
Job Responsibilities Framework 

Date: [Insert Date] 

To: [Employee's Name] 

From: [Manager's Name] 

Subject: Essential Job Responsibilities 

Dear [Employee's Name], 

As part of our commitment to clarity in roles and responsibilities, this letter outlines the essential 

job responsibilities associated with your position as [Job Title]. Please review the following 

framework: 

Essential Job Responsibilities: 

• Responsibility 1: [Describe responsibility in detail] 

• Responsibility 2: [Describe responsibility in detail] 

• Responsibility 3: [Describe responsibility in detail] 

• Responsibility 4: [Describe responsibility in detail] 

• Responsibility 5: [Describe responsibility in detail] 

It is important to note that these responsibilities may evolve as our organization grows. We 

encourage open communication and will be checking in regularly to discuss your progress and 

any support you may need. 

If you have any questions or need further clarification regarding your responsibilities, please do 

not hesitate to reach out. 

Sincerely, 

[Manager's Name] 

[Manager's Title] 

[Company Name] 


