The Importance of Job Descriptions
Recruitment, Interviewing and Hiring

· Can be the source for an internal job posting, sent to recruiters or provide to applicants.

· The job description can serve as the basis for developing solid interview questions.

· Can provide an accurate picture of the job to the applicant during the hiring process, saving time, money and lost productivity.

Orientation and Training

· Clearly communicates to employees so that they know what is expected of them and helps orient them to job duties.
· Knowing what is expected allows employees to focus on the most important responsibilities and work productively.

Performance Management

· When utilized as part of the performance review cycle, job descriptions serve as a yardstick against which to measure how well an employee performs.

Disciplinary Action Support

· When performance expectations are not met, job descriptions help focus on the most important components of a job, assess performance fairly and discuss issues objectively.

· If problems persist, showing which job duties of the job are not being performed adequately will help to put you and the organization on a solid footing for taking the appropriate disciplinary action.

Legal Compliance

· If an employee or external agency challenges a hiring or employment decision, it is likely that a job description will be requested.  A thorough well-written job description can be an important tool in meeting such challenges. 

