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Position Description
	Title:
	Position Description
	Date signed off:
	
/
/2008

	Date Issued:
	
/
/2008
	Review Date:
	
/
/2008

	Formulated by:
	
	Responsibility:
	


	Position Title:
	

	Program Area:
	

	Reporting to:
	

	EFT:
	[Insert time fraction of position such as 1EFT = Full Time or 0.5 EFT = Half Time]

	Classification:
	[Insert job award classification such as ‘social & community services, class 1 yr 2’]


Organisational Context:
[Insert organisations purpose, mission statement, vision statement etc]
Position Context:

[Broadly describe the context of the position such as the relevant program area, location of the job and the general nature, level and purpose of the job]
Duties and Essential Job Functions:

[Identify the functions or tasks that employees in the job perform. The essential functions should state the purpose of the work and the results to be accomplished, rather than how the function is performed. The more time employees spend on a function, the more likely it is that the function is essential. Generally, include those functions that account for 10% or more of the work, i.e., key items that contribute significantly to the achievement of the job.  The functions should add up to 100%.]

Other Functions & Responsibilities:
[Duties listed in this section are not essential or intrinsic to the job but are performed at times. Included in this section should be a general statement such as “Perform other duties as assigned.” This phrase allows the supervisor to assign sporadic or one-off tasks as needed.]
Reporting Relationships:
[If applicable, provide the number of employees and the jobs of the staff reporting to this position]
Qualifications/Experience:
[Identify the minimum skills, knowledge and abilities required to competently perform the job duties.  Complete this section in bullet form and include suggested minimum years of related experience.]
Selection Criteria – Mandatory:
[Include the required/mandatory level of educational background, experience, skills, knowledge and abilities.]
Selection Criteria – Desirable:
[Include the desirable level of educational background, experience, skills, knowledge and abilities.]
Conditions of Employment:
[Insert specific conditions of employment such as work place agreements, awards, salary packaging, use of private/organisation vehicles, superannuation, duration of the position if funded for a specific period of time, probationary period, performance appraisals, salary base etc.]
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