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Job Description Form
This form must be completed before hiring in order to define your needs. You can consult the Website Working in Canada to assist you in preparing your job descriptions.

	1. Job Information

	Job title:
	Sector:

	Title of immediate supervisor:

	Work schedule:


	2. Job summary

	


	3. Description of primary responsibilities and performance indicators:

	Primary responsibilities
	Performance indicators (optional)

	· 
	· 

	
	· 

	
	· 

	
	· 

	
	· 

	
	· 


	4. Outline of requirements

	· 


	5. Acknowledgement of receipt by employee

	I have read, I understand and I agree with the aforementioned job description. I also recognize that the job description can be changed at any time by management, according to the needs of the business. I also understand that the employer can request a new signature, further to modification of my job description.

	Employee


	Date: 

	Employer


	Date: 
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