
[Organisation letterhead]

Position Description

	Position Title:
	[Insert Position Title]

	Position Level:
	[Insert Position Level – if applicable]

	Type of Position:
	[Insert if position is Full Time / Part Time / Casual / Contract, etc.]

	Reports to:
	[Insert Supervisor’s Title]

	Supervises:
	[Insert number of staff to be supervised]

	Location:
	[Insert location of the position and any travel required]


Purpose of the position 

[Insert a short paragraph which describes the overall purpose of the position and how it contributes to the goals or functions of the business]
Example: This position is responsible for coordinating the day to day production processes and undertaking any necessary problem-solving to ensure schedules are maintained.

Award classification
[Insert the applicable modern award and classification.  Remember, the classification should relate to the position not the person].
Reports to:

[Insert who the position reports to]
Direct Reports:

[Insert details of any positions reporting to this role]

KEY RESPONSIBILITIES
· [Insert a list of key responsibilities or duties for this position]

· [Insert a list of key responsibilities or duties for this position]

· [Insert a list of key responsibilities or duties for this position]

· [Insert a list of key responsibilities or duties for this position]

· [Insert a list of key responsibilities or duties for this position]

PERSONAL REQUIREMENTS
Education/Qualifications

· [Insert a list of desired education/qualifications for this position – if none are necessary state this as it could increase the number of applicants for the position]

Licenses/Clearances:
· [For example, a current full drivers license or working with children check]
Key Skills/Competencies:

· [Insert a list of skills/competencies required to perform the work, this may include the ability to use certain equipment or machinery]

Physical requirements:

· [Insert physical requirements, including any lifting, standing, working in extreme weather/noise, etc.] 
Work Experience:

· [Insert a list of desired experience ie minimum two years’ experience in a similar position; experience in working within a manufacturing environment;  etc.]
	Date last updated:

	Signed by Employee:

Name:
	Signed by Employer:

Name:
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THIS DOCUMENT IS ONLY A GUIDE


AFEI recommends members consider their specific requirements when adopting a template document or policy to ensure the document meets the particular needs of your organisation.


For assistance, please call the AFEI Hotline on 02 9264 2000.


How to use this document:  


1:  Check with the AFEI Hotline as to its suitability for your needs. 


2:  Edit to meet your requirements by:


Add relevant information in the [yellow highlighted] sections.


Delete comments in the [blue highlighted] areas. 
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