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Date completed/revised:  DD/MM/YYYY 

Position Details  

Title Product Manager 

Reports To Insert title, not individual's name  

Department Marketing 

Position Status 

  Employee                                Contractor                              Consultant 

  Full-Time                                 Part-Time                                On-going                                

  Term                                       Term End Date (if applicable):  DD/MM/YYYY 

Eligible for Benefits   Yes              No                 Comments if applicable 

Overtime 
Exemption Status 

  Exempt       Non-Exempt   

Variable 
Compensation 

  Bonus          Commission          Shift Premium         Car Allowance 

  Not applicable          

Hours per Week Insert actual expected hours of work per week, excluding breaks or 
lunch/week 

Location  

Job Classification 

CUSTOMIZER: If classifications have been established, insert job categories. 
Below shows an example.  Otherwise, delete this row  

  Clerical                                Administrator                 Coordinator 

  Manager                             Director                           VP 

Salary Range Insert salary range, or insert: "As per Job Classification" 

Direct Reports 

 As of DD/MM/YYYY but subject to change, position is responsible for Insert 
number direct reports, as follows:  
 Title. Insert additional bullets as required 

  Not Applicable                         PR
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Internal 
Relationships 

Works closely with the following internal stakeholders: 
 Internal stakeholder titles and/or departments. Insert additional bullets 

as required. 

  Not Applicable                         

External 
Relationships 

Works with external stakeholders including: 
 Describe type of external stakeholder such as partners or vendors or 

customers. Insert additional bullets as required. 

  Not Applicable                         

Level of supervision  
required for this 
position 

High  Moderate    Low      

Decision-making 
Authority 

High  Moderate    Low      

Travel Required 
Yes  No      

If yes, approximately how many weekdays per month?        days 

Other If required, insert other relevant high level information 

Position Requirements 

Position Overview 

The Product Manager’s ultimate goal is the creation and launch of products that meet the customer’s 
needs and perpetuate growing market share and success for the Company. This position is the product 
expert, in charge of creating the road map that guides the product from ideation through development 
to launch, bridging the gap among all departments involved in production, including R&D, engineering, 
manufacturing, marketing and customer support.  

Responsibilities/Accountabilities 

Responsibilities: 

1. Research & Analysis  Example 20% 

a. Identifies key competitors, market trends, and opportunities for product innovation and 
improvement.  

b. Analyzes markets, develops sales strategies and defines product objectives for marketing.  
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Set up your HR Department  Create HR for Clients 

A complete HR Toolkit for small business to 
create and maintain your HR fundamentals.    

Create your HR materials 

• 260+ premium templates to create  
contracts, employee manuals, forms, 
spreadsheets and manager guides 

• Download your HR folders 

• Identify your HR priorities 

• 22 HR topics 

• Create HR intranet 

Support your HR Function 

• COVID-19 Portal 

• Legislation Portal 

• Remote Workforce Portal 

• Mental Health Portal 

• Diversity & Inclusion Portal 

• Weekly updates, email notifications 

• Help & support. With real humans! 

 HR Toolkit for Small Business, but made for HR 
consultants with the following differences:  

• Special licensing for use with clients 

• Additional module + additional download of 
pre-assembled folders and templates to 
create your own master HR toolkit to 
re-use for new clients 

• Pricing.   
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c. Asserts market requirements and opportunities to necessary departments.  

2. Product Planning & Management  Example 20% 

a. Creates product road map; defining product specifications and long-term strategy.  

b. Develops product policies and pricing strategies, translating those strategies into detailed 
requirements for prototype construction and final product development by engineering 
team.  

c. Oversees product development.  

d. Determines best product packaging solutions. 

e. Develops product positioning that differentiates the Company and its product across 
market segments.  

f. Negotiates with suppliers.  

3. Product Marketing  Example 20% 

a. Creates marketing plan to generate product awareness and demand.   

b. Plans product launch and liaises with advertising and public relations to promote product.  

c. Supports marketing and sales department with necessary product knowledge.  

d. Conducts product presentations, providing sales tools and training material.  

e. Implements marketing plan in conjunction with all coordinating departments.  

f. Drives ongoing improvements in product sales and profitability.  

4. Customer & End-User Support  Example 20% 

a. Coordinates market research to track customer feedback, using that feedback to act on 
necessary refinements and ongoing development.  

b. Manages product related support, feedback and inquiries from customers.  

5. Insert high-level responsibility   Example 20% 

a. List key tasks associated with that responsibility 

b.       

c.       

d.       

