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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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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’.) 

2. Responsibility #2 

3. Responsibility #3 

4. Responsibility #4 

5. Responsibility #5 

6. Responsibility #6 

7. Responsibility #7 

8. Responsibility #8 

9. Responsibility #9 

10. Responsibility #10 
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Tasks and Procedures 
In this section, please provide details about the main responsibilities you listed in the previous section.  

To understand the hierarchy of information, you may find it helpful to refer to JE-ALL-3520-E. EXAMPLE. 
Job Procedures Form.  

 

1. Responsibility #1 

TASK 1:  NAME 

NAME OF PROCEDURE 1 

1. Step 1 

2. Step 2 

a. Sub-step 1 (MORE DETAILED STEP, IF APPLICABLE) 

b. Sub-step 2 (MORE DETAILED STEP, IF APPLICABLE) 

3. Step 3 

• Sub-step option 1  (IF APPLICABLE) 

• Sub-step option 2  (IF APPLICABLE) 

i. Sub-step option 2 > Step 1 (IF APPLICABLE) 

ii. Sub-step option 2 > Step 2  (IF APPLICABLE)  

4. Step 4 

NAME OF PROCEDURE 2 

1. Step 1 

2. Step 2 

a. Sub-step 1 (MORE DETAILED STEP, IF APPLICABLE) 

b. Sub-step 2 (MORE DETAILED STEP, IF APPLICABLE) 

3. Step 3 

• Sub-step option 1  (IF APPLICABLE) 

• Sub-step option 2  (IF APPLICABLE) 

i. Sub-step option 2 > Step 1 (IF APPLICABLE) 
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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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ii. Sub-step option 2 > Step 2  (IF APPLICABLE)  

4. Step 4 

TASK 2:  NAME 

NAME OF PROCEDURE 1 

1. Step 1 

2. Step 2 

a. Sub-step 1 (MORE DETAILED STEP, IF APPLICABLE) 

b. Sub-step 2 (MORE DETAILED STEP, IF APPLICABLE) 

3. Step 3 

• Sub-step option 1  (IF APPLICABLE) 

• Sub-step option 2  (IF APPLICABLE) 

i. Sub-step option 2 > Step 1 (IF APPLICABLE) 

ii. Sub-step option 2 > Step 2  (IF APPLICABLE)  

4. Step 4 

NAME OF PROCEDURE 2 

1. Step 1 

2. Step 2 

a. Sub-step 1 (MORE DETAILED STEP, IF APPLICABLE) 

b. Sub-step 2 (MORE DETAILED STEP, IF APPLICABLE) 

3. Step 3 

• Sub-step option 1  (IF APPLICABLE) 

• Sub-step option 2  (IF APPLICABLE) 

i. Sub-step option 2 > Step 1 (IF APPLICABLE) 

ii. Sub-step option 2 > Step 2  (IF APPLICABLE)  

4. Step 4 PR
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2. Responsibility #2 

TASK 1:  NAME 

Procedure 1:  Name of procedure 1 

1. Step 1 

2. Step 2 

3. Step 3 

Procedure 2:  Name of procedure 2 

1. Step 1 

2. Step 2 

3. Step 3 

TASK 2:  NAME 

Procedure 1:  Name of procedure 1 

1. Step 1 

2. Step 2 

3. Step 3 

Procedure 2:  Name of procedure 2 

1. Step 1 

2. Step 2 

3. Step 3 

3. Responsibility #3 

TASK 1:  NAME 

Procedure 1:  Name of procedure 1 

1. Step 1 

2. Step 2 

3. Step 3 
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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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Procedure 2:  Name of procedure 2 

1. Step 1 

2. Step 2 

3. Step 3 

TASK 2:  NAME 

Procedure 1:  Name of procedure 1 

1. Step 1 

2. Step 2 

3. Step 3 

Procedure 2:  Name of procedure 2 

1. Step 1 

2. Step 2 

3. Step 3 

4. Responsibility #4 

TASK 1:  NAME 

Procedure 1:  Name of procedure 1 

1. Step 1 

2. Step 2 

3. Step 3 

Procedure 2:  Name of procedure 2 

1. Step 1 

2. Step 2 

3. Step 3 

TASK 2:  NAME 

Procedure 1:  Name of procedure 1 

1. Step 1 

2. Step 2 PR
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IEW

http://www.connectsus.com/
http://www.connectsus.com/licenses/overview


 
 

