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Position descriptions (PD’s) have been historically the most important element in helping employees 
and managers to agree on the activities of a role. They come in many different forms and are useful 
to ensure that both HR and staff know the job and what it entails.  

In discussions with line managers (if applicable) and staff about the job it is important that HR 
familiarise themselves with the job description when asked to evaluate the role and provide salary 
information.  

The development of a position description or the verification of a PD in conjunction with the 
manager or the incumbent is a useful tool for HR in helping to provide accurate information and gain 
credibility with the line. 

When deciding what headings and information to include in a PD, think about the activities that 
make the position different.  

Once you have a current position description you have something you can compare against similar 
positions internally and externally to the organisation. 

If you are going to use PD’s be sure to review how each PD interacts with others within your 
organisation to ensure it is a true reflection of both: 

• What you want to be happening within your organisation; and 
• What is happening within your organisation? 

 


