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Job Profile

The purpose of a Job Profile is to provide clarity and an outline for writing or revising a job description. Profiling is the first step when you decide it is time to hire. Taking the time to create a profile of the person needed in your business facilitates the hiring process.

What is the Need and Contribution?

Describe what need this position fills and how they will contribute to the future of your organization.

Need: 

     
Contribution:

     
Background and Experience 

	Related experience
	 FORMCHECKBOX 
  entry level
	 FORMCHECKBOX 
  1 to 3 years
	 FORMCHECKBOX 
  5 plus years

	Education
	 FORMCHECKBOX 
  high school/GED
	 FORMCHECKBOX 
  college level   
	 FORMCHECKBOX 
  advanced degree

	Industry experience  
	 FORMCHECKBOX 
  must have             
	 FORMCHECKBOX 
  would be nice              
	 FORMCHECKBOX 
  not necessary


Describe any required “specialty” experience

     
Knowledge/Skills

Knowledge or Skill that employee possesses either through past training or experience. Check all that apply:

	 FORMCHECKBOX 
 Customer service
	 FORMCHECKBOX 
  Scheduling
	 FORMCHECKBOX 
  Accounting

	 FORMCHECKBOX 
  Telephone Etiquette
	 FORMCHECKBOX 
  Written Communication
	 FORMCHECKBOX 
  Oral Communication

	 FORMCHECKBOX 
  Presentation Skills
	 FORMCHECKBOX 
  Auditing
	 FORMCHECKBOX 
  Event Coordination

	 FORMCHECKBOX 
  Organization
	 FORMCHECKBOX 
  Research
	 FORMCHECKBOX 
  Contact Management

	 FORMCHECKBOX 
  Outside Sales
	 FORMCHECKBOX 
  Inside Sales
	 FORMCHECKBOX 
  Marketing

	 FORMCHECKBOX 
  Prospecting
	 FORMCHECKBOX 
  Interpret Documents
	 FORMCHECKBOX 
  Finance Mathematics

	 FORMCHECKBOX 
  Analyze Documents
	 FORMCHECKBOX 
  Multi-line Phone System
	 FORMCHECKBOX 
  10-key

	Computer Skills:

 FORMCHECKBOX 
  Word

 FORMCHECKBOX 
  Excel

 FORMCHECKBOX 
  Outlook

 FORMCHECKBOX 
  Peachtree

 FORMCHECKBOX 
  Database __________

 FORMCHECKBOX 
  Other ___________

 FORMCHECKBOX 
  Data Entry

 FORMCHECKBOX 
  Graphic Design

 FORMCHECKBOX 
  Programming Language__________

 FORMCHECKBOX 
  Network Administration

 FORMCHECKBOX 
  System Administration

 FORMCHECKBOX 
  Website Design

 FORMCHECKBOX 
  Website Maintenance
	Human Resources:

 FORMCHECKBOX 
  Employee Benefits

 FORMCHECKBOX 
  Hiring

 FORMCHECKBOX 
  Training

 FORMCHECKBOX 
  Training Development

 FORMCHECKBOX 
  Employment Law

 FORMCHECKBOX 
  Compensation

 FORMCHECKBOX 
  Recruiting

 FORMCHECKBOX 
  New Employee Orientation

 FORMCHECKBOX 
  Background Checks

 FORMCHECKBOX 
  Records  Management

 FORMCHECKBOX 
  Employment Policy

 FORMCHECKBOX 
  Employee Counseling

 FORMCHECKBOX 
  Organizational Development
	Management Skills:

 FORMCHECKBOX 
  Supervision

 FORMCHECKBOX 
  Budgeting

 FORMCHECKBOX 
  Business Planning

 FORMCHECKBOX 
  Project Management

 FORMCHECKBOX 
  Training

 FORMCHECKBOX 
  Time Management

 FORMCHECKBOX 
  Employee Review

 FORMCHECKBOX 
  Compliance

Other Knowledge/Skills:

 FORMCHECKBOX 
        
 FORMCHECKBOX 
        
 FORMCHECKBOX 
        
 FORMCHECKBOX 
          

  


Ability

Ability refers to whether the employee with the knowledge and experience is able to perform. Check required Abilities.

