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Job Description Worksheet 

 
1. Job title: 

 

2. Summary: (a few sentences to describe the job) 

 

 

  

 
3. Qualifications: (abilities needed to do the job) 

 

  

   

   

   

   

   

 

 
4. Duties or Tasks 

 
 Major duties or tasks: 

   

   

   

   

   

   

   
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 Minor duties or tasks: 

  

   

   

 

 
5. Work relationships (who does this position report to and work with)? 

 

 

 
6. Schedule or Hours/Week 

 
 


