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JOB DESCRIPTION EXERCISE
Job Description Development Guide
A practical template for translating an agreed role into a clear, consistent and candidate-facing job description.
	PURPOSE
This exercise converts the agreed purpose, accountabilities and requirements of a role into a concise job description. It gives candidates and employees a practical view of why the role exists, what it is responsible for and what qualifications are genuinely needed.


What this exercise accomplishes
· Creates a consistent, market-ready description that can support recruitment and internal role clarity.
· Separates essential requirements from preferences so the candidate pool is not narrowed unnecessarily.
· Translates internal role language into clear, action-based expectations candidates can understand.
How the work flows
	1  CONFIRM
Start with the agreed role profile, business need and reporting structure.
	2  DRAFT
Write the overview, responsibilities and requirements in plain, candidate-facing language.

	3  CHALLENGE
Remove inflated requirements, vague traits, duplication and duties that do not belong to the role.
	4  APPROVE
Confirm compensation, employment terms and final language before the description is published or shared.


How to use the template
	INTERNAL DRAFT
Complete each section using the prompts and examples. Delete all instructional text before external use.
	FINAL JOB DESCRIPTION
Keep the final version concise, specific and aligned with the approved scope, compensation and working arrangement.


REVIEW IT WHEN THE ROLE CHANGES
The leader should own the content, with input from relevant stakeholders and HR. Review the job description when the role is created, materially changes, or as part of an annual role review.


Job Details
	Position Title
	What to include: Use the market-facing title candidates will recognize.
Example: Senior Client Service Associate

	Company
	What to include: Enter the organization's public-facing or legal name.
Example: [Organization Name]

	Department / Team
	What to include: Name the function, practice, business unit or team.
Example: Private Wealth Management

	Reports To
	What to include: List the direct manager's title rather than an individual's name.
Example: Director, Client Experience

	Location
	What to include: State the primary city and approved work arrangement.
Example: Toronto, Ontario | Hybrid

	Employment Type
	What to include: Identify full-time, part-time, permanent, contract or term status.
Example: Full-time, permanent


About the Company
What to include: Use one or two short paragraphs to explain what the organization does, whom it serves, where it operates and what makes it distinctive. Include only information that helps a candidate assess fit.
Example entries:
· [Organization Name] is an independent [type of organization] serving [client or customer segment] across [region].
· The team provides [core services] and is known for [client promise, culture or differentiator].
· The organization is currently [growth stage or business context], creating an opportunity to strengthen [relevant capability].
Position Summary
What to include: In one short paragraph, explain why the role exists, who it reports to, whom it serves, its scope and the two or three outcomes that matter most. Keep detailed tasks for the responsibility section.
Example entries:
· Reporting to [leader/title], the [position title] is responsible for [primary mandate].
· The role partners with [key stakeholders] to deliver [client, operational or commercial outcome].
· The successful candidate will combine [capability one] with [capability two] and will be expected to [most important result].
Drafting note: Aim for 80 to 130 words. Avoid opening with a long list of duties or generic language about being a 'rock star' or 'wearing many hats.'


Key Responsibilities
What to include: Group responsibilities into three to five clear areas. Under each area, list action-based duties that describe the role's real ownership, important partners and expected outputs. Most job descriptions need 8 to 12 bullets in total.
Drafting note: Focus on recurring accountabilities and meaningful outcomes, not every occasional task the person may perform.
	Example: Client or Stakeholder Management


What to include: Describe the primary relationships, level of ownership and service expectations.
Example entries:
· Build and maintain trusted relationships with [client or stakeholder segment].
· Lead meeting preparation, communication, follow-up and resolution of outstanding items.
· Coordinate internal specialists and external partners to deliver a consistent experience.
· Maintain agreed standards for responsiveness, accuracy and follow-through.
	Example: Technical Delivery


What to include: Describe the knowledge the role applies, the decisions or recommendations it supports and the deliverables it produces.
Example entries:
· Apply working knowledge of [technical discipline, product, regulation or methodology].
· Prepare or review [plans, models, reports, proposals or technical documentation].
· Translate complex information into clear recommendations for clients or business leaders.
· Maintain current knowledge of relevant regulatory, market or industry developments.
	Example: Operations and Team Contribution