	Abilities
	How will I know they possess this ability? Ask interview questions that indicate the following:

	 FORMCHECKBOX 
  Systematic
	Describes ideas in logical flow, process or procedures oriented.

	 FORMCHECKBOX 
  Multi Tasking
	Prefers an interrupt-driven environment

	 FORMCHECKBOX 
  Problem Solver
	Creative, presents options

	 FORMCHECKBOX 
  Attention to Detail
	Focused, interested in the “how”

	 FORMCHECKBOX 
  Perform under tight schedule
	Experience with schedule-driven responsibilities

	 FORMCHECKBOX 
  Organized
	Prepared


Characteristics/Attitudes

Characteristics are the qualities or traits that one possesses. Attitude refers to someone’s approach, mindset and outlook. Naturally, a great attitude is important for any position.

Keeping the job function and culture of the organization in mind, number each characteristic/attitude in order of importance:

	Order of Importance
	Characteristics/Attitudes
	How will I know they possess this attitude or quality? Ask interview questions that indicate you the following:

	     
	Responsible
	Doesn’t blame others-no victim language

	     
	Can listen to and  take correction                               
	Not defensive but receptive to feedback                                        



	     
	Honest
	Keep commitments-handle work ethically- respect others

	     
	Learning based     
	Push for and pursue training and development, read, don’t profess to know it all

	     
	Initiative
	Take risks- take action even when not sure- take responsibility-don’t wait for approval  

	     
	Can do
	Willing to try, willing to learn – just plain “willing”!

	     
	Service oriented
	Can focus on others needs for a length of time, understanding of others, helpful, enjoys service for its own sake

	     
	Leadership
	Action oriented, has ability to inspire others, willing to be responsible, makes decisions

	     
	Persistent
	Demonstrates consistent action towards a goal, unshaken by obstacles

	     
	Optimistic  
	No matter the circumstance always sees the opportunity in the problem

	     
	Perfectionist
	Has a deep appreciation for rules, ability to focus, very thorough, careful


DISC Profile -Behavior

Circle the two letters below that represent the desired behavior style for this job function:
	D
	Direct, Dominant, Driving, Assertive, Results-Focused, Decisive, Inquisitive, Competitive

	I
	Sociable, People-focused, Optimistic, Enthusiastic, Persuasive, Extraverted, and Indirect

	S
	Calm, Patient, Tolerant, Consistent, Loyal, Methodical, Friendly, Warm  

	C
	Conformity, Accurate, Critical, Diplomatic, Structure, Compliant, Detailed, Task-oriented


Why are the chosen two, the most important behavioral styles for this role?

     
Writing or Revising a Job Description 

Include the following sections:

· Job Title 

· Department / Location of job

· Position reports to (Manager title, location, and or Functional Manager)

· Job Purpose Summary (ideally one sentence) 

· Essential  Responsibilities and Accountabilities/Duties  

· Dimensions/Territory/Scope (the areas to which responsibilities extend and the scale of responsibilities - staff, customers, territory, products, equipment, premises, etc) 

· Required Experience

· Education

· Hours and Pay Range

For senior job descriptions it is useful to de-lineate essential responsibilities into sections covering Functional, Managerial, and Organizational areas.

The most challenging section is the Essential Responsibilities and Accountabilities/Duties section. Large organizations have generic versions for the most common job functions – take advantage of public documents before investing valuable time to re-invent the job function. If you have to create a job description from scratch, use the following method to produce the essential responsibilities:

1. Review the profile and consider: processes, planning, executing, monitoring, reporting, communicating, managing people, resources, activities, financial, information, inputs, outputs, communications, time, etc. 

2. Combine and develop the random collection of ideas into a set of essential responsibilities. 

3. Rank them roughly in order of importance to mirror priorities of the job function. 

4. Ask someone who knows or has done the job well to check your list and amend as appropriate.
5. Review and confirm that everything on the list is genuinely important and achievable.
Do not include “must achieve sales target” into a job description. This does not describe the job, but rather measures it. The job description must describe the activities required to ensure that the sales target will be met.
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