	
	Job Description Form





	Position Title

	


	SECTION ONE - Staff Details

	Staff Member’s Name:


	Department:



	Date of joining company in this position:



	SECTION TWO - Responsibilities

	Position reports directly to:


	The position’s line manager reports to:


	Does the position have direct reports
 FORMCHECKBOX 
Yes
          FORMCHECKBOX 
No
If yes, number 
 FORMCHECKBOX 


	Organisational Chart attached:
    FORMCHECKBOX 
Yes
 FORMCHECKBOX 
No



	SECTION THREE - Type of employment

	 FORMCHECKBOX 
Full Time    FORMCHECKBOX 
 Part Time   FORMCHECKBOX 
 Casual

	

	SECTION FOUR - Purpose of the role

	Purpose of the Department to which the employee belongs:
· 

	General description of the employees role in the Department



	SECTION FIVE - Primary responsibilities

	The primary responsibilities of the employee are to:

· Perform needs analysis of practice



	SECTION SIX - Specific duties

	Please list the competencies required for the role

· 


A copy of the completed JDF must be maintained on the staff members employment file and in the individual’s training log
SECTION SEVEN Acknowledgement
I acknowledge that I have had the contents of this JDF explained to me and I agree with my job description as outlined in this document



Staff member’s signature
Date

I acknowledge that I have discussed the contents of this JDF with the abovementioned staff member, answered questions to their satisfaction and approved the JDF


Name
Date


Supervisor’s (or CEO) signature
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