
Position Description
	Position title
	

	Reports to (position)
	

	Department
	

	Status (full time/part time/casual)
	

	Award 
	

	Classification
	


Purpose
Details

Key Accountabilities 
	Area
	Tasks

	
	

	
	

	
	

	
	

	
	

	
	





Key Performance Indicators
	Goal
	Measured by

	
	



Skills and Qualifications
Essential
· XX
· XX
Desirable
· XX
· XX

Flexibility profile (delete if not applicable) 
	Fixed 
Components of the role that cannot   be amended e.g. hours for face to face customer service
	

	Flexible work options available
	[bookmark: Check1]|_| Work from home
[bookmark: Check2]|_| Flexible start/finish times
[bookmark: Check3]|_| Job share
[bookmark: Check4]|_| Condensed work week 
[bookmark: Check5][bookmark: Text1]|_| Other – specify      



Employee Acknowledgement
I have received the above position description and understand my role responsibilities 
	Name
	

	Signature
	

	Date 
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