Job Description Work Sheet 

Step 1:  Clinical time.  How many half days do you see patients?  For each half day, count 10% of your time.  In addition, for each half day seeing patients, count 0.5% time for calling patients, reviewing charts/ labs, etc.  Add another 0.5% time for each week you do inpatient call and 0.5% time if you take OB call. 

Example: 6 half days of clinic time:
= 60%

Total ____________

Chart reviews, calls, etc.   

= 3%

4 weeks of inpatient call/year

= 1%

Participate on OB team

= 0.5%

Total clinical time


= 64.5%

Step 2:  Resident precepting.  How many half days do you precept residents?  For each half day, count 10% of your time.  Add 0.25% for each half day for reading and reviewing resident charts.

Example: 2 half days of precepting time 
= 20%

Total _________

Chart reviews




=  0.5%

Total Precepting time



= 20.5%

Step 3:  Teaching time.  Start by listing formal courses you teach to students, residents, and fellows (e.g. POM course, Information Mastery course, Epidemiology). Make a list of conferences you gave last year (check your CV- it should be there, or your calendar, or the residency calendar).  Estimate if you will do the same/more/less this year.  List presentations you gave for other departments or other institutions (again this should be on your CV).  After doing this, make your most reasonable estimate of the amount of time it takes in hours for each course/presentation.  Include preparation time- Some lectures/courses are those you give yearly with little, if any prep.  A grand rounds hour may, however, take 10 hours of prep time. 

Since we work 48 weeks per year at 60 hours/week, this amounts to 2880 hours per year. List the % time spent on each course.  As a rough estimate, 5 hours per week is 8%, 2.5 hours per week is 4%, and 1 hour per week is approx. 2%.  Total amount of time required for preparation and presentation.

Total estimate for preparation and presentation:  = X
Total___________

Step 4:  Administrative time.  Start by listing formal roles (e.g. assistant residency director, medical director, OB coordinator, Associate Dean, etc.).  Estimate the amount of time (hours) per week required to do the tasks for each.  Divide the amount of time by 2880 to obtain % time for each role. Add up the total. 







            
Total__________

Step 5:  Meetings/conferences/tutorials/mail.  This is time devoted to faculty meetings, conferences attended, CME activities, assigned tutorials (‘Not another Compliance tutorial!!”), answering e-mail and regular mail, other hospital committees.  Most of us attend 2 hours of faculty meeting per week (4% time).  A rough estimate of e-mail time is 2 hours per week (4% time).
Total__________

Step 6: Scholarship/Research.  Estimate amount of time spent devoted to research projects (including data collection, analysis, presentation, publication) and try to correlate with grant funding.  Estimate time spent writing grants, grant reports, etc.  Estimate time spent writing EB AFP reviews, POEMs, Clinical Updates, book chapters, or similar activities including manuscript reviewing.  Divide total hours by 2880/ year or 60/ week. Everyone full-time should list at least 3% time here. 









Total__________
Step 7:  Other activities.  List other activities such as journal editor, national committee chairperson, grant review study group, etc.  Estimate time needed for each activity and sum total and divide by 2880. 










Total__________

Step 8:  Total percent (should equal 100%).  Remember when doing all this that it is based on a 60- hour work week, 48 weeks per year, 2880 hours total.











Grand Total__________

               

