THE COMPANY

JOB DESCRIPTION
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Job Title: 


Reports to: 



Purpose of the Job

The xxx…

Key Responsibilities and Accountabilities, and Related Functions and Tasks

List major responsibilities, including type and scope of decisions and independent action that can be made/taken without approval. Include dollar amount of spending or budgetary responsibility. This section develops what the job needs to deliver.

Describe those activities you perform to fulfil your responsibilities. Include management of confidential information, supervision of staff, contacts and communication with other inside and outside the company. If significant physical skill or effort is required, or if there are tasks involving mental stress or difficult working conditions, list them here. This section lists how the job will deliver what is promised in the Key Responsibilities section.

· Directs, plans, and implements 

· Monitors and controls…

Required Skills and Competencies:

List specific education, experience and job skills required to perform your job. 

Education

List education obtained by formal courses. This could be a degree, a professional designation (CA etc.) or professional courses
 B.Sc. in…

Experience

List job-related experience. This could include specific technical skills probably obtained by on-the-job experience, e.g. Microsoft Office, ACCPAK, legal office file management etc.)

 5+ year successful record in a similar post, or 10+ years in a related post in a similar environment.

 2 years working in an ACCPAK environment

 Library of Congress cataloguing system

Skills

Include skills such as Leadership, Client service orientation, Organizational and Business Environment Awareness, Business understanding, Critical thinking and analytical ability, Results orientation, Continuous professional learning, Networking, Initiative, Partnering, Teamwork, Communications (oral and written), Coaching and people management, Valuing people, Self-development.

For a list of competencies, contact Michael Hiles at http://www.hilesassociates.com/contact-us.html
 Leadership

o Xx

 Communications

o Xx

 Etc.

o Xx
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