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▌Position Description

Job Title: 



<insert job title>
Reporting To: - 


<insert supervisor’s title>
Performance Review Period: 
<insert review period eg. Every 3 months, 6 months>
[image: image2.jpg]Purpose of the position 

<Insert short paragraph which describes the overall purpose of this position and how it contributes to the objectives of the company.>
Responsibilities
▌Responsibility 1 - <insert a responsibility of the position>

Authority Level – 
<insert the authority which the employee has to perform this responsibility>
Measurement - 
<insert what measurement will be used to determine successfully achievement of the responsibility>
▌Responsibility 2 - <insert a responsibility of the position>

Authority Level – 
<insert the authority which the employee has to perform this responsibility>
Measurement - 
<insert what measurement will be used to determine successfully achievement of the responsibility>
▌Responsibility 3 - <insert a responsibility of the position>

Authority Level – 
<insert the authority which the employee has to perform this responsibility>
Measurement - 
<insert what measurement will be used to determine successfully achievement of the responsibility>
▌Responsibility 4 - <insert a responsibility of the position>

Authority Level – 
<insert the authority which the employee has to perform this responsibility>
Measurement - 
<insert what measurement will be used to determine successfully achievement of the responsibility>
▌Responsibility 5 - <insert a responsibility of the position>

Authority Level – 
<insert the authority which the employee has to perform this responsibility>
Measurement - 
<insert what measurement will be used to determine successfully achievement of the responsibility>
▌Responsibility 6 - <insert a responsibility of the position>

Authority Level – 
<insert the authority which the employee has to perform this responsibility>
Measurement - 
<insert what measurement will be used to determine successfully achievement of the responsibility>
Relationships

	With:
	Purpose

	1. <insert title of position>
  
	1. <insert short statement about the purpose of the interaction with this position>  


	2. <insert title of position>
	2. <insert short statement about the purpose of the interaction with this position>  


	3. <insert title of position>

	3. <insert short statement about the purpose of the interaction with this position>  



Employee Signature__________________________________________Date________________

Manager Signature___________________________________________Date________________

__________ Next Appraisal Date__________________________[image: image1.png]
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