
	JOB SUMMARY FORM
 

	REF. NO:    
	JOB TITLE:    

	DEPARTMENT/SCHOOL/UNIT:    

	REPORT TO: 

	JOB PURPOSE: 



	MAIN ACTIVITIES/RESPONSIBILITIES: 

	1. 

	2. 

	3. 

	4. 

	5. 

	6. 

	7. 

	8. 

	9. 

	10. 


EMPLOYEE SPECIFICATION – NON ACADEMIC POSTS










 
Post Title _______________________________     Grade _________________________________________

Department _____________________________________
Ref No_________________________________

	
	
	ESSENTIAL
	DESIRABLE
	HOW IDENTIFIED

(e.g. Application/CV, interview, presentation etc.)

	1.
	Education and Qualifications

	
	
	

	2.
	Experience


	
	
	

	3.
	Other Skills/Knowledge


	
	
	

	4.
	Presentation


	 .


	
	

	5.
	Personal Qualities


	
	
	

	6.
	Special Factors and other Requirements


	
	
	


COMPLETED BY:  __________________________________  DATE:  __________________

AGREED BY:  ______________________________________  DATE:  __________________
(Associate/HR Business Partner)
