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JOB DESCRIPTIONS

	2.1 DEVELOPING A JOB DESCRIPTION

	JOB TITLE
	Recommends a job title that identifies and differentiates this job from other positions.


	TECHNICAL COMPETENCIES
	These are the key deliverables /outcomes or areas of responsibility for the person.

What do you want them to achieve?


	PERSONAL COMPETENCIES
	These are the personality traits and characteristics that are considered to be the most important in the carrying out of the function and achieving the objectives.


	IMPORTANCE WEIGHTINGS
	Being the relative percentage importance of each competency as compared to other competencies within its grouping.


	POSITION ANCHORS
	Being the quantifiable performance standards that reflect varying levels of performance, where: 
H: High anchor - represents an example of an activity or behaviour that reflects superior performance for that particular competency 

M: Mid anchor - represents an example of an activity or behaviour that reflects just satisfactory performance for that particular competency 

L: Low anchor - represents an example of an activity or behaviour that reflects unsatisfactory performance for that particular competency. 





· Most Automotive Aftermarket businesses have employees who perform duties which fall into the following occupations:-

· Retail Assistant

· Mechanic

· Driver

· Receptionist 

· Automotive Parts Interpreter
· In many instances, due to the high level of multi-skilling in the Automotive Aftermarket Industry, one person performs some of the duties of all of these occupations.  In other Automotive Aftermarket businesses, there may be clearly defined occupations.

· To design a job description which best fits the positions in your business, choose from the following list of technical and personal competencies.

Remember:-

· There should be no more than 8-10 technical competencies and 8-10 personal competencies in each job description.

· Rank them in order of importance and give them an importance waiting as they apply in your organisation.  The importance weightings should add to 100%.

· Technical competencies are grouped by indicative occupations.  For example, competencies which are most likely to fall into practice administrative roles such as Receptionist are listed as Administrative. Support roles, such as Retail Assistant or Driver are listed as Support.  However, it may be that it is appropriate to use one or a few from each indicative occupation to create the job description that is right for your particular role.  This means, for example, that a Support role may also include some Administrative competencies.
· Personal Competencies are listed by the individual competency e.g. Accepts Direction, Empathetic, Handles Pressure and Stress etc.
2.2 COMPETENCIES GUIDE
Excel document attached

Summary:


Job Descriptions are fundamental for an employee’s connection at a Job Level. It is vital that an employee understands not only what the expectations of the role are but also how well they are expected to complete things.








Keep these things in mind should you need to amend the job descriptions: 





Writing clearly is the most important consideration. A person outside the specialised field should be able to understand the description. If you have to make a choice between being brief and being clear, BE CLEAR. 





Providing meaningful and correct information is more important than following exact proper sentence form. 

















