
 

Job information checklist 

 
What is the title of your job? _______________________________________ 

 

To whom do you report (your boss)? _________________________________ 

 

What positions report to you?                 _________________________________________________ 

 

What is the main purpose of your job?  __________________________________________________ 

 

What are your 5 key activities? 
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What knowledge and skills are required in your job? 

 


