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Job Description Template
	1.
Position Identification

	Position Number
	

	Position Title:
	

	Department:
	

	Reports to:
	

	Number of Direct/Indirect Reports
	Direct_____

Indirect​​​​​​​​_______

	Classification Level
	

	Current Incumbent (if applicable)
	


	2.  Position Summary (brief summary of the position in relation to the work unit/department)

	


	 3.  Key Responsibilities and Expectations (identify 3 to 5 key responsibilities and expectations for each)

	Key Responsibilities.        %of time 
	Expectations:                                

	
	

	
	

	
	

	
	

	
	


	4.   Classification Factors:

	(a)  Independence of action, authority and decision making:



	(b)  Accountability – scope and impact:


	(c) Supervision given and received:

(d) Budget, Financial & Material resources:

(e) Problem-Solving




	5.   Summary of qualifications:

	


Date of Submission:


Signature of Responsible Manager: 
