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ROLE DESCRIPTION – [TITLE]
[image: Megaphone1 with solid fill]IMPORTANT
This template has been colour coded to assist you to complete it accurately. Example information is shown in <blue writing> and should be deleted or changed to black once you have finished customising to reflect service and constitution requirements.

ORGANISATION PROFILE 
[Insert paragraph about the organisation]
Position Summary
[Insert a summary of the position]
Principal Responsibilities
· [Insert responsibilities]
Term of Office
The [role] will be appointed/elected initially for a term of [insert number of years as per the constitution].
Time Commitment
The time commitment required of a [role] involves approximately [state estimated hours per week/month].
Skills
	General Skills
	Business Related Competencies 

	
	



Key Information 
	Email address and password:
	

	IT username and password:
	

	Document storage via [INSERT]: 
	

	Relevant passwords:
	

	Key contacts:
	

	Distribution list/s:
	

	Key dates:
	

	Key methods of communication:
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