
Job Description Methodology 

START WITH A JOB ANALYSIS 

Because job descriptions may be referred to in disputes between employees and 
management about the scope of a particular position, it is critical that they start with a job 
analysis. A job analysis identifies the tasks performed by the position, performance standards, 
responsibilities, knowledge and skills required, experience needed and equipment used. The 
analysis may be conducted via observation, employee and supervisor interviews, 
questionnaires or daily records. Once a job analysis has been performed, the collected 
information is used to develop the actual description. 

INCLUDE THE THREE MAJOR COMPONENTS 

Job descriptions include three key components:  

 Scope or summary statement that describes the position  

 Job function statements that outline specific tasks to be performed by the employee 

 Closing statement that outlines general tasks that may also be required for all 
employees. 

1. Scope/Summary Statement 

The summary statement provides an overview of the job explaining the general nature, 
purpose level and outcome of work. It clearly identifies and differentiates exactly what the job 
holder must do. The scope/summary statement should be limited to one or two descriptive 
sentences. 

2. Job Function Statements 

The job function statements define the specific duties and responsibilities of the job, as well 
as job requirements, in a clear and concise manner. The function statements should be 
arranged in a logical order by either sequence of occurrence or order of importance, grouping 
similar tasks together. 

Before any selection decision is considered, a thorough job analysis should be done in order to 
clearly define the responsibilities, performance expectations, values, behaviors, and skills 
required. It is wise to analyze the job to determine what’s required for optimal performance. 
Different factors should be analyzed, such as: 

 job performance (key result areas)  

 specific job requirements (education, experience, skills)  

 company requirements (cultural fit, values)  

 co-workers (manager, peers)  

 behaviors 

 
Creating job function statements helps you understand the specific behaviors that lead to most 
effective performance in specific jobs, given the realities of your organization's methods, 
markets, processes, and management. It describes the kinds of drives and behaviors that are 
necessary for effective performance, from the point of view of the person who completes it.  



 
Example: Recommend specific products based on customer requirements. 

Both the nature and the level of the job should be clearly communicated. 

3. Closing Statement 

The closing statement is a simple statement that builds flexibility into the job 
description.  Since job descriptions cannot be comprehensive lists encompassing all 
responsibilities and duties, it is important to reference other requirements that may be asked 
from time to time. 

Example: Perform other duties as assigned. Stay current with required office equipment 
and distribution software. 

Closing statements also may indicate general responsibilities that apply to all employees (such 
as using computer equipment) or responsibilities that stem from a company’s strategic direction 
or corporate culture (such as a commitment to continuous quality improvements). Closing 
statements should be consistent on all job descriptions. 


