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JOB DESCRIPTION TEMPLATE
	HOW TO USE THIS FILE: Replace each blue field with organization-specific information. Delete gray instructional text before final approval or external use. Complete a job analysis first when the role is new, changing, or not well documented.


	POSITION TITLE
{{POSITION_TITLE}}
Use the organization-approved title, not a person’s name.
	DEPARTMENT / FUNCTION
{{DEPARTMENT}}
Use the formal department or business unit.
	REPORTS TO
{{REPORTS_TO_TITLE}}
Enter the supervisor’s title, not name.

	WORK LOCATION
{{WORK_LOCATION}}
City/state, site, remote, hybrid, or travel-based.
	EMPLOYMENT CATEGORY
{{EMPLOYMENT_CATEGORY}}
Full-time, part-time, temporary, seasonal, or other.
	WORK SCHEDULE / SHIFT
{{WORK_SCHEDULE}}
Normal schedule, shift, on-call, weekends, or flexibility.

	FLSA CLASSIFICATION
{{FLSA_CLASSIFICATION}}
Exempt or nonexempt. Document the separate legal analysis.
	SUPERVISORY ROLE
{{SUPERVISORY_STATUS}}
Yes/No and scope. Do not rely on title alone.
	PAY GRADE / RANGE (OPTIONAL)
{{PAY_INFORMATION}}
Use only if included in internal descriptions.

	EFFECTIVE DATE
{{EFFECTIVE_DATE}}
Date the description takes effect.
	LAST REVIEWED
{{LAST_REVIEWED_DATE}}
Date content and classification were validated.
	DOCUMENT OWNER
{{DOCUMENT_OWNER}}
Role or function responsible for maintenance.


1  POSITION PURPOSE
Write a concise overview of why the position exists, what it is accountable for, and its organizational impact.
	Position purpose statement
Use 2 to 4 sentences. Include: primary purpose; main customer, product, service, or process supported; expected outcome; and level of independence. Avoid listing every duty.
{{POSITION_PURPOSE}}



	Primary outcomes / accountabilities
List 3 to 5 results the position is expected to produce. Describe outcomes, not personality traits or vague goals.
{{PRIMARY_OUTCOMES}}


2  ESSENTIAL FUNCTIONS
Identify the fundamental responsibilities of the position, not every task performed by the current employee.
	WRITING FORMULA: Start with a specific action verb + state what is done + explain the intended result or business reason. Add frequency, time allocation, deadline, or travel requirement only when it materially describes the function.






	#
	Essential function / expected result

	1
	{{ESSENTIAL_FUNCTION_1}}

	2
	{{ESSENTIAL_FUNCTION_2}}

	3
	{{ESSENTIAL_FUNCTION_3}}

	4
	{{ESSENTIAL_FUNCTION_4}}

	5
	{{ESSENTIAL_FUNCTION_5}}

	
	

	QUALITY CHECK: Include only duties that are actually essential. Consider the reason the function exists, consequences if it is not performed, amount of time, and whether the work can be reassigned. Validate with the supervisor and HR.


3  SUPERVISORY AND LEADERSHIP RESPONSIBILITIES
Delete this section if the position has no direct reports.
	Direct supervision
	{{DIRECT_SUPERVISION}}
List the types of roles supervised and approximate number.

	People-management responsibilities
	{{PEOPLE_MANAGEMENT_AUTHORITY}}
Specify hiring input, work assignment, coaching, performance review, discipline, pay recommendations, or other authority actually exercised.


4  MINIMUM QUALIFICATIONS
State the lowest level reasonably necessary to perform the essential functions at entry. Keep required and preferred criteria separate.
	INCLUSION CHECK: Avoid inflated credentials, unnecessary years of experience, and subjective terms. Allow an equivalent combination of education, training, and experience when appropriate. Connect each requirement to an essential function.



