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Job Description
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 (To be fill up by MGP)


	
	Department:
Quality Assurance
	Effective Date:
   (To be fill up by MGP)
	Revision No
0



I Reason for Existence
It indicates the relevance of the position in the organization. It answers the question – What is the objective of the position? It is composed of major functional statements and not specific activities. It usually ends with the parameters of the job.
Example:
Ensures good running condition of various heavy equipment referred to the department either for repair, calibration, adjustment, parts replacement or simply conducting routine preventive maintenance in accordance with the appropriate vehicle maintenance manuals.
II Immediate Leader 
Indicates the immediate superior to whom the position is responsible for.
Example:

Maintenance Supervisor
III Duties and Responsibilities
It is an enumeration of actual task to perform, indicating details to answer the questions:

What is the task?

How is it being done?

For what reason or why?
1. A
2. B
3. C
IV Minimum Qualifications
It indicates the minimum requirements to perform a satisfactory job. Although there is no harm in writing the preference, doing so is not necessary and will not attract applicants to fill-up the position.
1. A
2. B
3. C
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