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The University of Georgia • Return-to-Work 

Essential Functions Form – Employee’s Regular Position  
 

Unit Name: ____________________________  Supervisor Name: ________________________________ 

Job Title: ______________________________   UGA Classification Title: __________________________ 

---------------------------------------------------------------------------------------------------------------------------------
Level Degree/Certification Required: ____________________  # Years Exp Required:  _______ 

Knowledge, Skills & Abilities Required:  

 

Role/Task description:   

 

 

Work environment (i.e., dust; grease; noise; heat; etc.): __________________________________________ 

---------------------------------------------------------------------------------------------------------------- 

Percentage of Activity: 

 

What percentage of time are these activities used while performing the essential job functions? 

 

   STAND/WALK               SIT               STOOP/SQUAT              REACH     LIFT/CARRY 
              

 
          

      ____%                   ____%                ____%                      ____%              ____ % 

 
The essential job functions involve (Check all that apply):

 

STAND/WALK 

 

___   Standing for long periods 

___   Walking for long periods 

___   Work on Stairs 

___   Climbing 

___   Use of a ladder 

 

SIT 

 

___   Sitting for long periods 

___   Driving 

___   Answering the phone 

 

STOOP/SQUAT 

 

___   Bending/Stooping 

___   Kneeling/Squatting 

 

 

REACH 

 

___   Reaching/Grasping 

___   Overhead work 

___   Pushing/Pulling 

___   Repetitive use of hands 

___   Filing 

___   Handling chemicals 

 

LIFT/CARRY 

 

___   Up to 10 lbs. 

___   From 11 to 25 lbs. 

___   Heavy (> 25 lbs.) 

 

REASON 

 

___   Reading 

 

 

___   Strong Analytical Skill 

 

___   Computer Skills  

___   email / Calendar 

___   Internet Research 

 ___   Excel / Word 

 ___   Adobe / PowerPoint 

 

___   Customer Interaction 

___   Strong Verbal Skills 

___   Strong Written Skill 

___   Strong Listen Skill 

 

___   Attention to Detail 

___  Long Attention Span 

___   Multiple Stimuli 

___   Manage priorities 

 

___   Other: _______________

 
Employee Name:  ____________________________       Position Start Date:      ____/____/____ 
 


	supervisor_name: Varied
	unit_name: Housing
	uga_class: All Student Desk Staff
	job_title: Desk Assistant
	yrs_exp: None
	degree: HS
	wk_env: Normal office.
	knowlege: Ability to interact effectively with various constituents.  Must be able to read policy and implement.  Keyboarding skills, answering telephone, speaking to offer information.
	role: Various administrative and professional tasks depending upon role, community and/or department within Housing.
	reset: 
	%sit: 99
	%reach: 
	%lift: 1
	%stand: 
	emp_name: 
	%stoop: 
	pos_start_day: 
	pos_start_mo: 
	pos_start_yr: 
	reason-reading: Yes
	reach-handling: Off
	reach-filing: Yes
	reach-repetitive: Yes
	reach-pushing: Off
	reach-overhead: Off
	stand_stand: Off
	stand_climb: Off
	stand_stairs: Off
	stand_walk: Off
	stand_ladder: Off
	sit_sit: Yes
	sit_drive: Yes
	sit_phone: Yes
	stoop_bend: Off
	stoop_kneel: Off
	reach-reach: Off
	computer_email: Yes
	computer_excel: Yes
	computer_internet: Yes
	computer_adobe: Yes
	customer: Yes
	customer_verbal: Yes
	customer_listen: Yes
	attention_detail_long: Yes
	attention_detail_prioritize: Yes
	computer: Yes
	analytical: Yes
	attention_detail: Yes
	other: Yes
	lift: 11-25
	other_text: Task organization
	customer_written: Yes
	attention_detail_multiple: Yes
	instructions: 


