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Management Excluded
Job Description Template
	1. Position Identification

	

	Position Number
	     

	Position Title
	     

	Department
	     

	Reports to
	     

	Classification Level
	     

	Current Incumbent
	     

	Date
	     


	2. Department Summary – Provide a brief description of the role of the department.

	     


	3. Position Summary – Provide a brief summary of the position in relation to the work unit/department.  The summary should explain why the position exists as well as outline key roles, functions and areas of focus.

	     


	4. Key Responsibilities and Expectations – Identify 3 to 5 key responsibilities and describe up to 4 expectations for each responsibility.  The Expectations should describe what the position is striving to achieve. 

	Key Responsibility
	Expectation

	e.g. 
Providing leadership and support to staff
	e.g.

· Recruitment and selection of staff

· Setting performance expectations and overseeing performance plans

· Coaching and developing staff

· Building team performance


	     
	     

	     
	     

	     
	     

	     
	     

	     
	     


	5. Other Factors

	

	Decision Making – describe the types of decisions made by this role.
	     

	Accountability – describe the initiative, independence required in this position and the impact of decisions on individuals, units/departments or the university.
	     

	Financial and Resource Management – describe the level of decision making and amount of budget responsibility.
	     

	Supervisory Responsibility – identify the number of direct and indirect reports including fulltime and part-time positions, volunteers and grant funded, student and contract employees.
	     

	Equity (where applicable)-  Contribution to the Equity Plan, fairness to women, aboriginal peoples, visible minorities and persons with disabilities
	     


	6. Summary of qualifications and job specific competencies - Focus on the requirements of the position and not the qualifications and competencies of the incumbent.  The competencies represent the skills, knowledge and behaviours required to advance the strategic initiatives of the unit/department and the university.

	     


Date of Completion: ________________________________

Signature of Incumbent: _____________________________

Signature of Director: _____________________________

