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POLICY TITLE: JOB DESCRIPTIONS 

ISSUED BY: HUMAN RESOURCES REFERENCE #: HR-2.2-POL 

APPROVED BY: PRESIDENT AND CEO EFFECTIVE DATE: 1975 

 

SCOPE:  All CMC Employees 

 
THIS IS NOT A CONTRACT OF EMPLOYMENT.  EMPLOYMENT REMAINS AT-WILL AND MAY BE 
TERMINATED BY EITHER PARTY AT ANY TIME, WITH OR WITHOUT NOTICE OR REASON. 

 
 

 

POLICY REQUIREMENTS: 
It is the policy of the organization to maintain complete, accurate and factual job descriptions for 
each position.  Job descriptions provide a basis for determining the skills, knowledge, ability, and 
responsibility required for each position while also identifying those requirements which 
differentiate one position from another. 

 

I) JOB DESCRIPTION: 

 
A) Department heads will have the responsibility of working with the Human Resources 

department on preparing, reviewing and amending, if necessary, the job descriptions for 
positions in their department. 

 
B) Human Resources, or designee, will final edit all new descriptions for uniformity, clarity, 

completeness and will provide formatting and research assistance.  

 
C) The job description will specify for each position the: 

1) Minimum educational requirements.  
2) Minimum experience requirements. 
3) Minimum physical requirements. 
4) Minimum licensure requirements. 
5) Minimum skill requirements. 
6) Supervision information. 
7) Position duty summary. 
8) Preferred qualifications as may be applicable.  

 
D) Job descriptions will be placed into a document control process and reviewed for needed 

edits at least once every (3) three years. 
 

E) Contractors will be required to provide a copy of their current job description. If the 
contracting company (or independent contractor) does not have a current job description 
created, then the contractor will be subject to the same minimum requirements and job 
summary as specified in the corresponding CMC job description.  
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RECORDS:   

 

None 

 

REFERENCE STANDARDS:   

 

1) DNV NIAHO - SM.5 Job Descriptions  

2) DHEC 61:16 506.B 

 

REVISION/REVIEW HISTORY: 

 

Date Affected Section(s) Summary of Changes (‘Reviewed’ or details of change) 
08-01-2013 ALL New Format Applied 

3-1-2016 C,D,E Added section C, D and E 

11-10-17 ALL Reviewed with no changes  

9-30-19 Scope Removed reference of CPG and KNC 
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