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JOB DESCRIPTION 

Position Details
	Position Title:
	

	Position Holder:
	

	Position Reporting to:
	

	Date Approved:
	



Position Purpose

[Provide a high level summary of the role e.g. To deliver a high quality and professional generalist HR and labour law service]

Key Performance Areas

	KPA1:  E.g. Client Management and Support 

	KPA 2: E.g. HR Adminstration and Support 

	KPA 3: E.g. Business Development  

	









Decision Making

All decisions are made in accordance with [Company Name] policies 

Communication
	WHO? 
	WHY? 
	HOW Often? * 

	E.g. Stakeholders (external)
	Business development activates 
	C

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



* C = Constantly	W = Weekly				S = Seldom
D = Daily		M = Regular Monthly			I = Intermittent but intense 












Position Inputs
	Qualifications & Experience:
· E.g. Degree or National Diploma in Human Resource or Related (qualification in Labour Law would be advantageous) 
 
	Knowledge:
· E.g. Microsoft Office Suite
 

	Skills:
· E.g. Sales 

	Personal Attributes:
· E.g. Team player, yet can work independently 






SIGNED BY THE EMPOYER			      SIGNED BY THE EMPLOYEE
	

____________________________
Signature


____________________________
Print name


____________________________
Date
	

____________________________
Signature 


____________________________
Print name 


____________________________
Date
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