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Tips for Writing an Effective Job Description 

The anatomy of a well written job description: 

�x Title of the position 
�x Organization name and possibly a brief company description 
�x Overall responsibility (the “why” of the job)  
�x Key areas of responsibility (the “how” of a job; tasks and duties) 
�x Qualifications: The skills, attributes, and/or credentials needed to perform each task, including: 

o Necessary education; degree, major, etc. 
o Skills 
o Experience 

�x Terms of Employment 
o Part time, full time, temporary, seasonal, etc. 
o 


