[bookmark: _obumkeb6p8bo]Job Description Template for Hiring Managers
[bookmark: _327bs9yi68er]Position Details
· Job Title: Person
· Department:
· Location: Place
· Reports To:
· Job Type: (Full-time/Part-time/Contract/Temporary)
· Date Posted: Date
[bookmark: _c3de59t66nar]Summary/Objective
[Provide a concise overview of the position, its purpose, and how it contributes to the company's goals. This should be an exciting and engaging summary that encourages candidates to read further.]
[bookmark: _n5wjwm9r1oeg]Essential Functions
[List the primary responsibilities and duties of the role. Use action verbs and quantifiable results where possible. Group similar tasks together.]

· Responsibility 1
· Responsibility 2
· Responsibility 3
· Responsibility 4
· Responsibility 5
[bookmark: _qb8ovjslsaj9]Competencies
[Identify the key skills, behaviors, and attributes necessary for success in this role.]

· Technical Skills: (e.g., Software proficiency, specific tools)
· Soft Skills: (e.g., Communication, teamwork, problem-solving, adaptability)
· Leadership/Management (if applicable):
[bookmark: _1kryupnxbre5]Required Education and Experience
[Specify the minimum education, certifications, and years of experience needed for this position.]

· Education: (e.g., Bachelor's degree in [Field], High School Diploma/GED)
· Experience: (e.g., X years of experience in [Industry/Role])
· Certifications/Licenses: (if applicable)
[bookmark: _h6cyanjmzyt4]Preferred Education and Experience
[List any additional education, certifications, or experience that would be beneficial but are not strictly required.]

· Education:
· Experience:
· Certifications/Licenses:
[bookmark: _4zm5nhn7pf7c]Work Environment
[Describe the typical working conditions for this role. This helps candidates understand the physical and environmental demands.]

· Physical Demands: (e.g., Sitting, standing, lifting, carrying, repetitive motions)
· Environmental Conditions: (e.g., Office, remote, noisy, outdoor)
[bookmark: _38kx1ko2ng2]Other Duties
[Include a disclaimer that the job description is not exhaustive and that other duties may be assigned.]

Please note this job description is not designed to cover or contain a comprehensive listing of activities, duties or responsibilities that are required of the employee for this job. Duties, responsibilities and activities may change at any time with or without notice.
[bookmark: _ukl70l80jvbd]Application Instructions
[Provide clear instructions on how candidates should apply, including any required documents.]

· To Apply: Please submit your resume and cover letter to Person at [email protected]
· Application Deadline: Date
[bookmark: _pg47fdhszc07]Company Culture & Benefits (Optional)
[Highlight your company's culture, values, and any benefits offered to attract top talent.]

· Our Culture: [Describe your company's mission, values, and work environment.]
· Benefits: [List key benefits such as health insurance, paid time off, retirement plans, professional development opportunities.]
[bookmark: _8j5huq8y9hod]Equal Opportunity Employer
[Include a statement about your company's commitment to diversity and equal opportunity.]

[Company] is an Equal Opportunity Employer. We celebrate diversity and are committed to creating an inclusive environment for all employees. All employment is decided on the basis of qualifications, merit, and business need.
[bookmark: _69dhbqlo19tv]Contact Information
· Hiring Manager: 
· Email: 
· Phone: 

