
	Job Description for Employee: 
	Employee’s Name


	Job Title:  
	Salary: $

	Reporting To: 
	Number of People Supervised: 

	Job Summary: 


Duties and Responsibilities: 

	1.
	

	2.
	

	3.
	

	4.
	

	5.
	

	6.
	

	7.
	

	8.
	

	9.
	

	10.  
	

	11.
	


 Knowledge, Skills, and Abilities: 
	1.  
	

	2.  
	

	3.
	

	4.
	

	5.
	

	6.
	

	7.
	

	8.
	

	9.
	

	10.
	


 Special Requirements: 
	 1.  
	

	 2.  
	

	  


	
	  

	Employee’s Signature
	
	Management’s Signature

	
	
	

	
	
	

	Date
	
	Date


Job Description





Insert Your Company Logo Here





Job Title


Department (optional)








