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JOB DESCRIPTION
ROLE SUMMARY:

	Function/ Department
	

	Division
	

	Job Title
	

	Name of the Position Holder
	

	Reports  to :
Functional (Job Title, Name)
Administrative (Job Title, Name)
	


ROLE  OBJECTIVE: (Brief description as to why the position exists, within what limits, and with what objectives)
	


SPAN OF CONTROL:

	Supervision: (Positions reporting directly to the incumbent)
	


JOB DESCRIPTION: KEY RESPONSIBILITIES
	Strategic Responsibilities: 
(Planning and decision making on corporate objectives, business growth, policies, product development, marketing, fund raising and development, etc.)

Financial Limits:
Operational Responsibilities: 
(Process or procedural functions carried on by the incumbent on a day to day or periodic basis in line with the strategic objectives of the organization)
Financial Limits:
People Responsibilities: 
(Actions performed towards induction, management, development and retention of the peer and subordinate groups)
Financial Limits:



OPERATING NETWORK
(Show the Internal positions and External customers/ agencies this position interacts with for the performance of the job) 

	Internal

	

	

	External

	


JOB SPECIFICATIONS

(Minimum educational requirement, special skills and knowledge and any other requirements needed for the satisfactory performance of the job) 

	Qualifications / Experience

	

	

	Technical Knowledge and Skills

	

	

	Personal Competencies 

	


	Prepared by : 
	Signature:

	Date: 
	


Note:

· Please provide separate Job description forms for each position you handle i.e.  responsibilities across multiple divisions or functions

· Please use additional sheets, if required.[image: image1.png]
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