Job-Related Technical Skills 

Skills Proficient  Experience 
with 

Familiar  
with 

Proven execution of product development lifecycle  x   PR
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Skills Proficient  Experience 
with 

Familiar  
with 

Project management x   

Writing and editing skills x   

General marketing and e-marketing best practices  x   

Data collection, extraction and analysis x   

MS Office suite   x   

A minimum of 35 words per minute typing speed or 
the ability to use voice to text software to support 
increasing digital communication and content 
generation 

x   

Enter additional skills if needed    

Enter additional skills if needed    

Enter additional skills if needed    

Experience/Education/Training 

Experience/Education/Training Required Preferred 

A minimum of 5 years’ experience in a dynamic product 
management role, overseeing all elements of the product 
development lifecycle 

x  

Bachelor’s degree or higher education in product design, 
engineering or relevant field  x 

Insert experience, diploma, certification, training, or designation   

Position Success Traits 

COMMUNICATION 

 Communicates in a clear, concise, and timely manner. 

 Uses effective tools and techniques to communicate information internally and externally.   

 Is sensitive to the communication levels required by varied audiences, and is able to adapt 
accordingly.   

 Listens actively.  
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PROBLEM SOLVING 

 Assesses challenges to identify causes.   

 Gathers and processes relevant information.   

 Generates creative solutions and finds a way to make it work.   

 Makes recommendations and/or resolves the situation.   

 Acknowledges when one doesn't know something and takes steps to find the answer. 

ANALYTICAL 

 Examines and interprets a wide variety of data/information and makes recommendations or 
decisions.  

 Identifies underlying complex issues.   

 Systematically compares and organizes.   

 Personally investigates and digs deeper to understand new concepts, approaches, and cause-
and-effect.  

JUDGEMENT / DISCERNMENT 

 Weighs alternatives and makes sound decisions based on factual information and logical 
assumptions.  

 Refrains from jumping to conclusions.   

 Considers cost, efficiency, and long-term as well as short-term outcomes.   

 Balances ‘nice to haves’ and bona fide needs, with available Company resources and 
constraints.   

 Knows when to collaborate or escalate a decision.  

DECISION MAKING 

 Identifies purposes and objectives, assesses situations, and makes decisions while exhibiting 
judgment and a realistic understanding of issues.   

 When appropriate, involves others in the process.   

 Uses reason even when dealing with emotional topics.   

 Provides rationale for decision.  Evaluates results.   

TEAMWORK / COLLABORATION 

 Works cooperatively and effectively with others to set goals, resolve problems, and make 
decisions.  

 Promotes collaboration and interaction.   PR
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 Works effectively with people with different abilities and perspectives.   

 Resolves conflict quickly and lets it go.   

 Shares information.   

 Supports team members.  

 Makes time for celebration. 

CRITICAL THINKING 

 Uses methods of logical inquiry and reasoning.  

 Recognizes the existence (or non-existence) of logical relationships in work. 

 Tests conclusions and generalizations. 

 Applies logical reasoning and considers why status quo or suggested solution won’t work. 

 Looks forward to understand the consequences of a situation. 

 Makes connections between information and arguments. 

 Analyzes how parts of a whole interact to produce outcomes in complex systems. 

PLANNING / ORGANIZATION SKILLS / TIME MANAGEMENT 

 Establishes a realistic and systematic course of action for self and others to accomplish a specific 
goal.  

 Sets the right priorities.   

 Utilizes planning and/or time management tools.   

 Monitors progress and makes necessary corrections.   

 Controls interruptions.   

 Accomplishes work in a timely manner. 

Other/Comments 

Insert any additional information here, if required.  Delete this section if not needed. 
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Acknowledgement 
Accepted and agreed to by:  

EMPLOYEE 

Employee Name 

 
Signature                                                                                                                                        Date                                                                                                                                                        

MANAGER APPROVAL 

Manager Name Manager Title 

 
Signature                                                                                                                                        Date                                                                                                                                                        

NEXT LEVEL APPROVAL  

All job descriptions require approval by CUSTOMIZER: Insert approval position level 1. Example: 
Department VP, or delete this section if not applicable. 

 Name Title 

 
Signature                                                                                                                                        Date                                                                                                                                                        

HR APPROVAL  

All positions require review and approval by HR CUSTOMIZER: Insert HR approval level. Example: HR 
Manager, or delete this section if not applicable. 

 Name Title 

 
Signature                                                                                                                                        Date                                                                                                                                                        
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