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JOB DESCRIPTION 

Effective Date:_____________________________    

 

 

Company Name: 

Position Title: 

Team / Function  

Reports to: 

Band/Grade 

Work Location: 

Geographical 

Responsibilities: 

Position 

Objective: This 

statement should be 

a general summary 

of the 

responsibilities 

listed in the next 

section. 

- 

- 

Roles and 

Responsibilities 

Describe specific 

key functions of the 

position or the 

essential areas of 

responsibilities, 

listing the most 

important first.  

Begin each 

statement with an 

action verb 

Describe what, 

how, and why 

role/responsibility 

is performed. 

Indicate average 

percentage of time 

each responsibility 

➢ 

➢ ’

➢ 

➢ 

➢ 

➢ 

➢ 

➢ 

➢ 

➢ 
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takes. 

Communication 

Requirements 

Minimum Job 

Requirements: 

- 

- 

 

Prepared by:      Agreed by: 

 

 

 

 

_______________________    ______________________ 

[Hiring Manager’s signature]    [Employee’s signature] 

                            Date: 

 

 

The above statements are intended to describe the general nature and level of work being performed 

by incumbent assigned to the job. They are not intended to be an all-encompassing list of all 

responsibilities, duties and skills required of incumbent so classified. Reasonable accommodations to 

essential functions of the job will be made if appropriate. 


