
Core Responsibilities Documentation 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Documentation of Core Responsibilities 

Introduction 

This document outlines the core responsibilities assigned to [Position Title] at [Company Name]. 

Core Responsibilities 

• Responsibility 1: [Description of responsibility] 

• Responsibility 2: [Description of responsibility] 

• Responsibility 3: [Description of responsibility] 

• Responsibility 4: [Description of responsibility] 

• Responsibility 5: [Description of responsibility] 

Conclusion 

If you have any questions regarding these responsibilities or need further clarification, please feel 

free to reach out. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 

[Contact Information] 


