Five Steps to Writing a Concise Job Description
A good job description can fulfill three important functions:
1) Provides a clear picture of what the position involves;
2) Communicates the priorities within areas of responsibility; and 
3) Functions as a useful tool for setting shared expectations and reviewing performance.
The more accurate a job description is upfront, the more useful it will be in the future.  Below are four helpful tips for constructing a job description that achieves the above, which is illustrated in Appendix A (suggestions for refining an ongoing job description is in Appendix B).

1) The job description in the context of the broader mission
Numerous job descriptions not include either the mission statement of the organisation/department, goals or some other explanation of how this specific job fits into the overall whole of what we are doing together. This information is important if the job description is to reflect the interdependence of the job with others, and provide encouragement as to how it contributes to the overall success of the organisation. Absence of this information makes the job description very individual in nature and makes it appear that the job is conducted in isolation.

2) Job Title
The first fundamental element of the job description is the job title. A good job title will have the following qualities:
· It accurately reflects the main function or role of the job and the duties being performed
· It reflects its ranking order with other jobs in the organisation
· It does not exaggerate the importance of the role
· It is free of gender or age implications
· It is generic enough that it can be compared to similar jobs in other organisations to improve communication and self-explanation
Stay away from vague and very specific job titles.  Instead create a working title that appropriately describes both the level of responsibility and role of the job. An example of a good job title is ‘Parking Inspector’. An example of a bad job title for the same position would be ‘Council Enforcement Officer’. This title gives you no indication of what is being enforced. In this case, the word ‘parking’ would be a mandatory requirement in the job title.



3) Areas of Responsibility and Duties
The job description should contain a list of the areas of responsibilities and duties associated with the role, along with the amount of time expected to be dedicated to each task.  This may be represented as either a percentage (i.e. filing 20% or week or month, data entry 40% of week or month, etc.) or rough hourly guide (leading the team meeting and direct oversight of reports: 8 hours per week). 
Descriptions of duties should be no more than two or three sentences in length and should be outcome-based, containing an action, an object and a purpose (e.g., ‘compiles monthly reports to allow monitoring of the department’s budget’).  That is, within each area of responsibility there should be a statement that briefly indicates:
· “What you do” 
· “How you do it”; and 
· “What is expected outcome”.
The list of duties and responsibilities will vary in length, but as a rule, should be as short as possible, otherwise the document becomes an operational manual rather than a job description. Roles in smaller companies (e.g., office or operations manager) may have more tasks associated with them, due to their ‘all-rounder’ nature, but you should still aim to keep your list to around fifteen tasks and preferably less.
Here is a suggested method for coming up with the areas of responsibilities and duties:
a. Brainstorm a list of all the duties required to perform the job. These are the individual tasks completed on a daily, weekly, monthly or annual basis.
b. Review the list and group the duties based upon the specific functions and responsibilities of the position.
c. Establish and order the “Key areas of responsibility” for the position.
d. Compose the description of duties associated with each area of responsibility that is outcome based, containing the key action, object, and purpose as described above.
The Leadership framework broad domains (i.e., Heart for God; Relationships; and Roles, Responsibilities and Results) contains three holistic areas to structure this section (see Appendix A).  Note:  This document does not suggest forcing ministry related tasks into the four roles (Direction setter, Coach, Change agent, and Spokesperson), nor responsibilities (Vision-casting, Strategy formulation, Aligning, and Motivating).  It is recommended that one starts with the more open process described below.  However, the categories prescribed by the Leadership Framework concerning roles and responsibilities may assist in completing the description of a role.  



4) Skills and characteristic values
Skills and characteristic values should be listed separately as they are two separate and unique things.  
· Skills are activities a person can perform based on what they have learned in the past, or from qualifications they have obtained. An example of a skill is the ability to give effective presentations. It is a skill that can be learned through study and practice.  
· Characteristic values are those key attitudes necessary for success in the organisational culture as well as in this particular job.  In addition to our Power to Change core values of bold faith, interdependence, character growth, and fruitfulness, there may be additional characteristic values worth emphasising such as initiative, attention to detail, experimentations and creativity, etc.

5) Relationships
It is important to include reporting lines and working relationships in your job description.
· Reporting lines clarify the responsibilities of the position by showing who the member reports to and who reports to them. In order to set appropriate expectations, frequency and the nature of interactions in reporting relationships may be important to outline.  Reporting lines give the member insight into the hierarchical structure of the organisation and how their position fits into it.
· Working relationships are the people and departments the position requires the member to work closely with. It is a good idea to give an indication of the size of such departments and the extent/frequency of interaction.
An organisational chart is a good way to represent relationships in a job description, with vertical lines between boxes demonstrating reporting lines and horizontal lines showing working relationships.

