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:  Military time.  Do you have frequent TDY’s or deployments?  How about military activities or mandatory training?  Figure out how much time for each activity.  Divide the total amount of time by 2880 to obtain % time for each military activity.  Add up the total.









Total__________
Step 3:  Administrative time.  Start by listing formal roles (e.g. clinic director, QI officer, flight commander, 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 4:  Meetings/conferences/tutorials/mail.  This is time devoted to staff or clinic meetings (not included above), conferences attended, CME activities, assigned tutorials (‘Not another Compliance tutorial!!”), answering e-mail and regular mail, 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 5:  Other activities.  List any other activities not covered in the previous 4 steps.  Estimate time needed for each activity and sum total and divide by 2880. 










Total__________

Step 6:  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__________

               

