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Position: 
______________________

Department ________________________________

Name ________________________________
Date ____________________________
Updated: February 15, 2006
Definitions

Purpose: Describe the Goals, Objectives, Duties, Assignments, Value, and Obligation of the position and outcome or results.

Scope: Describe the Primary Responsibility and Authority (paragraph) regarding position and performance.

Status: Description of ‘reports to’, ‘manages’, ‘supervises’ or ‘coordinates’ regarding direct organization structure and / or external vendors, suppliers, contractors or external affiliates.

Responsibility: Description of primary position function (Bullet point)

Duty: Action associated with Responsibility (Bullet point)

Metric: Measurements determine effectiveness, “Satisfactory performance achieved when” (Bullet point). Metrics determined by Numeric goal, financial goal, date / milestone, frequency, completion, survey result or similar quantifiable measurement.

Level of Authority:

(1) Act, Do It or Delegate It

(2) Act and Report

(3) Action after Consultation or Direction

(4) Do It when told or by Schedule


Purpose
** General description of the tasks performed and purpose, managed or required for the position / individual contributor. Describe the Goals, Objectives, Duties, Assignments, Value, and Obligation of the position and outcome or results. Examples: Manage Operations and conduct adjudication to assure appropriate cost containment as determined by accuracy of quarterly audit results. Facilitate logistics and forecast planning for East Coast warehouse locations to maintain 95% fill rate based on customer order. Coordinate continual development and maintenance to achieve Best in Class quality as determined by independent survey. Increase sales and market share by 10% per Half Year as measured by revenue and percent of target retail. 

Scope
** Describe the Primary Responsibility and Authority (paragraph) regarding position and performance. Examples: Establish strategic direction, manage and communicate decisions for policy and procedure. Approve of deny specific individual requests based on Terms and Conditions. Responsible for establishing departmental budget and assuring performance in accordance with budgeted expense and revenue, this includes the creation and initial approval of credits and payments.
Status
** Description of ‘reports to’, ‘manages’, ‘supervises’ or ‘coordinates’ regarding direct organization structure and / or external vendors, suppliers, contractors or external affiliates  Examples: Position reports to Director of Operations. Position manages telephone support representatives and field technicians in Atlantic Region. Position negotiates contracts, rates and manages strategic vendor relationships.
Responsibility
· Maintain Budgeted revenue and cost controls
· Create Half Year Budget and Bi-Monthly Forecast for Expenses
· Metric:  Budget and Forecast complete on Schedule
· Level of Authority:  (3)
· Process Invoices for vendors
· Metric:  Process / input invoices within 15 days of receipt
· Level of Authority:  (2)
· Responsibility

· Duty

· Metric: 

· Level of Authority: 

· Duty

· Metric: 

· Level of Authority: 

· Duty

· Metric: 

· Level of Authority: 

· Responsibility

· Duty

· Metric: 

· Level of Authority: 

· Duty

· Metric: 

· Level of Authority: 

** Continue multiple pages as necessary based on position requirements
Key Performance Indicators

Primary METRICS and Frequency:
 “Measure Everything That Results In Customer Satisfaction” and ‘How Often’

Budgeted Revenue and Cash Flow:
· Monthly Expense 

· Monthly Budget Review

· Bi-Monthly Budget Forecast Update

· Quarterly Reconciliation

· Profit Margin Results

Customer Focus: 

· Monthly Survey Results of Customer Satisfaction 

· Daily Fill Rate for Customer Orders

· Market Analysis  / Independent Survey Results
· Call Response / Hold Time / Speed to Answer
· New Customer Acquisition Reports / Loss Reports
Employee / Personal Development: 

· Internal Training Initiatives / Results
· External Training Initiatives / Results

· Rewards / Awards Programs

· Executive / Management Development

· Monthly CTQ Attainment Reports
Develop New Business: 

· Strategic Objective Milestones and Metrics
· Market Share or Growth Projections

· Target Acquisitions

· Strategic Partner / Vendor Relationships or Markets

· SWOT Analysis Update
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Sample Document for editing provided by ExecutiveBlueprints.com © 2006

For more information on how to use this management tool with leadership reference material, please visit our web site. Experienced Professional Services are also available for Leadership Development, Focus Seminars, Business and Management Development.  

Purpose

Scope

Status

Responsibility

1. Responsibility __________________________________________

Actions _________________________________________

· Metric:  _________________________________

· Level of Authority:  (___)

Actions _________________________________________


· Metric:  _________________________________

· Level of Authority:  (___)

2. Responsibility __________________________________________

Actions _________________________________________

· Metric:  _________________________________

· Level of Authority:  (___)

Actions _________________________________________


· Metric:  _________________________________

· Level of Authority:  (___)

3. Responsibility __________________________________________
Actions _________________________________________

· Metric:  _________________________________

· Level of Authority:  (___)

Actions _________________________________________


· Metric:  _________________________________

· Level of Authority:  (___)

** Continue multiple pages as necessary based on position requirements

Key Performance Indicators

Primary METRICS and Frequency:

 “Measure Everything That Results In Customer Satisfaction” and ‘How Often’

Budgeted Revenue and Cash Flow:
· ______________________________________________________ 

· ______________________________________________________

· ______________________________________________________
· ______________________________________________________
· ______________________________________________________
Customer Focus: 

· ______________________________________________________ 

· ______________________________________________________
· ______________________________________________________

· ______________________________________________________
· ______________________________________________________
Employee / Personal Development: 

· ______________________________________________________
· ______________________________________________________
· ______________________________________________________
· ______________________________________________________
· ______________________________________________________
Develop New Business: 

· ______________________________________________________
· ______________________________________________________
· ______________________________________________________
· ______________________________________________________
· ______________________________________________________
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Examples provided in the following pages are followed by blank pages for you to create position descriptions:  “Standards of Performance” 
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