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Job Definition Worksheet
Position : What is the overall responsibility and intended result of this position ?



(briefly describe in 1 -  sentences)

…………………………………………………………………………………………………...

…………………………………………………………………………………………………...

Performance Profile: What are the five key deliverables of this position; i.e., the primary reasons for the existence of this position ?  Include only those deliverabless for which it is  reasonable to evaluate the person performing this role.

1. _____________________________________________________________________

2. _____________________________________________________________________

3. _____________________________________________________________________

4. _____________________________________________________________________

5. _____________________________________________________________________

Experience  : What are the minimum experiences necessary for effective performance  against these deliverables : (If specific degrees, education or other credentials, have been found to be desirable, please describe the skills represented by these credentials.)
Skills & Abilities : What are the transferable skills necessary to be successful ? (Rate these below; add comments as needed).
Use the scale below to rate each sub-skill (e.g. 2 Readily learn new information or methods) :

3 = Critical to effective job performance (no other skills can compensate for a lack of this skill)

2 = Central to effective job performance (but using other skills, or relying on co-workers, could


sometimes help to compensate for a lack of this skill)

1 = Less important to effective job performance (but occasionally useful)

0 = Not necessary for effective job performance
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Organizational Knowledge

______  Demonstrate knowledge of  ……. policies and procedures in own area

______  Demonstrate knowledge of … policies and procedures for the organization as a whole

______  Play an active role in the development or revision of ….. policies and procedures

______  Be regarded as an expert in one’s own technical/functional area

______  Demonstrate knowledge of other business functions (e.g. finance, production, sales)

______  Demonstrate knowledge of the …….. industry 
______  Demonstrate knowledge of the ……… industry
Other comments ?
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Communication
______  Clearly express own thoughts and beliefs

______  Keep others informed, so that there are no unnecessary “surprises”

______  Be regarded as “ a good listener”

______  Encourage others to express contrary views

______  Prepare short written communications that are to-the-point and grammatical

______  Prepare extensive written communications that are literate and well-organized

______  Deliver presentations to groups

______  Adapt style/approach to the needs of different audiences

______  Regularly communicate with direct reports

______  Regularly communicate with peers

______  Regularly communicate with own boss

______  Regularly communicate with management

______  regularly communicate with senior management

______  Regularly communicate with customers

______  Regularly communicate with vendors

Other comments ?
Interpersonal

______  Develop effective working relationship with people within the department

______  Develop effective working relationship with people from other departments

______  Establish rapport and credibility with external customers

______  Be regarded as “approachable”

______  Function well as a team member; put team goals ahead of personal goals

______  Know whom to involve and when

______  Compromise to build give-and-take relationships with others

______  Use informal channels in the organization to get things done

______  Play an active role in the resolution of conflicting views

______  Create a working environment where people of diverse backgrounds and perspectives

               feel accepted

Other comments ?

Leadership

______  Formally supervise 2 or more employees

______  Exercise informal authority or otherwise take a leadership role on and ad hoc basis

______  Train or coach others

______  Gain support and commitment for own ideas, or that of work group

______  Recruit and/or select new direct reports/co-workers

______  Take a significant role in the forming, or management, of teams

______  Confront problem performance in others and take appropriate action

______  Reward good performance

______  Motivate others towards accomplishment of departmental or organizational goals

______  Support innovative ideas even if not one’s own

Other comments ?
Administration

______  Plan or schedule for self

______  Plan or schedule for others

______  Establish systems/processes for self

______  Establish systems/processes for others

______  Establish goals/expectations for others

______  Use own time efficiently

______  Process paperwork efficiently

______  Juggle competing priorities

 Other comments ?
Motivation

______  Demonstrate high energy

______  Demonstrate stamina

______  Handle a heavier than average workload

______  Take immediate and independent action when needed

______  Regularly initiate new projects, tasks, etc.

______  Follow through on commitments

______  Take personal risk to suggest new ideas or take an unpopular position

Other comments ?
Other Requirements of the Position   What other essential requirements, not captured by any of the previous categories are necessary to the job such as travel, multiple language proficiency, the ability to use specific types of equipment, etc ?

Rank Order the Skills from high to low

(1= hi, 7= lo)

______  Thinking

______  Organizational Knowledge

______  Communication

______  Interpersonal

______  Leadership

______  Administration

______  Motivation
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