The need for change and review:
No job can remain static!  For that reason, every job description in an organization should be reviewed at least once a year by each staff member and supervisor.  They should set aside an hour to go through the job description line by line, and indicate what tasks are no longer part of the job, what tasks have been changed, however slightly, and what new task have been added to the job.  This session, taken out of the time and context of performing the tasks, gives the supervisor and staff member a chance to indicate that some tasks are inappropriate and should be dropped by mutual consent.
Creation of job descriptions, initial and regular joint review by supervisors and staff members, regular and frequent modifications to reflect changing realities and conditions, and signing each updated job description, together make up an important element of participatory management.
For tips concerning developing a job description for a role that is already being conducted without a formal description document, see Appendix B

APPENDIX A: Sample Blank Job Description
	Job Title:

	Ministry Strategy/Team mission:

	Purpose of Position:

	Reports to:

	Works closely with:

	Reporting to this role is:

	Role Relationships and Responsibilities

	Heart for God
	Relationships

	Task:   e.g.,
Walk with God 
1. Values personal time with Jesus 
2. Pursues Spirit-filled-living
	Expected outcomes:
Walk with God
1. Daily devotion
2. Growth towards 1 Timothy 3:1-13
	Task:    e.g.,
Ministry Partners
1. Writing 8 newsletters a year
2. MPD each May-June
Primary Team:
1. Actively contribute in team meetings
	Expected outcomes:
Ministry Partners
1.  Informed partners
2. Raise additional $200 per month
Primary Team:
1. [bookmark: _GoBack]Ownership and make conrobutions

	Ministry Areas of Responsibility and Duties

	Tasks and % of role time required:













	Expected outcomes:

	This job description was last updated:                4th April, 2017

	This job description is due to be reviewed:       30th November, 2017




[bookmark: worksheet]APPENDIX B: Worksheet to refine an ongoing Job Description
NAME:____________________________________________                
POSITION:_________________________________________
1.  Describe the essential and secondary functions in your current job description: 
 
 
 
2.  What, if any, aspects of your job description need clarification? 
 
 
 
3.  What aspects, if any, of your job description need to be modified to support the strategic plan? 
 
 
 
4.  What aspects would you like to see added (or deleted) from your job description to support your personal growth goals? 
 
 
 
5.  How would other staff react to these changes in your job description?
 


APPENDIX C: Job Description Dos and Don’ts

DO: 
· Refer to the above Job Description Writing Guide 
· Use a factual and impersonal style when writing the job description 
· Base the job description on the organisation or strategy’s needs 
· Keep it accurate, concise, and complete 
· Use complete sentences, but keep sentence structure as simple as possible, omitting unnecessary words that do not contribute pertinent information. 
· Use a logical sequence in describing duties and responsibilities (Key Responsibility first, followed by the corresponding duties) 
· Begin each duty/responsibility with an action verb (see Appendix D for a list). 
· Be precise in the duty/areas of responsibility descriptions. This is critical for accurate evaluation of expectations and recognition of accomplishments.
· Use terms like “may” and “occasionally” when describing tasks that are performed once in a while, or tasks that only some in members in the role would perform.
· Refer to job titles rather than individual names, i.e., “Reports to National Strategy Director” instead of “Reports to Mary Smith.” 

DON’T: 
· Use the narrative form when writing a job description 
· Base the content of the job description on the capabilities, skills, and interests of specific members (rather focus on the needs of the organisation that this position will meet)
· Write the job description as step by step guide on how to do the job 
· Include minor or occasional tasks, which are not unique to a specific job


APPENDIX D: Action verbs for Areas of responsibility and duties

	accommodate
	communicate
	draft 
	interface 
	recruit

	achieve
	compile
	edit 
	interpret 
	reduce

	acquire
	complete
	eliminate 
	interview 
	regulate

	address
	compose
	enforce 
	investigate 
	report

	adjust
	compute
	establish 
	issue 
	research

	administer
	conduct
	evaluate 
	lift 
	resolve

	advise
	confer
	execute 
	maintain 
	review

	allocate
	consolidate
	expand 
	manage 
	schedule

	analyse
	construct
	explore 
	monitor 
	search

	apply
	consult
	facilitate 
	motivate 
	select

	appoint
	control
	formulate 
	negotiate 
	solve

	approve
	coordinate
	furnish
	observe 
	specify

	arrange
	correspond
	generate
	operate 
	strategize

	assess
	counsel
	guide
	organize 
	streamline

	assign
	create
	handle
	participate 
	strengthen

	assist
	customize
	hire
	perform 
	summarize

	audit
	delegate
	identify
	plan 
	support

	augment
	deliver
	illustrate
	predict 
	teach

	authorize
	demonstrate
	implement
	prepare 
	train

	budget
	design
	improve
	present 
	translate

	calculate
	develop
	improvise
	process 
	troubleshoot

	circulate
	devise
	incorporate
	program 
	update

	clarify
	direct
	increase
	provide 
	validate

	clear
	disseminate
	inform
	quantify 
	verify

	collaborate
	distinguish
	initiate
	recognize
	

	collect
	distribute
	instruct
	recommend
	

	combine
	document
	interact
	record
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