification procedures for 
workplace injuries.  Here are the guidelines: 
 

• Client Company completes a First Report of Injury (FROI) form and faxes 
to EMPO within 24 hours of the injury (an FROI is a means of notification-
not an admission of liability). 

• EMPO promptly notifies the insurance carrier who will, in turn, determine 
any liability and notify the state if applicable. 

• EMPO will coordinate the employer review between the Client Company 
and the insurance carrier. 

• As a claim progresses, Client Company forwards any paperwork (reports 
of workability, invoices, etc.) to encourage return to work and finally 
claim closure. 

ο Note:  Failure for the Client Company to promptly send a FROI 
and all reports of workability to EMPO (who sends them on to the 
insurance carrier) could lead to statutory penalties – which could 
result in a costly expense for your company. 

 
Additionally, when a claim results in three or more days of lost time, EMPO needs 
to determine if the employee qualifies for certain protections under the Family 
and Medical Leave Act (FMLA).  If so, EMPO would send a notice to the employee. 
 
The bottom line is:  the better the Client Company keeps EMPO informed of any 
workplace injuries, the better EMPO and the insurance carrier can serve both the 
employee and the Client Company. 
 
For additional information please contact Jonathan Hall, EMPO Risk Manager, or 
your HR Consultant. 
 

By: Scott Andreassen 
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HealthPartners Orthodontic Discount 
 

With the average orthodontic bill approaching $5,000, HealthPartners 
20% discount provides you with a significant savings opportunity. 

 
How your discount works: 
 

• This benefit is available on all Health Partners dental products – even those 
without orthodontic coverage. 

• You will receive a 20% discount on all care started after January 1, 2006. 
• Members will only receive discounted services at any one of Orthodontic 

Care Specialists’ 19 metro locations. 
• This discount is available to existing and new dental members with a separate 

Dental ID card. 
• Simply present your ID card at your first visit to obtain your discount. 

 
Want to learn more? 
 

• Visit healthpartners.com. 
• Call Member Services at 1-800-883-2177 for answers to your questions or 

to find a provider near you. 
• Visit orthodonticcare.com for locations. 
 

You may also contact your Benefits Specialist, Greg Natyshak or Amanda Pille 
 

If you have no confidence 

in yourself, you are 

twice defeated in the 

race of life.  With 

confidence, you have 

won even before you 

have started. 

-Marcus Garvey 
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To accomplish great 

things, we must not 

only act but also 

dream, not only plan 

but also believe. 

-Anatole France 
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Remember, there’s a time 

for grinding out the 

requirements of the 

day-to-day business 

and a time for being 

imaginative and 

creative. 

-Anonymous 
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