
Primary Job Function Analysis 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Analysis of Primary Job Functions 

Dear [Recipient Name], 

I am writing to provide my analysis of the primary job functions associated with the [Job 

Title/Position] role. This analysis aims to clarify the key responsibilities and expectations 

required for this position. 

Primary Job Functions: 

• Function 1: [Description of Function 1] 

• Function 2: [Description of Function 2] 

• Function 3: [Description of Function 3] 

• Function 4: [Description of Function 4] 

Each function outlined not only defines the core responsibilities of the role, but also highlights 

the expected competencies necessary for successful performance. 

Should you have any questions or require further elaboration on any of the functions listed 

above, please feel free to reach out. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


