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ORGANISATIONAL CONTEXT  
 

In 1 or 2 paragraphs, p rovide a brief overview of the faculty/division/department and the 
organisational work unit including a description of the unitÕs key objectives . 
 
Further information on the development of a position descriptio n is contained in the 
Classification Guidelines ). 
 

 
 
POSITION PURPOSE 
 
In this section prepare a short statement explaining why the position exists and its primary 
purpose, key components and broad accountabilities of the position  (provide 2-3 primary 
purposes presented in 2-3 sentences).  

 
This section helps to place the duties and key selection criteria in the context in which it 
operates.  
In this section, prepare a short statement (2-3 sentences) explaining the primary purpose of 
the position, key compon ents and broad accountabilities. This section should provide 
information which will further contextualise the position as to where it fits, its scope and 
impact on the University and the level of decision -making inherent in the role.  
 
This section should a lso contain the following information using the headings provided 
below for ease of identification:  

¥ Title of the position this position reports to (all positions should have one primary 
reporting relationship and not multiple reporting lines)  

¥ Any supervis ory responsibilities of the role including the number of direct reports to 
the position   

¥ Financial delegation and/or budget re sponsibilitie s including value of assets managed   
 
 
A current organisation chart  is attached:   YES/NO. 
 
 

The organisation chart sh ould contain details of the where the position sits, who it reports 
to, the number of direct reports, show related work functions within the unit and articulate 
HEW levels for all positions on the organisation chart.  

 
 
 
KEY RESULTS AREAS AND RESPONSIBILITI ES 
 

This section describes the major outputs  for which the position is responsible and must 
commence with an action verb and be listed in order of importance. List 4 or 5 (maximum of 
8 for senior roles) key result areas (i.e. major areas of the positionÕs work), with up to 4 key 
responsibilities (these should also commence with an action verb) in each key result area .  
 
The Key Result Areas and Key Responsibilities should  not contain an exhaustive task list of 
all activities performed by the position nor a description of how the work is to be performed. 
This information should be contained in the individualÕs performance plan . 
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KEY SELECTION CRITERIA:  
 

This section describes the minimum requirements (i.e. the inputs)  needed for the occupant 
to perform the  duties of the position properly. The Key Selection Criteria should begin with 
an adjective (e.g. highly developed), be numbered and listed in order of priority  (should not 
be an exhaustive list Ð 8 or 9 maximum) .  
List the primary qualifications, training , skills, knowledge, experience and other attributes 
required to perform the responsibilities of the position. Do not over -prescribe the 
requirements or describe the skills/abilities of the current/most recent incumbent or design 
the KSC to attract or prom ote a particular individual .  
 
Note: The Key Selection criteria, particularly formal qualification must be consistent with the 
qualification and experience requirements of the Professional Staff Classification 
Descriptors for the relevant HEW grade level . Mandatory qualifications (e.g. for legal 
positions) should be stated first in the Key Selection Criteria . 

 
Key Selection Criteria can be identified using the following categories:  

¥ Mandatory criteria (usually a formal qualification)  
¥ Essential criteria (must  have)  
¥ Desirable Criteria (advantageous to have).  

 
 
 
OTHER JOB RELATED INFORMATION:  
 

This section provides additional information on any unusual demands or advantages related 
to the position, important information that a potential applicant needs to know  prior to 
applying for the advertised position. This information could include:  

¥ Travel (e.g. to other campusÕ of the University)  
¥ Shift work , overtime  and out of hours work (including evenings, weekends and public 

holidays  
¥ On-call (including rostered on -call requirements)  
¥ Peak periods of work during which the taking of leave may be restricted  
¥ Possession of a current Victorian DriverÕs License   
Note: It is not appropriate to list other duties or KSC requirements in this section of the 
Position Description .  

 


