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Job Descriptions

Set Expectations with Role Clarity

At CompTeam, we understand that clear, Why JOb Descriptions Matter

well-crafted job descriptions are more than

just documentation—they’re a blueprint A robust job description doesn’t just outline tasks—it reflects the

for operational success and employee purpose and value of a position within your company. It serves as
performance. Whether you're recruiting a critical tool for:

top talent, determining salary levels, or

conducting performance evaluations, your
job descriptions play a vital role in aligning
every role with your organization's mission

and goals. /W7 Setting performance standards for evaluations

Determining competitive salary levels

A thoughtfully developed job description

empowers both employees and supervisors Clarifying roles and organizational alignment

by providing clear expectations. Employees
gain a concise guide for job performance,
while supervisors have a tool for evaluating Establishing titles, pay grades, and accommodation controls
job success and ensuring alignment with
organizational objectives.

Creating effective recruiting tools to attract top talent
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Conducting a Defining Essential
Comprehensive Job Functions
Ana IySiS Once the job analysis is complete, the next

step is to define the essential functions
of the role. It’s critical to ensure that tasks
are necessary and contribute to your
organization’s operational success. Ask
yourself:

The first step in creating a powerful job
description is performing a detailed job
analysis. This involves gathering and
interpreting data on the job’s tasks,
which allows your organization to thrive.

Consider key factors such as: ® Are the tasks vital to the role's

success?
e Knowledge — What body of

information must the employee
master?

e How frequently are they performed,
and what impact do they have?

e Can tasks be redesigned or reassigned

o Skill - What competencies must the
without hindering performance?

employee demonstrate?
Clearly defining these functions in the

job description provides a road map for
successful job performance. It also allows
flexibility for reasonable accommodations,
ensuring compliance with regulations while
promoting inclusivity.

e Ability — What observable behaviors
or outcomes are expected?

o Physical Characteristics — What
physical abilities are needed to
perform the job?

e Environmental Factors — What
working conditions will the employee
face?

® Credentials/Experience — What
educational background or
certifications are necessary?

By thoroughly examining these elements,
your organization can ensure accuracy
and efficiency, setting a solid foundation
for performance expectations.

Your Organization’s Competitive Advantage

At CompTleam, we specialize in helping organizations refine their job descriptions to maximize performance and clarity. By
leveraging our expertise, you can ensure that your job descriptions are not only compliant but also optimized to attract and
retain the right talent, drive performance, and align with long-term business goals.
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COm tea m } Contact us at www.compteam.net to learn how we can help
p you develop job descriptions that will become the backbone

Founder and of your talent strategy. Let’s work together to ensure your

elevate your workforce Sam Reeve

Managing Consultant .
SRl S team has the clear guidance they need to succeed.

Engage, energize and elevate your employees and your company.



