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Duties & Responsibilities | Functions & Tasks 

SAMPLE POSITION 

 Review the Duties and Responsibilities section of the existing position description to determine how many functions you need.   

Tip!  Use the Job Function Aid as a guide to help determine which types of duties go under which functions. 

 Each Duty/Responsibility might be mapped to its own Function in ConnectCarolina -or- it might be appropriate to combine more than one 

Duty/Responsibility into multiple Tasks associated with one Function. 

https://ccinfo.unc.edu/wp-content/uploads/sites/219/2021/09/SHRA-Online-Position_-Job-Functions.xlsx
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SAMPLE POSITION 

 Items 1, 2 and 3 from the paper form have been combined into a single Function with multiple Tasks in the system. 

 Notice how the original percentages of effort were preserved in the text of each Task along with a cumulative task for the Function. 

 The Essential Duty (ADA) field is marked ‘Yes’ because these tasks all have asterisks on the paper form. 
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SAMPLE POSITION 

 The responsibilities for items 4 and 5 have been kept separate as individual Functions with just one Task for each. 

 The Essential Duty field is marked ‘Yes’ for Team Lead and ’No’ for Other Duties to match the asterisks (*)  indicated on the form.  

 The percentage of effort is indicated at the Function level for each, so there is no need to enter the % in the text of the Tasks. 


