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JOB Description
Name of Organization PRIVATE 

NAME 





JOB TITLE 

Date Prepared




REPORTS TO

1. PURPOSE OF THE JOB 

To 
2. RESPONSIBILITIES What are the 4 or 5 most important responsibilities, in order of importance?
1.  Perform other related activities, as necessary or as assigned.

3. TYPICAL JOB DECISIONS 

a)
Typical independent decisions that the job holder is required to make without the input of a supervisor. Show these in order of importance to the job.
b)
Typical decisions that the job holder is required to refer to a supervisor.

4.
JOB SKILLS AND KNOWLEDGE (The specialized skills and knowledge required.)
5. JOB QUALIFICATIONS
Required –
Preferred – 
6. Describe the Effort required and the Working Conditions for the job.

Effort – 
Working Conditions – 
GUIDE TO THE JOB DESCRIPTION FORM

The purpose of this form is to provide specific information about your job. The information can be used to define job value and responsibility as well as to set goals. Plan to spend about thirty minutes filling in the form. It is best to do this in one sitting, without interruptions. If you need more space to write, please add lines or extra sheets. Use only one side of each sheet.

Consider the required duties and activities of your job over the past year. Ignore duties performed by others in the same job title if those duties are not part of your job’s responsibilities. Ignore any non-recurring or temporary responsibilities, activities or duties. The form you fill in will be compared with those of any other people in your job or similar jobs. The form is used to describe what is done and why, not to consider how well it is done.
You may be interviewed by your supervisor or someone else to confirm the information and to resolve any questions. Final copies of the Job Descriptions will be made available for employees. 
1.
Write your name at the top of the form. For “job title” show your title or the title which represents most of what your job requires you to do. If you perform two totally separate jobs, fill out two forms, submit them together and indicate the percentage of time you spend on each job. Show the title and name of the person to whom you report. For part 1, explain the reason that the job exists.
2.
For part 2, rank your job responsibilities in order of importance. Start each responsibility with an action word, such as supervise, manage, sell, teach, analyze, prepare, coordinate, inspect, etc. Where possible, show responsibilities towards outcomes and organizational goals. A rough draft on a separate sheet of paper may be helpful to group and rank the responsibilities of the job. If you supervise others, show their titles and how many people report to you. If you are responsible for budgets, briefly describe this responsibility.

3.
For part 3, an example of a job decision could be, “Decide on the cost of a new service,” or “Decide on the priority of my work.” Show these in order of importance. Decisions imply judgement and choices and are not always the same as responsibilities. For this part, the word “supervisor” is used to mean the person or people to whom you regularly report, whatever the actual titles. 

4. For part 4, the skills and specialized knowledge must be required by the job. If you have skills and knowledge that are not required in the job, do not list them. If you do not yet have skills and knowledge that are required for the job, but will need to acquire them, list these. Skills and knowledge do not include personal characteristics such as “getting along well with other staff” or “being well organized” or “able to multi-task.”

5. For part 5, show the required qualifications, generally the education and/or experience required for the job. Also show the preferred qualifications. These are not the same as the skills and knowledge shown in part 4. Include names of required or preferred certificates and licenses.

6. For part 6, describe the physical effort and visual effort required. Describe the concentration required. Describe any unpleasant or difficult working conditions that are present when you do the job and that most people would not like.

7. If there is other information about this job which would help to explain its purpose, responsibilities and functions, please add or attach it to your Job Description. Give the completed form to your immediate supervisor.
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