What to include: Clarify ownership beyond individual tasks, including coordination, process improvement, quality control and leadership where it genuinely exists.
Example entries:
· Take end-to-end ownership of key deliverables and escalate risks early.
· Coordinate work across [teams or disciplines] and clarify responsibilities and deadlines.
· Identify and implement improvements to workflows, tools or service standards.
· Coach or mentor colleagues in [area], where appropriate.
Qualifications
	Required Qualifications


What to include: Include only credentials, registrations, licences, education or language capability that are genuinely necessary on day one.
Example entries:
· Required: [mandatory licence, registration, degree or designation].
· Required: ability to work in [language(s)] at [working/professional] proficiency.
· Required: eligibility to [work, travel, drive or hold a registration], if relevant.
Drafting note: If the role can be performed successfully without a qualification, move it to the preferred section or remove it.
	Preferred Qualifications


What to include: List credentials or specializations that would be helpful but are not essential at the time of hire.
Example entries:
· Preferred: [additional designation, specialization, language or advanced degree].
· Progress toward [credential] would be considered an asset.
· Equivalent combinations of education and experience may be considered.
Experience
What to include: Describe evidence of capability rather than relying only on job titles or a rigid number of years. Include the type and complexity of work, client or stakeholder exposure, environment and scale.
Example entries:
· Demonstrated experience owning or supporting [type of relationship, project or portfolio].
· Experience operating in a [growth, regulated, high-service, complex or entrepreneurial] environment.
· Evidence of improving [client outcome, revenue, quality, efficiency, risk or team capability].
· Exposure to [specific situation] is helpful but not essential.
Knowledge and Skills
What to include: List the technical, analytical, communication and systems capabilities that matter in day-to-day performance. Avoid generic software lists unless proficiency is truly relevant.
Example entries:
· Working knowledge of [technical discipline, legislation, product or process].
· Ability to analyze [information] and translate findings into practical recommendations.
· Clear written and verbal communication with both technical and non-technical audiences.
· Proficiency with [system or tool] or the ability to learn comparable platforms quickly.
Compensation and Benefits
What to include: Describe the approved total rewards package. Distinguish base salary, variable compensation, benefits, retirement contributions and any long-term incentive. State ranges and formulas only after approval.
Example entries:
· Base salary: $[minimum] to $[maximum], based on experience.
· Variable compensation: target of [X]% based on [individual, team and/or business measures].
· Benefits and retirement: [summary of health, wellness, pension, RRSP or other programs].
· Other considerations: [vacation, professional development, flexibility, licensing support or allowances].
Drafting note: Confirm compensation language with the appropriate decision-maker. Do not publish unapproved formulas, illustrative percentages or implied guarantees.
Work Requirements
What to include: Include only legitimate conditions that affect how or where the work is performed. Keep the language precise and avoid requirements unrelated to successful performance.
Example entries:
· Work arrangement: [on-site, hybrid or remote expectations].
· Schedule: [standard hours, occasional evenings or peak-period requirements].
· Travel: approximately [X]% within [region], if applicable.
· Physical or environmental requirements: [essential requirement], with reasonable accommodation where applicable.
Application Information
What to include: Explain how to apply, what materials to provide and any approved closing date. Add an accessibility or accommodation statement consistent with the organization's policy and applicable law.
Example entries:
· Please submit [resume/application materials] to [application channel] by [date].
· We thank all applicants for their interest; only those selected for further consideration will be contacted.
· [Organization Name] is committed to an inclusive and accessible recruitment process. Accommodation is available upon request throughout the selection process.
Final Review Checklist
· The title, reporting line, location and employment type are accurate.
· Responsibilities describe the actual role and begin with clear action verbs.
· Required qualifications are truly essential; preferences are labelled separately.
· Compensation, work arrangement and application language have been approved.
· Language is inclusive, concise and free of internal jargon or unsupported promises.
· All instructional text, examples and drafting notes have been removed from the final version.
Developed by The Vantage Talent Group Inc. Used with permission.
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