6.1 Job description

	Title: MACROBUTTON NoMacro ( [insert title]

	Reports to (title): MACROBUTTON NoMacro ( [insert name]

	1. Purpose of the job
MACROBUTTON NoMacro ( [insert purpose of the job]

	2. Key areas of responsibility

	1.
	MACROBUTTON NoMacro ( [insert key areas of responsibility]

	2.
	MACROBUTTON NoMacro ( [insert key areas of responsibility]

	3.
	MACROBUTTON NoMacro ( [insert key areas of responsibility]

	4.
	MACROBUTTON NoMacro ( [insert key areas of responsibility]

	5.
	MACROBUTTON NoMacro ( [insert key areas of responsibility]


	3. Knowledge and skills 

MACROBUTTON NoMacro ( [insert knowledge and skills]



	To do this job, it is essential that the incumbent has a university degree.  
Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 



	To do this job, the incumbent must have (( the best fit, one only):

	Matric 
 FORMCHECKBOX 
 

	A qualification other than a degree 
 FORMCHECKBOX 




	Required qualification: MACROBUTTON NoMacro ( [insert required qualification]



	In addition to matric, qualification or degree, the incumbent must have

3  FORMCHECKBOX 
   3 – 5  FORMCHECKBOX 
   5 – 10  FORMCHECKBOX 
   10 – 15  FORMCHECKBOX 
   15 minimum  FORMCHECKBOX 
 years' relevant experience.


	Relevant experience required 
	MACROBUTTON NoMacro ( [insert relevant experience required]

	Relevant skills required 
	MACROBUTTON NoMacro ( [insert relevant skills required]

	Relevant personal attributes 
	MACROBUTTON NoMacro ( [insert personal attributes]

	Specific knowledge required
	MACROBUTTON NoMacro ( [insert specific knowledge required]

	With whom will the incumbent interact most often?
	MACROBUTTON NoMacro ( [insert name]

	Safety issues
	MACROBUTTON NoMacro ( [insert safety issues]


	4. Behavioural competencies

Rate the following behavioural competencies in terms of their relevance to the job. 

(1 = N/A; 2 = Supportive; 3 = Required; 4 = Critical) 

	
1  FORMCHECKBOX 

2 FORMCHECKBOX 

3 FORMCHECKBOX 

4  FORMCHECKBOX 

	     

	
1  FORMCHECKBOX 

2 FORMCHECKBOX 

3 FORMCHECKBOX 

4  FORMCHECKBOX 

	     

	
1  FORMCHECKBOX 

2 FORMCHECKBOX 

3 FORMCHECKBOX 

4  FORMCHECKBOX 

	     

	
1  FORMCHECKBOX 

2 FORMCHECKBOX 

3 FORMCHECKBOX 

4  FORMCHECKBOX 

	     

	
1  FORMCHECKBOX 

2 FORMCHECKBOX 

3 FORMCHECKBOX 

4  FORMCHECKBOX 

	     

	5. Problem solving

	How far ahead is the incumbent required to think and plan activities?   
Months  FORMCHECKBOX 
 Years  FORMCHECKBOX 


	The incumbent’s problem solving is limited by (( the best fit, one only):

	A 
 FORMCHECKBOX 

	detailed rules, instructions, rigid supervision 

	B 
 FORMCHECKBOX 

	standard procedures and practices, very little interpretation required, under close supervision

	C 
 FORMCHECKBOX 

	set procedures with some flexibility to interpret how best to do the job, under general supervision

	D 
 FORMCHECKBOX 

	pre-set objectives, thinking within broad, functional policies, under available direction

	E 
 FORMCHECKBOX 

	general policies and principles (the incumbent develops total business guidelines, marketing strategies, product concepts)

	F 
 FORMCHECKBOX 

	business philosophies and principles generally controlling human affairs (the incumbent takes decisions, solves problems that have a direct bearing on the economy of the country)

	How much and to what extent is the incumbent required to work with others (( the best fit, one only):

	
 FORMCHECKBOX 

	works independently

	
 FORMCHECKBOX 

	needs to be aware of the work of others

	
 FORMCHECKBOX 

	needs to co-ordinate his/her work with peers in same department

	
 FORMCHECKBOX 

	needs to co-ordinate his/her work with peers in other departments or other functions

	
 FORMCHECKBOX 

	needs to co-ordinate the work of several functions
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