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[Enter Address: Street, City, State, Zip Code]                                         Phone XXX-XXX-XXXX 

JOB TITLE

REPORTS TO: [Supervisor Title]
EMPLOYMENT STATUS: [Regular / Temporary / Seasonal / Probationary]
SCHEDULE: [Full-Time / Part-Time]
STANDARD HOURS PER WEEK: [Number of Hours, e.g., 40.00]
FLSA STATUS: [Exempt / Non-Exempt]
PRIMARY WORK LOCATION: [City, State, ZIP Code]
TRAVEL REQUIREMENT: [None / Up to X% of the time]
STARTING SALARY RANGE: [$XX,XXX – $XX,XXX DOE or Annually/Hourly]

Summary/Objective:  
The [Job Title] summarize what this position does from a high-level or strategic perspective. Include the department or functional area it supports and the overall purpose of the role. The role is responsible for briefly listing the primary areas of responsibility — ideally 3 to 5 — such as program oversight, systems management, compliance, or service delivery. Keep it broad and non-technical. Success in this position is measured by describe how performance will be evaluated — such as efficiency, compliance, retention, service outcomes, or satisfaction metrics. Be specific enough to guide performance expectations, but concise. This summary should set the stage for the more detailed “Essential Duties” section that follows. Close with a general disclaimer, if needed.

Supervisory Status: 
This position [does / does not] include supervisory responsibilities.
If the position supervises others, indicate the level and scope of supervision — such as direct reports, indirect oversight, functional leadership, or project-based supervision. Include how many employees are typically supervised (if applicable).
If the position does not have supervisory duties, include a clear statement to that effect. This avoids ambiguity and sets boundaries around the role’s authority. Avoid vague terms like “may supervise” — instead, be explicit about the current status of the role.

Essential Functions:
Use this section to list the primary duties the position is responsible for performing on a regular, ongoing basis. These functions should align with the position summary and reflect what is truly essential to the job — not occasional or marginal tasks. Each bullet should begin with an action verb and describe the duty in clear, measurable, and non-discriminatory terms.
⚠️ Required for ADA compliance: This section is used to evaluate whether a person with a disability can perform the role with or without reasonable accommodation.

· [Begin with an action verb] Describe the primary duty or responsibility this position performs. Keep it outcome-focused rather than overly task-specific.
· Example: “Develops and maintains internal documentation for policy compliance and training programs.”
· [Start with a verb] Indicate responsibility for a key process, program, or function.
· Example: “Coordinates and delivers client-facing presentations to support engagement and project alignment.”
· [Start with a verb] Explain how the position supports organizational, departmental, or client goals.
· Example: “Analyzes workforce data to identify trends and recommend improvements in staffing strategy.”
· [Start with a verb] Include collaborative or cross-functional responsibilities, if applicable.
· Example: “Collaborates with department leads to implement employee engagement initiatives.”
· [Start with a verb] Mention any reporting, compliance, or administrative tasks that are critical to the role.
· Example: “Prepares documentation to ensure compliance with local, state, and federal labor regulations.”


Minimum Experience:
Use this section to define the non-negotiable requirements an applicant must meet to be considered for the position. These criteria should be job-related, measurable, and justifiable based on the role’s responsibilities. Avoid overly restrictive or vague language that may create barriers to qualified candidates.

· [Education Requirement] State the minimum level of formal education required. Include acceptable equivalents if applicable.
· Example: “Bachelor’s degree in Human Resources, Business Administration, or a related field.”
Alternative: “Associate degree with 5 years of directly related experience may be considered in lieu of a bachelor’s degree.”
· [Years of Experience] Indicate the minimum amount of directly related experience required.
· Example: “At least three (3) years of experience in human resources, consulting, or a related field.”
· [Licenses or Certifications] List any licenses or certifications that are legally required or essential to safely perform the job.
· Example: “Valid driver’s license required.”
· [Technical or Functional Skills] Include any tools, systems, or job-specific technical knowledge required.
· Example: “Proficiency with Microsoft Office and HRIS systems.”
· [Legal or Compliance Requirements] Note any background or eligibility requirements necessary for employment.
· Example: “Must be able to pass a background check and provide employment eligibility documentation in compliance with federal law.”

Preferred Experience:
This section outlines the additional qualifications that are not required but would enhance a candidate’s ability to succeed in the role. These can reflect higher-level experience, specialized knowledge, industry certifications, or competencies that align with long-term success in the position.
· [Advanced Education] List higher-level degrees or academic credentials that would benefit the role.
· Example: “Master’s degree in Human Resources, Public Administration, or related field.”
· [Additional Experience] Describe relevant roles or industries where experience would be an asset.
· Example: “Experience working in municipal or public-sector environments preferred.”
· [Professional Certifications] Include optional certifications that demonstrate subject matter expertise.
· Example: “PHR, SHRM-CP, or other relevant HR certifications strongly preferred.”
· [Specialized Skills or Systems] List specific software, languages, or methodologies that would strengthen a candidate’s fit.
· Example: “Experience using Paycom, ADP, or other HRIS platforms.”
· [Interpersonal or Leadership Qualities] Note qualities that are ideal for culture fit or leadership development.
· Example: “Demonstrated ability to navigate complex interpersonal situations and build consensus across departments.”

