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6 Steps to Writing Great Position Agreements 

Step #1 – List out five to seven (max) Major Responsibilities of the position.  Keep it 
simple, should be no more than two sentences each.  The question to ask here is: 
“What are the major areas of responsibility for this job?” 

Step #2 – For the five to seven items you noted under ‘Major Responsibilities” list out 
three to five Objectives / Results that would let you know they have been successful in 
carrying out those major responsibilities.  The questions to ask here are “How will I 
know it got done?” or another way of saying it is “What is the measurable results 
produced that would let me know it got done?” 

NOTE:  this should not be a task list, these are the measurable results produced to let 
you and the employee know the criteria for successful accomplishment.  It must be 
measurable.  What and by when. 

Step #3 – List what Skills and Qualifications someone should have in order to be 
successful in doing this job.  These can be technical in nature as well as year’s 
experience, and soft skills.  The question to ask here is: “What skills and experience 
should someone possess to be able to do this job effectively?” and “What kind of 
personality characteristics would they have that are best suited for this position?” 

Step #4 – With the #1 and #3 in minds; write out a two to three sentence paragraph that 
would summarize overall the Primary Function of this job.  The question to ask here is: 
“What is the overall responsibility of this job?” 

Step #5 – Putting it together.  Primary Function goes first, then Major Responsibility, 
then Skills & Qualifications, then Objectives and Results.  The first three should all 
fit onto one page.  See attached sample Job Description for an Accounting Manager. 

Step #6 – Implement the job description with staff and use when interviewing 
prospective employees.  Follow the procedures for Implementing Position 
Agreements / Job Descriptions (this is a separate document from this). 
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