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Job Description Template
official title of the post.
Submitted to:

The [position title or titles this position reports to] will receive
[job title].

Job Summary



Give a succinct four-sentence description of the position, what
success looks like in it, and how it fits into the larger firm or
organization.

duties and obligations:

e List the primary responsibilities needed to perform this
job.

e Putthem in priority order.

e Complete your sentences.

e Verbs are good sentence starters.

e Please use the present tense.

e Use terminology that is not gendered.

Qualifications:

e |evel of education.
e Experience.

e specific expertise.
e personal qualities.
e Certifications.

e Licenses.

e physical prowess.



