Job Description

Job Title 


............................ 

Department/Section 
............................ 

Responsible for

(reporting lines/equipment)
Reports to 


(reporting relationship)
Job Summary
· One or two sentences summarizing the primary function and general purpose of the job.

· It may be helpful to write the position summary after defining the essential responsibilities of the position.

Key Result Areas/ Main Tasks

· Itemize the main duties that are expected of the employee. 

· Categorise the tasks, should the employee be responsible for more than one function.
· Include the statement that the employee is expected to perform any other related duties as assigned.
Working Environment

· Describe the relevant working conditions such as: noisy, cold, factory setting, office environment 
Required Competencies and Skills

· List the skills and competencies required to effectively and efficiently complete the responsibilities listed above. 

Desired Behaviours
· Note the attitudes and behaviours necessary to not only complete the tasks assigned, but also to ensure cohesion within the organisation. 
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