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Job description builder
The Basics
Job Title: 
Job Level: [Levels 1 & 2 are hourly jobs requiring direct instruction and have limited decisional authority. 3 can be Exempt. 4 can be a Supervisor-level job. 5 can be a Manager-level position. 6 can be a Director position. 7 can be a VP]
Exempt /Non-Exempt: [See above, and Department of Labor guidance].
	Reports To: [Title, not name.]
Job Family /Organization: [ex: Project Management, Sales, HR]     

Role Requirements – Core Assumptions
1)  Where the role will be based: Work will be performed [in the office /remotely] during core business hours [from /to], unless other arrangements are made with manager’s approval. 

2)  Highest level of responsibility and complexity independently handled within this role on a regular basis (select one):  

· [bookmark: Check1]|_| Basic (Entry-Level) Is expected to work under fairly detailed instructions. Is only expected to resolve questions and challenges of a relatively straightforward nature, or in an area of familiarity, independently. Should seek guidance as appropriate from a more senior team member when a new situation is encountered, or when presented with questions or issues of some complexity and /or where the outcome could impact significantly upon the business. 

· |_| Average / Medium (Experienced Beginner) Is relied-upon to respond to and resolve most questions and issues of average to medium complexity independently, seeking guidance only on unfamiliar matters of medium to high complexity. Demonstrate the ability to apply previously acquired experience and knowledge to resolving similar situations of gradually evolving complexity. 

· |_| Medium-to-High (Seasoned Professional) Must regularly “untangle” multi-faceted and complex problems, to identify where there may be separate issues to resolve.  Prioritize and recommend appropriate courses of action. Make sound recommendations on matters that could significantly impact the business, consulting with a Director (or next-level authority) only as necessary due to exceptional complexity, risk or high potential impact upon the business. May have leadership responsibilities, including management.

· |_| Director-to-Executive Level  Brings mastery of the previous levels to bear, having the ability  - though not necessarily the responsibility - to oversee the work of others at all levels within the team. Reviews the recommendations of others in their area of expertise and may be called-upon for advice and/or approval before execution.  Must demonstrate decisiveness, impartiality and strength of convictions, and agility when business needs, mandates and /or circumstances change. Aligns expertise and actions of a team (if a people-manager) to business objectives as they evolve.

	


	Specific Job Duties & Responsibilities 

Core Job Functions. 
Below are 3 to 5 essential functions of this position. Without the need for these functions to be performed, the position would not exist. Ability to perform these functions with or without reasonable accommodation is a basic condition of employment in this role.

· [Describe one essential function]; to be evidenced by: [describe how success can be recognized].

· [Example, for Receptionist role: Demonstrate highly reliable attendance during appointed work hours, to be evidenced by notable rarity of unplanned absences.]

· [Example, for Receptionist role: Answer all incoming telephone calls in a pleasant and professional manner, accurately interpreting and directing English-language verbal requests & inquiries to appropriate parties on a consistent basis. Incidents such as (but not limited to) frequent misdirected phone calls, repeated incorrect escalation of inappropriate lack thereof, customer service complaints and related concerns will indicate this essential function is not being adequately performed.]

· Greet & treat visitors and employees in a pleasant and professional manner that represents [COMPANY] at its best, to be evidenced by: complimentary feedback and a relative absence of legitimate related complaints.



Other Responsibilities (Optional)
[bookmark: 3rdcrjn][bookmark: 26in1rg][bookmark: lnxbz9][bookmark: 35nkun2]These are typical day-to-day activities within the role’s scope of responsibility, but not as central to its function. They are more peripheral though still considered important. Examples include but are not limited to: 

· [Example, for Receptionist role: Daily, accurately sort and distribute incoming mail into designated inboxes.]
· [bookmark: 1ksv4uv][Example, for Receptionist role: Periodically and as-needed: inventory, order and replenish office supplies.]  
· [Another responsibility that is normally part of the job but could technically be delegated as need arises?].
· [Include one or two others if relevant].


