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Job Description

Job Title: 

Title of Position
Client Company: 

Name of Client Company
Reports To: 

Name of Supervisor
Prepared Date:

Today’s Date
SUMMARY (position purpose and objectives)
This area should contain a short, general summary of the overall purpose and objectives of the position. This section should include statements describing the job’s primary responsibility, the end results the job is expected to accomplish, and the degree of freedom to act (e.g., “under direct supervision,” “under indirect supervision,” “independently”). 
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be assigned.

· Job responsibilities should be listed as bulleted items.
· Must be able to work under the stress of deadlines.

· Must be able to react to change productively and to handle other tasks as assigned. 

This should provide information on the actual tasks, duties, and responsibilities that compromise the means of accomplish the job’s purpose and objectives. This section provides a list of those essential job functions. This is a crucial part of the job description. 

Ideally, this section would be arranged by area of responsibility and priority. List the functions within each area in order of importance. When appropriate, note the timelines and/or frequency of functions as appropriate (daily, weekly, monthly, quarterly, etc.). Remember—this is not a work assignment sheet. It is a general description of the essential duties of the job. 

KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED
This section should outline the specific knowledge, kills, and abilities required to perform the various functions of the job. Each statement should include what is required and why it is required. For example, “Employee must know how to use Microsoft Excel to maintain various budget and expense reports.” Make sure to include information here if the employee must know languages for the position.
The statements should be stated as minimum requirements to accomplish the essential functions of the job and should be supported by the essential job functions listed in the prior section. 

· Ability to read, analyze, and interpret general business documents. 
· Ability to write business correspondence.  
· Ability to effectively present information and respond to questions from the general public and co-workers.
· Ability to define problems, collect data, establish facts, and draw valid conclusions. 

Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
PHYSICAL DEMANDS  

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to sit; use hands to finger, handle, or feel; reach with hands and arms; and talk or hear.  The employee frequently is required to stand and walk.  The employee must occasionally lift and/or move up to 25 pounds.  

SUPERVISORY RESPONSIBILITIES 

No positions reports to this position at this time. 
This section should outline the position’s supervisory responsibilities—a list of jobs that report to the individual in this position should be included. 

EDUCATION and/or EXPERIENCE 

High school diploma and at least six months to one year related experience and/or training; or equivalent combination of education and experience.
This section lists the minimum education, experience, or combination of education and experience required to obtain the job. It is important that these qualifications be stated as minimums—if they are inflated, they may screen out people who are qualified to do the work. Remember to include any licenses or certifications if required for the position.
WORK ENVIRONMENT  

This section should contain any unique or unusual conditions different from a normal office environment. 
The noise level in the work environment is usually moderate.
SUCCESS FACTORS
This section should contain any particular personal characteristics that contribute to an individual’s ability to excel in a particular job. These would be characteristics that the supervisor expects will result in successful performance of the job. 
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