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JOB DESCRIPTION GUIDELINES & GENERAL TEMPLATE

· Promote competition in the industry for recruitment of ideal candidates.

· Enable the employer to determine work objectives and conduct organizational planning.

· Be used to monitor performance.

· Determine or monitor job classifications, pay decisions and benefit allocations. 

· Employees can use this job description to monitor their own performance.

· Increase employee motivation by clarifying their responsibilities, providing them with an understanding how they fit in to the organization and how their work helps them achieve company goals.
	POSITION:
	
	LOCATION:
	

	DATE LISTED:
	
	CLOSING DATE:
	

	REPORTS TO:
	
	EMPLOYMENT TYPE:
	Non-Management

Management

Executive

	DEPARTMENT:
	
	WHEN NEEDED:
	


SUMMARY:

Write a brief summary of the job to attract the attention and to provide the employee or candidate an understanding of how their role will help achieve company goals. 
RESPONSIBILITIES:
· Be specific to what the required behaviour/job/task is.

· Must be job-related.

· Use positive words and avoid negative words such as “don’t” to describe tasks.

· Describe tasks in the present tense.

· Avoid redundancies

QUALIFICATIONS:

· Indicate hard skills and soft skills (Hard skills are skills that are measurable such as computer skills and soft skills are skills that are not as easily measured such as listening skills.

· Must be job-related
· Avoid subjective qualifications like “must enjoy doing…” try to limit qualifications to those that can be demonstrated.

· Come up with a maximum of 5 skills.

CONTACT INFORMATION:

If the position is being posted confidentially, ensure that the company name, contact name, or obvious phone number, fax number or email is not listed in the posting.  To avoid being flooded with calls from people following up their resume status, phone numbers or names should be omitted.  A fax number or an email alias called HR@companyname.com might be a better way to go.  

DISLCAIMER:

The purpose of this job description is to provide a general overview of the role, duties and responsibilities performed by an employee at the Company.  This job description is recommended for use as general overview of the employee’s duties and responsibilities and as a basis for communication between the supervisor and the employee.  Duties and responsibilities may be modified as required by the Company. 

EMPLOYEE SIGNATURE:  ___________________________________
DATE: _______________________
· To be used for new hires and job modifications

· Not to be used in job-postings.
