[Department Letterhead]
General Job Title, Department:  
Reports to: (position, not person) 

Job Summary:
(brief overview of department or team – suggest linking to website AND high-level summary of role/responsibilities) 
  
Position Description: 
(overarching job specific responsibilities/tasks and/or behaviors the person will perform and is accountable for.)
*Note: fellow responsibilities should not mirror nor replace duties of staff members. Fellows are not within a staff classification.
Use 5 - 8 bullet points maximum to outline responsibilities. 
  
Basic Qualifications:
(baseline to be considered - objective, relevant & non-comparative) 
ie: Degree required (if applicable) and specific number of years of related experience in (field/department) 
 
Additional Qualifications:
We are looking for people who have: 
(limit to “must have” qualifications, skills & abilities, avoid preferred skills, avoid strong superlatives). Use top 5 bullet points maximum.
· 
 
Working Conditions: 
This position is based on campus in Cambridge, MA. 

*Salary Information (this cannot be omitted to ensure compliance):
(provide some general information on a targeted range for the salary – please consult HRBP if you are unclear on appropriate salary range) 
Note the estimated/average annual salary ranges based on fellow-type:
Post-Doc Fellows: 
$60,000-$70,000
Program/Department Fellow: 
with JD more than 5 years ago: $70,000-$86,000
Without JD (dependent upon education/experience): $55,000+
 
Additional Information:
(Include term appointment duration)

How to Apply:
(What is required to apply, who should they send this to, how should they send the necessary information, applicable deadlines for applying). 
[Note: The recruitment of Fellow positions is the sole responsibility of the department or program, as these roles may not be posted on our Harvard Careers site. The department is responsible for creating the job posting, monitoring applicants, and managing the entire end-to-end recruitment process].

*EEO/Non-Discrimination Commitment Statement: (this cannot be omitted to ensure compliance)
Harvard University is committed to equal opportunity and non-discrimination. We seek talent from all parts of society and the world, and we strive to ensure everyone at Harvard thrives. Our differences help our community advance Harvard’s academic purposes.
 
Harvard has an equal employment opportunity policy that outlines our commitment to prohibiting discrimination on the basis of race, sex, ethnicity, color, national origin, religion, disability, or any other characteristic protected by law or identified in the university’s non-discrimination policy. Harvard’s equal employment opportunity policy and non-discrimination policy help all community members participate fully in work and campus life free from harassment and discrimination. 

Please note that Harvard retains the discretion to determine which visa status is appropriate and whether a visa sponsorship application will ultimately be submitted, including payment of any applicable fees. As may be appropriate, a [department] administrator [or include name of administrator here] will work with the Harvard International Office to initiate the visa application process.

