
Position Duties Specification 

Position Title: [Job Title] 

Department: [Department Name] 

Reports To: [Supervisor/Manager Name] 

Summary of Position: 

[Brief description of the position and its purpose] 

Key Responsibilities: 

• [Responsibility 1] 

• [Responsibility 2] 

• [Responsibility 3] 

• [Responsibility 4] 

• [Responsibility 5] 

Required Qualifications: 

• [Qualification 1] 

• [Qualification 2] 

• [Qualification 3] 

Physical Requirements: 

[Description of any physical requirements] 

Work Environment: 

[Description of the work environment] 

Signature: 

[Signature Line] 


