Organization’s Logo


Job Description Format

	Position Title
	
	
	Function
	

	Name of the Person
	
	
	Business Unit / Geographical Location
	

	Supervisor’s Position
	
	
	Supervisor’s Name
	

	Reportees


	
	
	Grade / Band Level
	


Job Purpose: (why the Position Exist & Objectives)

	1)

2)

3)

4)

5)




Role Responsibilities:

	*

*

*

*

*

*

*




People Responsibilities:

	SL
	Function
	Responsibilities

	1
	Recruitment


	

	2
	Job Allocation


	

	3
	Performance Management


	

	4
	Career Development


	

	5
	Training


	

	6
	Administration


	

	7
	Miscellaneous


	


Operating Network:

	Categorization
	Role / Entity
	Nature of Interactions



	Primary Internal Interactions


	
	

	Primary External

Interactions


	
	


Financial Authority:
	SL
	Nature of Authority



	1
	

	2
	

	3
	


Competencies Required:

	SL
	Competencies (Sample given below – vary from position to position)
	Proficiency Level

	1
	Focus on Long Term Value Relationships
	

	2
	Business Acumen
	

	3
	Communication
	

	4
	Process Orientation
	

	5
	Problem Solving
	


Other Skills Required:

	Sl
	Knowledge
	Skills

	1
	
	

	2
	
	

	3
	
	

	4
	
	

	5
	
	


	       Profile 

Requirements


	Academic


	

	
	Relevant Experience


	


