SOP: Creation and Documentation of Job Descriptions
and Requirements

This SOP details the creation and documentation of job descriptions and requirements, encompassing the
identification of job roles, outlining key responsibilities, specifying essential qualifications and skills, establishing
performance expectations, adhering to legal and organizational standards, and ensuring clear communication of job
criteria. The goal is to facilitate effective recruitment, performance management, and alignment of roles with
organizational objectives.

1. Purpose

To standardize the process of creating and documenting job descriptions and requirements for all positions within the
organization.

2. Scope

This procedure applies to all departments and roles within the organization where a new job description is required or
existing descriptions need to be updated.

3. Responsibilities

Role Responsibility
HR Department Oversees the SOP, reviews and finalizes job descriptions, ensures compliance.
Department Head Identifies need, provides role-specific input, reviews draft descriptions.
Hiring Manager Defines job requirements, confirms alignment with team objectives.

4. Procedure

1. ldentify the Need for a Job Description
o Analyze business and staffing requirements.
o Confirm approval for new role or updated requirements.
2. Gather Job Information
o Consult with relevant stakeholders.
o Review similar positions within and outside the organization.
3. Draft the Job Description
o Include the following sections:
= Job Title
Department
Reporting Line
Key Responsibilities
Required Qualifications (education, certifications, experience)
Key Skills (technical and soft skills)
Performance Expectations/Indicators
Working Conditions
= | egal and Compliance Statements
4. Review and Approval
o Distribute draft for feedback (Department Head, Hiring Manager, HR)
o Revise as necessary based on input.
o Obtain formal approval (HR/Management signature as per policy).
5. Documentation and Storage
o Save the approved version in the designated repository (HRMS or shared drive).
o Maintain version control and archive previous drafts.
6. Communication
o Share with relevant stakeholders, recruitment teams, and employees as appropriate.
o Ensure accessibility and clarity of job description.
7. Review and Update
o Regularly review job descriptions (e.g., annually or as roles change).
o Follow the same process for updates.



5. Compliance and Standards

¢ Ensure all job descriptions meet equal employment opportunity (EEQO) and labor law requirements.
¢ Adhere to internal organizational policies and branding standards.

6. Records

All finalized job descriptions and related documentation will be securely stored and made available as required for audit
or reference purposes.

7. References

e Company Employee Handbook
¢ Relevant employment laws and regulations
¢ HR documentation guidelines
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