Business: 	
Location: 
Job Title: 	
Date Developed or updated: 

Description: 	A high level overview of expectations of the person in this position 



(Below are specific expectations to ensure that the high level expectations are met)

Responsibilities and Roles

Area of responsibilities (list one area of responsibility here)
· Specific expectations (list the specific roles in this area of responsibilities)

	(the following are examples that can assist with understanding the concept)

Personnel
· Ensure that job descriptions for your direct reports are always up to date
· Conduct formal performance reviews in the fourth quarter of each year
· Have development plans for all of your direct reports
· Have effective ongoing communications with all of your staff

Customer service
· Maintain a good relationship with all existing customers
· Conduct customer satisfaction surveys
· Summarize surveys and develop plans for improving in areas where needed
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