	Job Description Worksheet 

	Job title: __________________________________________________________

	Job objectives: _____________________________________________________

	Key responsibilities: _________________________________________________

	Key tasks*: ________________________________________________________
_________________________________________________________________

	Reporting relationships within the company: _________________________________________________________________
_________________________________________________________________

	Relationships with customers:

_________________________________________________________________
_________________________________________________________________

	Special demands (travel, flexible hours, for example) _______________________
__________________________________________________________________

	Required tools and technologies: _______________________________________
__________________________________________________________________ 

	* List tasks that will comprise half or more of the work done. Don’t specify how tasks need to be done. Focus on what needs to be accomplished.


