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Define the position and its 
purpose in your business

Specify the education, 
certifications & experience 
actually required to perform 
competently in this position 

Consider Both:
- Technical ability
- Soft skills - the 'personality' 

component of the position

Consider the position title from the  perspective of its position on your org 
chart and also from its perception in the market. Will somebody from 
outside your business understand why this position exists or what it does?

Check that the Position Description shows 
clearly how the position contributes to the core 
business goals. List each responsibility in terms 
of the action required e.g. "Implement the ? "

Consider:
- How the position will work 

with existing positions in your 
business

- Avoid any overlap or clash of 
responsibilities

- Clarity of any reporting ? 
upwards or downwards

- Clarity of accountability for 
this position

Take care to list only qualifications, etc. 
that are required for the position. If you 
can't clearly define why qualification is 
required, it should not be listed.

Be realistic ? list what you 
need and avoid 'padding' 
the qualifications list

Remember that applicants will review this 
position against other positions offered in the 
market. The attractiveness of this role to them is 
going to determine who applies for the position

Match the amount you 
expect pay the successful 
applicant against the 
expected return from the 
work they will perform.
Is the role expected to 
generate revenue or profit, 
or is it a cost centre?

This statement could be the 
very thing that makes your 
successful candidate read the 
job ad for position description 
in the first place. Give it 
careful attention.

Hire carefully - every person you hire should 
be capable of moving one position above the 
one your hire them for, in order to maximise 
the value both of you receive from the hire.

The Position Description should:
- Be concise ? one page at most
- Use strong, active verbs to define 

responsibilities & tasks
- Be tailored to the specific role ? not generic
- be reviewed by your team or colleagues to 

make sure it is 'real world'
Proofread, review & edit as you go.
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