








<Insert Date>
<Insert Company Name> – <Insert Job Title>
Job Description

Aim
· Enhance your knowledge and develop the skills to allow yourself to assist in delivering the high level of client service that is required to the customer base of <Insert company name>. To execute our work programme in a timely and professional manner to allow the business to grow and achieve greater efficiencies and profitability.
Reporting

· <Name of supervisor>
Activities & Responsibilities
· <List all activities and responsibilities of role>
· Other duties as required

Resources to be Used
· <List all teams and departments that apply if any>
Long Term Goals

· <List all long-term goals>
Qualifications
· <List all minimum skills and abilities required>

· <List any licenses or certifications required>
Confidentiality
· Ensure that client & company confidentiality is maintained at all times

Acceptance of job description

I have read and understand the information included in this job description. I understand what my aim, responsibilities and duties will be.  I accept this job description as a condition of employment with <Insert company name>.
_________________




_________________

Employee






Date