Job Procedures Form 

 

 

Copyright © ConnectsUs HRTM 8 / 13 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: <insert date> 

3. Step 3 

Procedure 2:  Name of procedure 2 

1. Step 1 

2. Step 2 

3. Step 3 

5. Responsibility #5 

TASK 1:  NAME 

Procedure 1:  Name of procedure 1 

1. Step 1 

2. Step 2 

3. Step 3 

Procedure 2:  Name of procedure 2 

1. Step 1 

2. Step 2 

3. Step 3 

TASK 2:  NAME 

Procedure 1:  Name of procedure 1 

1. Step 1 

2. Step 2 

3. Step 3 

Procedure 2:  Name of procedure 2 

1. Step 1 

2. Step 2 

3. Step 3 
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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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6. Responsibility #6 

TASK 1:  NAME 

Procedure 1:  Name of procedure 1 

1. Step 1 

2. Step 2 

3. Step 3 

Procedure 2:  Name of procedure 2 

1. Step 1 

2. Step 2 

3. Step 3 

TASK 2:  NAME 

Procedure 1:  Name of procedure 1 

1. Step 1 

2. Step 2 

3. Step 3 

Procedure 2:  Name of procedure 2 

1. Step 1 

2. Step 2 

3. Step 3 

7. Responsibility #7 

TASK 1:  NAME 

Procedure 1:  Name of procedure 1 

1. Step 1 

2. Step 2 

3. Step 3 PR
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Procedure 2:  Name of procedure 2 

1. Step 1 

2. Step 2 

3. Step 3 

TASK 2:  NAME 

Procedure 1:  Name of procedure 1 

1. Step 1 

2. Step 2 

3. Step 3 

Procedure 2:  Name of procedure 2 

1. Step 1 

2. Step 2 

3. Step 3 

8. Responsibility #8 

TASK 1:  NAME 

Procedure 1:  Name of procedure 1 

1. Step 1 

2. Step 2 

3. Step 3 

Procedure 2:  Name of procedure 2 

1. Step 1 

2. Step 2 

3. Step 3 

TASK 2:  NAME 

Procedure 1:  Name of procedure 1 

1. Step 1 

2. Step 2 
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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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3. Step 3 

Procedure 2:  Name of procedure 2 

1. Step 1 

2. Step 2 

3. Step 3 

9. Responsibility #9 

TASK 1:  NAME 

Procedure 1:  Name of procedure 1 

1. Step 1 

2. Step 2 

3. Step 3 

Procedure 2:  Name of procedure 2 

1. Step 1 

2. Step 2 

3. Step 3 

TASK 2:  NAME 

Procedure 1:  Name of procedure 1 

1. Step 1 

2. Step 2 

3. Step 3 

Procedure 2:  Name of procedure 2 

1. Step 1 

2. Step 2 

3. Step 3 PR
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10. Responsibility #10 

TASK 1:  NAME 

Procedure 1:  Name of procedure 1 

1. Step 1 

2. Step 2 

3. Step 3 

Procedure 2:  Name of procedure 2 

1. Step 1 

2. Step 2 

3. Step 3 

TASK 2:  NAME 

Procedure 1:  Name of procedure 1 

1. Step 1 

2. Step 2 

3. Step 3 

Procedure 2:  Name of procedure 2 

1. Step 1 

2. Step 2 

3. Step 3 
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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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Acknowledgement 
Accepted and agreed to by:  

EMPLOYEE 

Employee Name 

 
Signature                                                                                                                                        Date                                                                                                                                                        

MANAGER APPROVAL 

Manager Name Manager Title 

 
Signature                                                                                                                                        Date                                                                                                                                                        

NEXT LEVEL APPROVAL  

All positions 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 approval position level 1. Example: 
Department VP, or delete this section if not applicable. 

 Name Title 

 
Signature                                                                                                                                        Date                                                                                                                                                        
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