
[bookmark: _Hlk216901758]JOB DESCRIPTION TEMPLATE

	JOB DETAILS

	Job Title:
	Job Title
	Department:
	Department

	[bookmark: _Hlk103065334]FLSA Classification:
	Exempt or nonexempt
	Date:
	Last revision date

	Reports to:
	Title of Supervisor
	Travel: 
	  % Travel 

	Location:
	Corporate Office - GA
	Work: 
	On-site 



	SUMMARY/OBJECTIVES


In 2–3 sentences, describe the purpose of the role and the primary outcomes it is responsible for. Write it so a candidate quickly understands why the position exists and how it supports organizational goals, performance, and growth. See the example job description included. 

	ESSENTIAL FUNCTIONS



· Identify the core job duties that are truly necessary to perform the role, listing each essential function with its significant tasks and the approximate percentage of the workday or workweek spent on it.
· Describe how the work is performed and how often it is performed, ensuring each function is job-related, genuinely required, and supports clear expectations for performance management.
· Note whether reasonable accommodations (such as tools, equipment, or adjustments) may be available to support performance of the essential functions, and keep this section separate from “Other Duties.”
· Write 8-10 essential function using this format: Verb + what + why/outcome + frequency (% time if possible) + tools/systems (if helpful).

EXAMPLES:
· Manages biweekly payroll processing for approximately ___ employees to ensure accurate, timely pay and compliant wage practices, each pay period (25–30%), using [Payroll System] and Excel.
· Audits timekeeping records, premium pay, and deductions to identify and resolve discrepancies before payroll finalization, daily (20–25%), using [Timekeeping System], payroll reports, and exception logs.
· Prepares payroll reconciliation and standard payroll reports to support Finance close and internal controls, monthly (10–15%), using [ERP/GL System], payroll registers, and reporting dashboards.

	REQUIRED COMPETENCIES-KSAS


List 5–10 job-related competencies needed to perform the essential functions. Write them in clear, observable terms (what the employee can do/demonstrate) and match the level of the role (IC vs. manager vs. executive). If you choose to categorize, group them as Knowledge, Skills, and Abilities, including relevant tools/systems. Avoid vague or biased language so the section remains objective and supports fair hiring, training, and performance management.

EXAMPLES:
· Payroll processing expertise
· Wage & hour compliance knowledge
· Garnishments and deductions administration
· Timekeeping and leave/pay coordination
· Advanced Excel skills (pivots, lookups, reconciliations)
· Payroll system proficiency (e.g., ADP, Paychex, UKG, Workday)

	[bookmark: _Hlk216982249]QUALIFICATIONS


Qualifications should clearly define the required and preferred education, experience, and credentials needed to successfully perform the job. Include specific degree requirements (and field of study), required licenses/certifications, and the minimum years of relevant experience, ensuring all requirements are appropriate for the role and based on business necessity.

	SUPERVISORY RESPONSIBILITY


Indicate the number of direct reports and the level of supervision (None, Working Lead, Supervisor, Manager).

	[bookmark: _Hlk216983909]WORK ENVIRONMENT & PHYSICAL REQUIREMENTS


Describe the typical work environment (like an office setting or exposure to weather), note any physical demands (like lifting or prolonged standing), and mention any equipment used to assist with these tasks. Also highlight any potential safety risks involved.

	OTHER DUTIES


This job description is not meant to cover or include all the tasks, duties or responsibilities the employee may be required to perform. Job duties and responsibilities can change at any time, with or without notice. 

	SIGNATURE & ACKNOWLEDGEMENT



	Employee Signature:
	
	Date: 
	 

	Supervisor:
	
	Date:
	



