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1. What is an essential job function?

Essential job functions are the fundamental job duties performed in a position and should be documented in the official job description. Essential job functions represent the core duties of a position and define why a job exists. Essential functions are those that are: critical, indispensible, necessary, primary, and imperative. 
The term “essential” does not include the marginal functions of the position. Marginal functions are those that are: incidental, extra or non-essential.
2. When should essential job functions be identified?
Essential job functions should be identified:

A. When a position is established

B. When a position is vacant

C. Before creating a job posting

D. Prior to interviewing

E. Prior to any conditional offer medical examinations

3.   How do I determine essential job functions?
A. The key duties and responsibilities should provide a clear description of the position. The essential functions should directly relate to the required competencies, knowledge, skills and abilities listed in the job description and job posting. A function may be considered essential because:

i. The position exists to perform that function.

ii. There are a limited number of employees available who could perform that function.

iii. The function is highly specialized.

B. Resources to use to help in identifying essential job functions include: official job description, the Office of State Personnel Class Specification, prior vacancy postings or essential job functions developed for a similar position.
4.   When does the law require that essential job functions be identified?

Essential job functions must be identified when a reasonable accommodation is being considered or in any situation in connection with an accommodation.

Note: The Classification & Compensation Section in the Central Human Resources Office serves as a resource in developing essential job functions. If you have questions, please contact them at (919) 716-3800.
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