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	Job Title:

	Department:

	Division:

	Section:

	Grade:



1. Basic Functions:
	Brief summary of the job



Insert text here

2. Duties Performed:
	List key job responsibilities

	Begin statements with action verbs, e.g. designs, consolidates, analyzes, etc.

	Give an accurate and complete picture of the WHOLE job



Insert text here

3. Work Contacts:
	List generally the internal/ external stakeholders who will be in contact with the incumbent, e.g. Frequent contact with work associates, faculty, and staff. Occasional contact with students, etc.



Insert text here

4. Independence of Operation:
	Indicate the direct reporting channel

	Mention how frequent will the completed work be reviewed, e.g. Work is checked in detail at regular intervals. Completed work is subject to subsequent review, etc.



Insert text here


5. Supervisory Responsibility:
	Indicate all jobs directly and indirectly supervised

	If no supervision is involved but incumbent provides work direction and controls the work of other employees, relevant information should be provided if the employee is accountable for the work of those employees



Insert text here

6. Physical Effort:
	The extent to which completing work requires physical skills and/or physical strength and efforts



Insert text here

7. Work Conditions:
	The working environment and all existing circumstances affecting the employee in the workplace that might expose him/her to risks



Insert text here

8. Minimum Requirements:
	Education: the minimum level of education required of an average person to carry out the job

	Experience: the minimum years of experience required of an average person to carry out the job

	Languages: list languages required for conducting the job

	Computer Proficiency: list computer proficiency required for conducting the job and if knowledge of specific programs and/or softwares is required



Insert text here
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