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JOB DESCRIPTION
INFORMATION FORM  |  Employee Input Template
	WHY ARE WE DOING THIS?
A Job Description is about the JOB, not the PERSON.
This form helps us understand what your job involves, what it is responsible for and what is needed to do it well.
We are not asking you to write your own Job Description. We want your practical knowledge of the job.
Your answers will be used to prepare or review the formal Job Description for your position. This will then be discussed with your manager and refined where necessary.
Don't worry about perfect wording. Just tell us what the job involves.


01  —  POSITION DETAILS
Job Title
____________________________________________________________
Employment Type  ☐ Full-time    ☐ Part-time    ☐ Casual    ☐ Other: __________________
Reports To
____________________________________________________________
Department / Work Area (if applicable)
____________________________________________________________
02  —  ROLE PURPOSE
Why does this job exist?
In your own words, what is the main purpose of your job?
If someone asked “Why does the business need this position?”, how would you explain it?
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
03  —  KEY RESPONSIBILITIES
What is this job responsible for?
List the major responsibilities of your job. Don't list every small task. Focus on the things you are principally responsible for. Five to eight responsibilities will usually be enough.
For example:
• Coordinate office administration including reception, mail and filing.
• Maintain a safe, clean and organised work environment.
• Provide professional service to customers and visitors.
1. ____________________________________________________________
2. ____________________________________________________________
3. ____________________________________________________________
4. ____________________________________________________________
5. ____________________________________________________________
6. ____________________________________________________________
7. ____________________________________________________________
8. ____________________________________________________________
04  —  KEY DUTIES & ACTIVITIES
What does the job involve?
Are there particular tasks, processes, systems, equipment or activities that someone in this job needs to understand or perform?
Focus on activities that are important to doing the job properly.
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
05  —  WORKING RELATIONSHIPS
Who do you work with?
Who do you regularly deal with as part of your job?
Internal  — managers, supervisors, employees, departments or teams
____________________________________________________________
External  — customers, suppliers, contractors, agencies or other organisations
____________________________________________________________
06  —  DECISION-MAKING & ACCOUNTABILITY
What are you responsible for deciding or managing?
Are there decisions, problems or areas of work that you are expected to handle yourself?
For example:
• Responding to customer enquiries
• Ordering supplies
• Scheduling work
• Checking quality
• Solving operational problems
• Making recommendations to management
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
07  —  QUALIFICATIONS & LICENCES
What qualifications are needed?
List any qualifications, licences, certificates or formal training that you believe are required or useful for this job.
For example:
• Certificate III, IV or Diploma in a relevant field
• Forklift Licence
• First Aid Certificate
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
08  —  EXPERIENCE
What experience would help someone do this job well?
Think about the type of work, industry or environment that would provide useful experience.
For example:
• Previous experience in a similar administration role
• Experience in a manufacturing environment
• Experience supervising employees
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
09  —  SKILLS & KNOWLEDGE
What does someone need to be able to do?
List the skills and knowledge that are important to performing the job effectively.
Technical  •  Computer  •  Communication  •  Organisation  •  Problem Solving  •  Customer Service
For example:
• Good Microsoft Office skills
• Clear written and verbal communication
• Good attention to detail
• Ability to prioritise work and meet deadlines
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
10  —  PERSONAL ATTRIBUTES
What sort of person is suited to this job?
Are there personal qualities or ways of working that help someone succeed in this role?
Reliable  •  Practical  •  Organised  •  Adaptable  •  Positive  •  Team-oriented  •  Self-motivated  •  Willing to learn
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
11  —  PERFORMANCE EXPECTATIONS
What does success look like?
How would the business know that someone is doing this job successfully?
Think about results and outcomes, rather than personality.
For example:
• Work is completed accurately and on time.
• Customer enquiries are handled professionally.
• Safety procedures are consistently followed.
• Quality standards are maintained.
Successful performance looks like:
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
12  —  ANYTHING ELSE?
Is there anything important about this job that we have missed?
Please include anything else that would help us understand the role accurately.
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
13  —  REVIEW & AGREEMENT
This form provides employee input into the development or review of a Job Description.
The information provided will be discussed with the employee's manager and may be refined to ensure the final Job Description accurately reflects the responsibilities, authority, requirements and business needs of the position.
	EMPLOYEE
	MANAGER

	Name: ____________________________
	Name: ____________________________

	Signature: ____________________________
	Signature: ____________________________

	Date: ____________________________
	Date: ____________________________

	FINAL JOB DESCRIPTION   ☐ Reviewed and agreed     ☐ Further changes required
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