Knowledge, Skills and Abilities (KSA)
Entry into, and success in, this role requires the basic KSA’s below in addition to meeting [COMPANY]’s high standards of responsiveness and reliability. They are conditions of being hired into the role, or it’s believed the chosen candidate has the aptitude to achieve it within the first 3-6 months in the role. Different roles require varying levels of strength in each. The levels are: 

1 - Basic Prior Experience
2 - Solid Working Ability 
3 - Expert 
4 - Master (Reserved for HR Approval) 

[bookmark: 44sinio][bookmark: Text1]KSA: Administration; effectiveness in planning, organizing and efficiently handling activities and eliminating unnecessary activities - level:          

KSA: Job Knowledge; professional skill level as a [position], understanding all phases of the job, keeping knowledgeable of ‘Best Practice’ methods, techniques and skills for your specific position - level:            

KSA: Communication; Measures effectiveness in listening to others, expressing ideas, both orally and in writing and providing relevant and timely information to management, co-workers, subordinates and customers -  level:            

KSA: Teamwork; Measures how well this individual gets along with fellow employees, respects the rights of other employees and shows a cooperative spirit -   level:           

KSA: Decision Making /Problem Solving; effectiveness in understanding problems and making timely, practical decisions -  level:           

KSA: Leadership (n/a if no supervisory responsibility); effectiveness in establishing appropriate and challenging goals, delegating and coordinating effectively, promoting innovation and team effort – level:           

KSA: Mentoring; effectiveness and generosity in imparting professional knowledge to more junior individuals who share a similar career focus – Level:           



Checklist for Physical Activities & Requirements, Visual Acuity and Working Conditions of the Position
REQUIRED PHYSICAL ACTIVITY (check one main box and, if Sedentary Work, all sub-boxes that apply).

|_| Medium work. Medium work. Exerting up to 50 pounds of force occasionally, and/or up to 30 pounds of force frequently, and/or up to 10 pounds of force constantly to move objects. If this job involves medium work, please attach an addendum provided by Human Resources; this checklist is not complete for a job requiring medium work.

|_| Light work. Exerting up to 20 pounds of force occasionally, and/or up to 10 pounds of force frequently, and/or a negligible amount of force constantly to move objects. If the use of arm and/or leg controls requires exertion of forces greater than that for sedentary work and the worker sits most of the time, the job is rated for light work. Check with Human Resources – this checklist may not be complete for a job requiring light work.

|_| Sedentary work (typical office work). Exerting up to 10 pounds of force occasionally and/or negligible amount of force frequently or constantly to lift, carry, push, pull or otherwise move objects, including the human body. Sedentary work involves sitting most of the time. Jobs are sedentary if walking and standing are required only occasionally and all other sedentary criteria are met. This category represents the majority of jobs at [COMPANY]; this checklist is appropriate for a job requiring sedentary work. Please proceed below, selecting the activities regularly performed in this job.

|_| Reaching. Extending hand(s) and arm(s) in any direction.
|_| Using Fingers. Typing or otherwise working, primarily with fingers rather than with the whole hand as in handling.
|_| Talking. Expressing or exchanging ideas by means of the spoken word. Those activities in which they must convey detailed or important spoken instructions to other workers accurately, loudly or quickly.
|_| Hearing. Perceiving the nature of sounds at normal speaking levels with or without correction. Ability to receive detailed information through oral communication, and to make discriminations in sound.
|_| Repetitive motion. Substantial movements (motions) of the wrists, hands, and/or fingers.


VISUAL ACUITY REQUIREMENTS INCLUDING COLOR, DEPTH PERCEPTION AND FIELD VISION (Check only one)

|_|  The employee is required to have close visual acuity to perform an activity such as: preparing and analyzing data and figures; transcribing; viewing a computer terminal; and/or extensive reading.

|_|  The employee is required to have visual acuity to operate a motor vehicle.


CONDITIONS THE EMPLOYEE WILL BE SUBJECT TO IN THIS POSITION

|_|  None. The employee is not substantially exposed to adverse environmental conditions.

|_|  Exposure to the Elements. The employee works outdoors and may be substantially exposed to adverse environmental conditions.

|_|  Exposure to Hazardous Substances. The employee is required to responsibly handle hazardous substances within all applicable safety guidelines under OSHA.


Notes & Comments (Optional)
Manager:             

Employee:            


Acknowledgment & Signatures
I, [Employee Name], have had a ‘role expectations’ meeting with my manager, based upon the content of this form. I understand the expectations held of me and my role.  I know that the examples listed on this form aren’t meant to be all-inclusive, and are subject to change as business needs evolve. 


_______________________________________		_______________________________________
Employee					Date



_______________________________________		_______________________________________
Manager					Date
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