 (
Work Schedule
)


 (
Company Name
Address Line 1
Address Line 2
Phone: 555-555-5555
Website
: www.website.com
) (
Company Name
)


 (
Job Title
: ___________________________________
_
)

 (
Employee Name
: ____________
____________________
Date: 
______________________
_
____
____
)
 (
List of 
Key 
Responsibilities
:
___________________________________________________
_______________________
____________________________________________________
______________________
___________________________________________________
_______________________
____________________________________________________
______________________
___________________________________________________
_______________________
___________________________________________________
_______________________
____________________________________________________
______________________
___________________________________________________
_______________________
___________________________________________________
_______________________
____________________________________________________
______________________
 
)








 (
List of 
General
 Responsibilities:
___________________________________________________
_______________________
____________________________________________________
______________________
___________________________________________________
_______________________
____________________________________________________
______________________
___________________________________________________
_______________________
___________________________________________________
_______________________
____________________________________________________
______________________
___________________________________________________
_______________________
 
___________________________________________________
_______________________
)







 (
Must Have Skills:
) (
Skills, Knowledge and Attitude for Job
:
) (
___________________________________
___________________________________
___________________________________
___________________________________
___________________________________
___________________________________
___________________________________
___________________________________
) (
___________________________________
___________________________________
___________________________________
___________________________________
___________________________________
___________________________________
___________________________________
___________________________________
) (
Must Have Knowledge of:
) (
___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
) (
Must Be Aware of Attributes/Attitudes/Aptitudes:
) (
___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
_
___
) (
___________________________
_____
Employee’s Signatures
) (
________________________________
Employer’s Signatures
)
