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Major Job (One concise statement to summarize the job's overall objective and contribution to the organization)
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Duties & Responsibilities (Specify main duties and responsibilities required for this position including work
planning and job assignment)
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Problem Solving & Complexity of Work (Describe the degree of difficulty in problem solving, challenges of the job
both physical and mental)
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Responsibility for Reports / Documents / Confidentiality (Describe types of reports and documents required from the job
and confidentiality involved)
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Decision Making & Authority (Describe decisions the job holder is authorized to make, areas where recommendations
are made and limitations either procedural organizational or legal)
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Financial Measures (Describe the responsible amount in terms of sales / product targets or expenses)
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Working Relationship (Describe nature of interaction, levels and challenges incurred both internal and external)

Contact Nature of Interaction
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Work Environment (Describe the work environments both inside and outside office which affect the job holder)
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