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Job Profile Document
Go through this form, and ‘click’ on the grey boxes to enter the appropriate information.  The notes inserted in pink italics, like this one, are to help you and must be deleted once you have completed the section of the form to which they refer.

Job Title:
Project Manager


                       Job Grade:
8


Faculty/Directorate:
Faculty/Directorate








Site:
Name of learning site


Name of Job Holder:
  leave blank if position is vacant
Name of Direct Supervisor:
 Full name   

Date: 
February 2006  

POSITION IN THE ORGANISATION 

SUPERVISOR
(2ND Level)

SUPERVISOR

(1ST Level)

THIS POSITION

SUBORDINATES

use job title only
use job title only
use job title only
use job titles only
OTHER IMPORTANT CONTACTS:

Key contacts or relationships to be developed and maintained by the staff member, both within TUT and with outside clients and customers. (On work related issues, excluding the supervisor. E.g. Direct clients/industry/other initiatives) 

INTERNAL:
  eg. Human Resource Department
EXTERNAL:
eg. Representatives from Labour, Business, government 

1.
Primary Purpose of the Job
The purpose of Position Title is to (one or two sentence description of why the job exists)
In this section also include any information about the particular environment the role operates in, or any background context required to create a complete picture of the job.

2.
JOB SPECIFICATION 
The job specification stipulates the minimum acceptable characteristics or attributes a job holder must possess as a prerequisite to be able to perform the job.

2.1
Formal Educational Qualifications and Skills and Knowledge required to do this job
Care should be taken to list educational qualifications which are really needed to do this job – i.e. those without which the job could not be done.  Specifying unnecessary qualifications is likely to discriminate against EE groups who are less likely to have such qualifications.  Desirable qualifications may be listed but the absence of these will not prevent an applicant from being appointed.  Also include skills and knowledge genuinely required to do the job.

Include minimum education, training and experience. Note if it is “essential” or “ideal”.  For example:

2.1.1

Relevant Qualifications
	Essential



	Desirable




2.1.2

Proven / demonstrated experience in…..
	Essential



	Desirable




2.1.3

Knowledge of……….
	Essential



	Desirable




2.1.4

Proven ability to…..…
	Essential



	Desirable




2.1.5

Required training e.g.Project Management
	Essential



	Desirable




3
Challenges
Describe the typical challenges, or problems, which the staff member will face in this role.  Also describe how the staff member will resolve these challenges/problems.
4.
Special Role Requirements (delete section if none)

Note any other special requirements for this role 



Physical requirements (ensure you list any special physical activities which may harm an individual because of a prior injury or condition or because of restricted physical capability).  For example repeated lifting or, intensive keyboard work, or extensive fieldwork including diving, required to work with chemicals, or, required to be able to lift 100kg.
Other special requirements - For example, required to regularly be available to work weekends



5.
DETAIL DESCRIPTION:

	Key Performance Area (KPA)


	Objectives


	 Standards or Targets

(Outcomes)

	Weighting



	Briefly describe the key expectations for the job
1. Example: Personal Assistant
Client Liaison and Communication


	Manage incoming calls to ensure professional and accurate communication with all clients both internal and external
· Routes calls through to appropriate people

· Records messages on organisation’s message pad

· Receives visitors on arrival at the department, Etc.
	· Phone answered within 5 rings using agreed

· best practice greeting

· 100% accuracy of messages

· 100% of calls routed to correct people 
	45%

	2. Production of professional documentation
	Utilise MS Word to produce day-to-day documentation for the department
	
	30%

	3. Office organisation
	Manage the housekeeping and appearance of the front office

Manage the office catering arrangements
	
	25%

	4. Team coordination
	Manage the diaries of the team

Manage team travel arrangements
	
	10%


	Generic
Key Performance Areas


	Roles, responsibilities, duties


	 Standards or Targets

(Outcomes)


	5.
	
	

	6.


	
	


6.
Core Competencies or Value Added Behaviour 
These are the abilities and personal characteristics the staff member will need to consistently display to do to achieve their Key Performance Areas that is to do the job effectively.  Competencies describe how someone does the job while KPA’s describe what is to be done.

From the University Competency Dictionary, select up to 4 competencies or value added behavioural indicators that best describe what needs to be demonstrated to be effective in the role.  

	Behavioural competencies
	Behavioural Indicators

	1.  eg. inovation, customer focus etc

	Select description/indicators as per expected profiency level

	2.


	

	3.


	

	4.


	

	5.


	

	6.
	


7.
Performance Criteria

An individual Performance Work Plan will be developed that reflects the contribution this position is expected to make towards achieving the team’s objectives and measures.  The Performance Work Plan will contain Key Results Indicators that are consistent with the Key Performance Areas in this Job Profile.

Prepared By:
__________________________


___/___/___










 
(Date)

Supervised By:
__________________________


___/___/___




      






(Date)

Approved By:          ___________________________

___/___/___

 (If applicable)                     Director / Head



(Date)

Authorised By:
__________________________


___/___/___

(Mandatory)

Executive Dean/Deputy Vice-Chancellor
(Date)

Job Holder:

__________________________


___/___/___

(if job currently filled)






(Date)
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