[Company Logo]   [Company Name]
JOB DESCRIPTION
	Company:
	[Company Name]

	JD Code:
	[Reference Number]

	Version / Date:
	[Version] / [Date]



1. Job Details
	Field
	Details

	Designation
	[Designation]

	Department
	[Department]

	Grade / Band
	[Grade]

	Reports To
	[Reporting Manager]

	Direct Reports
	[Number / None]

	Location
	[Work Location]

	Employment Type
	[Permanent / Contract]



2. Job Purpose
The [Designation] is responsible for [core purpose of the role] in order to [business outcome]. The role works closely with [teams / stakeholders] and contributes to [department goal].
3. Key Responsibilities
1. [Plan / execute / manage] [activity] to achieve [result].
1. Prepare and present [reports / MIS] to [stakeholder] every [frequency].
1. Ensure compliance with [company policy / statutory requirement / SOP].
1. Coordinate with [internal teams / vendors / clients] for [purpose].
1. Maintain accurate records of [records] in [system].
1. Identify improvements in [process] and implement agreed changes.
1. Perform other reasonable duties assigned by the reporting manager.
4. Key Result Areas and KPIs
	KRA
	Sample KPI
	Target

	[Result Area]
	[Measure]
	[Target]

	[Result Area]
	[Measure]
	[Target]

	[Result Area]
	[Measure]
	[Target]



5. Requirements
	Essential Qualification
	 

	Preferred Qualification
	 

	Experience (years and domain)
	 

	Technical Skills / Software
	 

	Behavioural Competencies
	 

	Languages
	 



6. Working Conditions
1. Working days and hours: [Days / Hours]
1. Shift or night work: [Yes / No]
1. Travel: [% / Locations]
1. Special requirements: [PPE / field work / client site]

	______________________________
Prepared by
[HR Name]
Date: [Date]
	______________________________
Approved by
[Reporting Manager]
Date: [Date]
	______________________________
Acknowledged by
[Employee Name]
Date: [Date]
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