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Summary Description of the Position

Provide a summary of your position

Main Responsibilities

The following are this position’s main high-level areas of responsibility and the position is accountable
for performance in these areas.

Note that there may be more or less than 10 main responsibilities depending on the position. More is
not necessarily better!

If this position is a management position and one of the responsibilities is to manage direct reports,
show the managing of direct reports (and the number of direct reports) as the last main responsibility.
Do not include procedures for this.
Main responsibilities of Insert your position title:
1. Responsibility #1 (For example, for an HR Manager, this might be ‘Hiring new staff’.)
Responsibility #2
Responsibility #3
Responsibility #4
Responsibility #5
Responsibility #6
Responsibility #7
Responsibility #8

LW O N v A~ W N

Responsibility #9

=
©

Responsibility #10
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Procedure 2: Name of procedure 2

1. Stepl
2. Step2
3. Step3

2.  Responsibility #2

Job Procedures Form

TASK 1: NAME

Procedure 1: Name of procedure 1

1. Stepl
2. Step2
3. Step3

Procedure 2: Name of procedure 2

1. Stepl

2. Step2

3. Step3
TASK 2: NAME

Procedure 1: Name of procedure 1

1. Stepl
2. Step2
3. Step3

Procedure 2: Name of procedure 2

1. Stepl
2. Step2
3. Step3

3. Responsibility #3

TASK 1: NAME

Procedure 1: Name of procedure 1

1. Stepl
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TASK 2: NAME

Procedure 1: Name of procedure 1

1. Stepl
2. Step2
3. Step3

Procedure 2: Name of procedure 2

1. Stepl
2. Step2
3. Step3

5. Responsibility #5

Job Procedures Form

TASK 1: NAME

Procedure 1: Name of procedure 1

1. Stepl
2. Step2
3. Step3

Procedure 2: Name of procedure 2

1. Stepl

2. Step2

3. Step3
TASK 2: NAME

Procedure 1: Name of procedure 1

1. Stepl
2.  Step2
3. Step3

Procedure 2: Name of procedure 2
1. Stepl
2. Step2

Copyright © ConnectsUs Intranet Inc.

7/12

Document #: JE-ALL-3520-M-1.0

This is a generic template for reference only. Consult current legislation in your area to ensure compliance. Document Owner: HR

This file includes embedded ConnectsUs identifiers. Prohibited use without a valid license. Learn more.

Last Updated: Jan 1, 2016



On .
oo connectsUs

HR Toolkits for Small Business

Preview for this page is not available

Download the free editable version of this document
PLUS download a free zip file of popular templates!

FIND OUT MORE

“OR -

Unlock features for all templates & kits.
Get ConnectsUs HR™ now!

FOR FOR

SMALL BUSINESS HR CONSULTANTS



https://connectsus.com/user/register
https://connectsus.com/hr-small-business
https://connectsus.com/hr-small-business
https://connectsus.com/hr-toolkit-for-hr-consultants
https://connectsus.com/hr-toolkit-for-hr-consultants

ON .
oo connectsUs

HR Toolkits for Small Business

Procedure 2: Name of procedure 2

1. Stepl

2. Step2

3. Step3
TASK 2: NAME

Procedure 1: Name of procedure 1

1. Stepl
2. Step2
3. Step3

Procedure 2: Name of procedure 2

1. Stepl
2. Step2
3. Step3

8. Responsibility #8

Job Procedures Form

TASK 1: NAME

Procedure 1: Name of procedure 1

1. Stepl
2. Step2
3. Step3

Procedure 2: Name of procedure 2

1. Stepl

2. Step2

3. Step3
TASK 2: NAME

Procedure 1: Name of procedure 1
1. Stepl
2. Step2
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10. Responsibility #10

Job Procedures Form

TASK 1: NAME

Procedure 1: Name of procedure 1
1. Stepl
2. Step2
3. Step3

Procedure 2: Name of procedure 2

1. Stepl
2. Step2
3. Step3

TASK 2: NAME

Procedure 1: Name of procedure 1

1. Stepl
2. Step2
3. Step3

Procedure 2: Name of procedure 2
1. Stepl
2. Step2
3. Step3

Copyright © ConnectsUs Intranet Inc.

11/12

Document #: JE-ALL-3520-M-1.0

This is a generic template for reference only. Consult current legislation in your area to ensure compliance. Document Owner: HR

This file includes embedded ConnectsUs identifiers. Prohibited use without a valid license. Learn more.

Last Updated: Jan 1, 2016



On .
oo connectsUs

HR Toolkits for Small Business

Preview for this page is not available

Download the free editable version of this document
PLUS download a free zip file of popular templates!

FIND OUT MORE

“OR -

Unlock features for all templates & kits.
Get ConnectsUs HR™ now!

FOR FOR

SMALL BUSINESS HR CONSULTANTS



https://connectsus.com/user/register
https://connectsus.com/hr-small-business
https://connectsus.com/hr-small-business
https://connectsus.com/hr-toolkit-for-hr-consultants
https://connectsus.com/hr-toolkit-for-hr-consultants



