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Course Content & Outline

Section 1: How A Job Description Can Help Your Business

e What is a job description used for?

e Understanding the skills required for the job role.



e Evaluating the job role level and assigning appropriate compensation.
¢ Job analysis and questions raised.

¢ Roles and responsibilities - who should pull a job description together?

Section 2: Job Analysis Methodology

e Creating a job specification to cover all tasks.

« Definition of aims, goals, and requirements for the role.
e What is the job description advertising?

e Your candidate selection process.

e Job description terminology.

e Your competitors’ roles and how yours measure up.

Section 3: The Correct Approach to Job Descriptions According to Your Company

e How your requirements determine your methodology.

¢ Process steps and guidelines to create a usable framework.
e Writing content based on purpose.

e Skills-based descriptions.

e Knowledge-based descriptions.

Section 4: Writing An Effective Job Description

e The drafting process.

e Maintenance of job descriptions.

¢ Tricks and tools for making a job description look appealing.
e Checklists to work with your company’s strategic aims.

e Writing about needs and wants.

e Benefits vs. functions.

e Understanding and defining what you don’t want.

Section 5: Job Descriptions Based on Competency

* The definition of competency.

* |dentifying advantageous competencies.

e What qualities is the best candidate required to have?
e Interviews based on the job description.

e Initial requirements and long-term aspirations in the same job descriptions.

Section 6: Performance Management Based on Job Description



e Setting out key aims.

e Managing KPIs alongside job description requirements.
e Reference to job descriptions in management meetings.
¢ Development program based on long-term goals.

e Setting a progression ladder based on all competencies.
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Administrative Accounting: Definition & Roles

Embark on a journey into Administrative Accounting, a pivotal realm in financial
management. Explore its significance, roles, and the path to a rewarding career. From

strategic decision-making to career growth, discover the value Administrative Accountants

.bring to organisational success
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YouTube Video
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