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Template Job Description

Job Title:

Client Group: 

Worksite: 

Reports To: 

Workspace Designation: (On-Site/Hybrid/Remote)

Last Updated: MM/DD/YYYY			   Worksite Location: California

POSITION SUMMARY
Add a brief description of the position. Summarize the position, responsibilities, and provide insight into any 
key qualities required to be successful. 

Workforce Development

table-list



Template Job Description 2

ESSENTIAL JOB DUTIES AND RESPONSIBILITIES
This section should be in bullet form and paint a clear picture of the role, daily tasks, and overarching 
responsibilities specific to the position title. We suggest picking the top 5-7 key responsibilities the 
individual will handle or accomplish while in the role. Begin each bullet with an action verb that 
accurately describes their level of ownership for that responsibility.

KNOWLEDGE, SKILLS, ABILITIES AND EXPERIENCE
This section should be in bullet form and paint a clear picture of the knowledge, skills, abilities, and 
experience required to perform the position. Include description of hard or technical skills necessary to 
perform in this position. You should also include critical soft skills for the job; these should be limited to 
those proven necessary to be successful. This section can also include education if applicable.

•	 Experience with…

•	 Knowledge of…

•	 Proven skills in… 

•	 Expert level in… 

•	 Ability to do…

•	 Proficient in… 

•	 Demonstrates the ability to…

•	 Exhibits…

•	 Ability to…

•	 Education and Experience

person-walking

books

ballot-check

PHYSICAL REQUIREMENTS
Check all that apply to the position.

The following physical requirements are essential to the performance of this position: 

Please indicate if your job requires:
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