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JOB DESCRIPTION TEMPLATE
A clear job description helps you document the role properly before you hire. It sets out what the job exists to do, where it sits in the business, what the person is responsible for, and what skills or experience are genuinely needed.
This template is designed to make the process simple and practical, with a focus on outcomes rather than long task lists. It helps you define what the role is responsible for and what success looks like.
Once complete, this document can also be used to support hiring, interview questions, onboarding and performance reviews.

COMMON HIRING MISTAKES
· Listing tasks instead of outcomes 
· Hiring at the wrong level 
· Not defining what success looks like 
· Overloading the role with too much scope

HOW TO USE THIS TEMPLATE
Some sections include example wording in italics.
These are provided as a guide to prompt your thinking and show what good can look like. You can adjust, replace or remove them to suit your business.
1. Complete each section using the prompts as a guide 
2. Focus on outcomes, not just duties 
3. Keep it relevant to your business

WANT MORE DETAIL?
For additional guidance on structuring your role and salary package, see:
· How to Write a Great Job Description
· Salary & Benefits Ideas

ABOUT RECRUITMENT CENTRAL
Recruitment Central has been partnering with Australian businesses since 2003. We specialise in shared services and operational roles, helping businesses hire the right people and set them up for success.
If you’d like support refining the role or taking it to market, we’re here to help - Contact Us Here

JOB DESCRIPTION

	JOB TITLE
	

	COMPANY OVERVIEW

	Add a short summary of the company and/or department, including culture, work environment.

	KEY RELATIONSHIPS
· Internal
· External
	List who this role interacts with and why.

Internal: 
· Finance Team - Provide purchase order updates
· HR Team - Coordinate onboarding

External: 
· Clients – Respond to enquiries
· Suppliers – Manage orders and delivery schedules

	REPORTS TO
	Manager’s Job Title 

	DIRECT REPORTS
	List any roles this position manages, or write “Nil”.

	LOCATION
	Onsite & Hybrid/Remote Details

	REMUNERATION / CLASSIFICATION
	Include salary band, award, classification or employment conditions if relevant.

	EMPLOYMENT TYPE
	Full-time, part-time, casual, fixed-term or contract.

	WORKING DEMANDS & ENVIRONMENT
	Identify the main challenges or working conditions relevant to this role

· Managing multiple priorities and deadlines
· Working with teams across different locations

	ROLE PURPOSE & KEY OUTCOMES
	First answer this - Why does this role exist? What problem does it solve?

To ensure administration and reporting are accurate and timely, so managers have the information they need to make decisions and operations run smoothly.

Then list three to five main outcomes this role will deliver.
1. Keep day-to-day operations running smoothly
2. Maintain accurate and up-to-date reporting
3. Support team coordination and communication

	KEY ACCOUNTABILITIES
	List the main responsibilities of the role
· Focus on outcomes, not long task lists 
· Start each point with an action word 
· Keep to 5-8 key points 

· Coordinate office administration and team communication 
· Maintain accurate records, reports and documentation 
· Support projects and reporting requirements 
· Liaise with internal and external stakeholders to meet deadlines
· Perform other duties within the scope of the role as required

	SKILLS & EXPERIENCE
· Must Haves
· Nice to Haves
	Separate what is essential from what can be trained

Must-have Skills: Experience required from day one
· Certificate III or IV in Business Administration or equivalent 
· Strong communication and organisational skills 
· Proficiency in Microsoft Office and digital systems 
· Ability to prioritise tasks and meet deadlines 

Nice-to-have Skills: Desirable or trainable skills
· Experience in a similar role or industry 
· Exposure to project coordination or reporting 
· Understanding of ERP or CRM systems 
· Relevant tertiary qualification (if applicable)

	SYSTEMS/TOOLS/LICENCES
	List any systems, software, licences, equipment or certifications required for the role. Note whether each one is essential or can be learned.

	CANDIDATE PROFILE
	What type of person succeeds in this role? Consider work style, attitude and environment fit

· Highly organised and detail-oriented 
· Comfortable working in a fast-paced environment 
· Proactive and able to work independently 
· Strong communicator who works well with others

	SUCCESS MEASURES
· 3 months
· 6 months 
· 12 months
	What should they be delivering at each stage? Keep it practical and measurable

· 3 months: Confident managing day-to-day tasks independently 
· 6 months: Improving processes and reducing backlog 
· 12 months: Taking full ownership of reporting and administration




This template is provided courtesy of Recruitment Central (we/us).The information herein is provided for general guidance and is not intended as professional or legal advice. While it has been prepared in good faith, we make no representation or warranty, express or implied, as to the accuracy, completeness or suitability of the information for your circumstances. To the maximum extent permitted by law, we disclaim all liability for any loss or damage arising from reliance on or use of this document. Use of this information is at your own risk .This document and its contents are the intellectual property of Recruitment Central and are provided for your use only.
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