	Required education or equivalent preparation
List the minimum level, field only if job-related, and any acceptable equivalency.
{{REQUIRED_EDUCATION}}



	Required experience
State type and minimum depth of relevant experience. Avoid arbitrary ranges that are not tied to the work.
{{REQUIRED_EXPERIENCE}}



	Required licenses, certifications or registrations
List only credentials that must be active at hire or within a defined period. Include issuing jurisdiction if relevant.
{{REQUIRED_CREDENTIALS}}



	Required knowledge, skills and abilities
Use observable, job-related requirements. Include technology only where necessary and avoid brand names unless the specific system is essential.
{{REQUIRED_KSAS}}



	Preferred qualifications (optional)
Use only for genuine differentiators that are not minimum requirements. Consider keeping this in the job posting rather than the internal description.
{{PREFERRED_QUALIFICATIONS}}


5  PHYSICAL, SENSORY AND COMMUNICATION REQUIREMENTS
Describe essential job demands objectively, with frequency and business context. Focus on the function, not a diagnosis or an idealized person.
	#
	Requirement

	1
	{{REQUIREMENT}}

	2
	{{REQUIREMENT}}

	3
	{{REQUIREMENT}}



	USE FUNCTIONAL LANGUAGE: Examples of neutral verbs include move, position, transport, communicate, exchange information, detect, determine, inspect, observe, operate, activate, handle, reach, ascend, descend, balance, crouch, or traverse. Pair the verb with frequency, amount, and purpose. Avoid broad statements such as “must be physically fit.”



	Reasonable accommodation statement
Reasonable accommodations may be made, up to an undue hardship, to enable qualified individuals with disabilities to perform the position’s essential functions.


6  WORK ENVIRONMENT AND SCHEDULE
Describe conditions inherent to the job, not temporary inconveniences or conditions unrelated to essential work.
	Work setting and environmental conditions
Address office, production, field, warehouse, client, outdoor, vehicle, noise, temperature, weather, vibration, airborne conditions, moving equipment, chemicals, heights, or other applicable conditions. Include frequency and context.
{{WORK_ENVIRONMENT}}



	Schedule, attendance and availability
State regular hours or shift; flexibility; overtime; weekends; on-call; emergency response; predictable on-site presence; or attendance requirements when job-related. Avoid automatic or absolute wording not supported by the role.
{{SCHEDULE_REQUIREMENTS}} 



	Travel and transportation
State approximate travel frequency, overnight travel, geographic area, and whether driving or reliable transportation is an essential function. Separate from a general preference.
{{TRAVEL_REQUIREMENTS}}



	Tools, equipment and technology
List material tools, machinery, protective equipment, vehicles, or systems necessary to perform the role. Focus on capability rather than unnecessary brand-specific experience.
{{TOOLS_EQUIPMENT}}



7  CLASSIFICATION AND COMPLIANCE REVIEW
Use this internal section to document review. Remove it from external versions if your organization prefers.
	Review item
	Reviewer / rationale
	Date

	Essential functions validated
	{{ESSENTIAL_FUNCTIONS_REVIEW}}
	{{EF_REVIEW_DATE}}

	FLSA analysis completed
	{{FLSA_REVIEW}}
	{{FLSA_REVIEW_DATE}}

	Physical / environmental demands validated
	{{DEMANDS_REVIEW}}
	{{DEMANDS_REVIEW_DATE}}

	Pay structure / range reviewed
	{{PAY_REVIEW}}
	{{PAY_REVIEW_DATE}}

	Final HR / management approval
	{{FINAL_APPROVAL}}
	{{FINAL_APPROVAL_DATE}}


8  ACKNOWLEDGMENT
An acknowledgment can confirm receipt and discussion. It should not convert the description into a contract or replace performance expectations.
	General description disclaimer
This description summarizes the general nature and level of work assigned to the position. It is not intended to be an exhaustive list of all duties, responsibilities, or qualifications. Responsibilities may change based on organizational needs, consistent with applicable law.