Required Knowledge, Skills, and Abilities:
· Knowledge of:
· [Field or Subject Matter Knowledge]
· Example: “Knowledge of human resources principles, employment law, and best practices in organizational development.”
· [Industry/Regulatory Knowledge]
· Example: “Knowledge of federal and state labor regulations, including FLSA, FMLA, and ADA.”
· [Technical/Tool Knowledge]
· Example: “Familiarity with HRIS platforms and document management systems.”
· Skills in:
· [Technical/Computer Skills]
· Example: “Skilled in using Microsoft Office Suite, including Excel, Word, and PowerPoint.”
· [Analytical/Problem-Solving Skills]
· Example: “Ability to collect, analyze, and interpret complex data sets to support decision-making.”
· [Interpersonal/Communication Skills]
· Example: “Strong written and verbal communication skills, including the ability to convey information clearly and professionally.”
· [Administrative/Organizational Skills]
· Example: “Skilled in time management and multi-tasking in deadline-driven environments.”
· Ability to:
· [Cognitive Abilities]
· Example: “Ability to prioritize and manage multiple tasks with attention to detail.”
· [Collaborative Abilities]
· Example: “Ability to work effectively both independently and in a team environment.”
· [Compliance/Confidentiality Abilities]
· Example: “Ability to maintain strict confidentiality and exercise discretion with sensitive information.”
· [Adaptability or Flexibility]
· Example: “Ability to adapt to organizational changes and shifting priorities.”



Work Schedule:
Use this section to describe the expected work hours, location requirements, and any flexibility related to the role’s schedule. Begin by stating the standard days and hours the employee is expected to work (e.g., Monday through Friday, 8:00 AM to 5:00 PM). Next, note whether the position requires any non-standard hours, such as evenings, weekends, or on-call availability, and explain the circumstances (e.g., for meetings, events, or emergencies). Clearly indicate whether the role is fully on-site, hybrid, remote, or field-based, and specify any limitations (e.g., “no remote or hybrid work options available”). If applicable, include a statement about after-hours expectations or on-call responsibilities to ensure transparency. Avoid vague language like “typical office hours” and be sure the schedule aligns with the position’s FLSA classification and ADA considerations.

Work Environment:
Use this section to describe the typical setting in which the employee will perform the work. Indicate whether the role is performed in an office, outdoors, in a field setting, industrial site, clinical environment, or other specialized location. Include environmental conditions such as exposure to noise, temperature changes, weather, dust, or hazardous materials — but only if these are job-related and occur with some regularity. If the position involves high traffic areas, interruptions, or public interaction, note that here as well. Be concise, factual, and ADA-compliant. Avoid assumptions or unnecessary detail (e.g., do not comment on “stressful environments” or “fast-paced” unless supported by objective conditions).

Physical Demands:
This section should describe the essential physical activities required to perform the job, in alignment with the essential functions of the role. Include only those demands that are truly necessary for the position. Common examples include the ability to sit or stand for extended periods, lift or carry a certain weight (e.g., up to 25 pounds), operate office equipment, drive, or reach overhead. Indicate whether the work requires repetitive motion, manual dexterity, or visual/hearing acuity. Use neutral, inclusive, and non-discriminatory language. This section helps determine whether a person with a disability can perform the job with or without reasonable accommodation — so clarity, consistency, and relevance are critical.

Disclaimer:
[Company Name] is an equal opportunity employer. We are committed to providing equal employment opportunities to all employees and applicants without regard to race, color, religion, sex, sexual orientation, gender identity or expression, national origin, age, disability, genetic information, marital status, veteran status, or any other status protected by applicable federal, state, or local law. In accordance with the Americans with Disabilities Act (ADA), [Company Name] provides reasonable accommodations to qualified individuals with disabilities throughout all phases of the employment process. We are committed to ensuring that individuals with disabilities are able to perform the essential functions of their jobs with or without reasonable accommodation. Applicants or employees who require an accommodation are encouraged to contact Human Resources at [Insert phone number] or [Insert email address].

All employment offers are contingent upon the successful completion of the pre-employment process, which may include a background check, drug screening, and/or job-related physical examination, as permitted by applicable laws. These evaluations will be conducted in compliance with the ADA, the Fair Credit Reporting Act (FCRA), and other relevant employment regulations. Candidates will be provided with appropriate notices and an opportunity to authorize any background check prior to its initiation.Employment with [Company Name] is at-will, meaning either the employee or the company may terminate the employment relationship at any time, with or without cause or notice, unless otherwise specified in a written agreement signed by an authorized company representative.
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