
Tips for Writing a Good Job Description 
 

Components of the Job Description 

Position Functions/Description (most lengthy) 
 Details what the job actually entails 
 Discusses tasks employees will face everyday 
 Indicates who the employee works with (customers, the 

public, internal staff, etc.) 
 Discusses Career Readiness/Transferable Skills you 

consider valuable (problem solving, communication, etc.). 
What will they learn from the job? 

 Include Pay rate/hour 
 

Position Attributes (qualifications) 
 Detail any technical or educational requirements that are 

critical or desired (major, experience, computer skills, 
languages, etc.) 

 Provide insights on the type of work environment 
(culture) you maintain (i.e. high energy, great 
communicator/writer, etc.) 

 
See sample job description on page 2. 
 

 

 

 

 

 

 

 



 


