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Defining The Job

In many ways, defining the job mirrors key aspects of an ordinary job description.
Basically, you answer the question, “what work needs to be done?”

The Job Purposc
o When the job is performed well, what will be the benefit to the organization,
customers, and employees?
e What is the end result or outcome from the existence of this position?

Requirements
Requirements includc:

e [licenses

e Degrees

o Certifications

o [ixperience in certain functions or fields

Major Responsibilitics
o What are the major responsibilities of the position?
e What are the essential tasks required to achieve the purpose of the job?

Location
e Where will the person be located? (at headquarters, in the field, telecommute, elc.)
o [f travel is required, where will the emplovee travel, how often, and for how long?

Interactions
o With whom will the emplovee interact? (customers, vendors, other employees,
senior management, teams, elc.)
e Which interactions arve most important? Why?

Performance Expectations
s What are the performance expectations for the first six, twelve, eighteen months?
« Will the position and/or the performance expectations change during the first one or
mwo vears? If so, how and why?

Skills & Knowledge
e What skills and knowledge are necessary to achieve the purpose and perform the
major responsibilitics of the job?
o Whar will the person need 10 do or know in order to do the job?

Personal Characteristics
o What distinguishes a person who is very effective in this position from one who is
barely adequate?
o What attitides or interests will enable this person to perform the job?