	Employee / incumbent acknowledgment
	{{EMPLOYEE_NAME_SIGNATURE}}
	{{EMPLOYEE_DATE}}

	Supervisor acknowledgment
	{{SUPERVISOR_NAME_SIGNATURE}}
	{{SUPERVISOR_DATE}}

	HR / authorized approval
	{{HR_NAME_SIGNATURE}}
	{{HR_DATE}}




CUSTOMIZATION GUIDE
How to turn the template into an internal, organization-ready job description
	IMPORTANT: This tool is not legal advice. Review federal, state, and local requirements that apply to the work location and organization. Use qualified HR or legal review for classification, accommodation, pay transparency, licensing, safety, and industry-specific requirements.


1. Establish document ownership
Assign one function to maintain descriptions. Use a consistent file naming convention, effective date, review date, and version-control method. Decide which fields remain internal and which may appear in recruiting materials.
2. Complete a job analysis
Gather information from the supervisor, one or more incumbents when available, and HR. Observe the work when physical, production, safety, field, or customer-facing demands are difficult to capture. Use the attached questionnaire concepts: duties and time allocation; tools; minimum education and experience; supervision received; decisions; consequences of errors; confidential information; contacts; leadership; working conditions; hazards; travel; and physical demands.
3. Separate the job from the person
Describe the position as designed, not the current employee’s strengths, preferences, schedule exceptions, or work style. Use titles and stakeholder groups rather than employee names.
4. Validate essential functions
For each proposed essential function, document why it is fundamental. Consider the position’s purpose, consequences if omitted, time spent, availability of others to perform it, and the expertise required. Do not label every responsibility essential by default.
5. Write measurable, neutral content
Use action + object + outcome. Replace vague terms such as “good attitude,” “high energy,” or “excellent personality” with observable job requirements. State frequency, amount, scope, deadlines, and decision authority where material.
6. Set true minimum qualifications
Begin with what a capable new hire actually needs. Distinguish required credentials from preferences. Check that education and experience requirements are supportable and do not exclude qualified candidates unnecessarily.
7. Describe demands in context
Use functional language and indicate frequency and purpose. For lifting, state weight and frequency. For communication or sensory demands, describe the information that must be exchanged or detected and why. Include environmental exposure only when inherent to the work.
8. Complete separate compliance reviews
Do not assume a title, salary, or managerial label determines exemption status. Document the FLSA analysis separately. Review accommodation language, required licenses, safety obligations, pay disclosure rules, and work-location requirements.
9. Approve and communicate
Route the draft to the supervisor, HR, and other required approvers. Discuss the final description with the employee or incumbent. An acknowledgment should confirm receipt, not agreement with every statement.
10. Maintain the description
Review when duties, technology, reporting relationships, location, schedule, staffing model, physical demands, or business purpose materially change. Also use a recurring review cycle established by the organization.
Recommended internal file set
Approved job description (controlled master)
Job-analysis notes or questionnaire
FLSA classification analysis and approval
Compensation grade or range documentation, if maintained separately
Required license or safety documentation
Revision history and approval record
Recruiting posting derived from, but not substituted for, the job description
Final quality checklist
☐  Uses the approved position title and reports-to title
☐  Purpose statement explains why the job exists
☐  Essential functions are prioritized and written with action verbs
☐  Decision authority and consequences are clear
☐  Required qualifications are minimum, job-related, and supportable
☐  Preferred qualifications are separated or removed from the internal description
☐  Supervisory authority is accurately described
☐  Physical, sensory, communication, schedule, travel, and environment demands include frequency and context
☐  Reasonable accommodation language has been reviewed
☐  FLSA classification has a separate documented analysis
☐  No employee names or confidential operational details appear
☐  Dates, owner, approvals, and review cycle are complete
☐  Instructional text and unused sections have been removed from the final version
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