
The humble Job Profile is the foundation of many HR practices in your  
company.  Not only is it a description of the exact tasks involved in a job, but it 
also indicates the skills and experience a person will need to be able to do this 
job well.  Having a clear Job Profile will assist in the selection process, training 
and development activities, performance management and accountability. 

JOB PROFILER
ORGANISATIONS
The most important thing is to remember that a Job Profile 
should always be centred around a job, and not a person.

If your organisation does not currently have Job Profiles, or it they have not 
been revised recently to make sure the description is on par with industry 
trends, you can use this as a tool to assist you to ensure all information is  
included.  However, the right stakeholders must sit around the table when  
you do this. HR, the line manager, and someone that is currently in the position 
needs to assist as a subject matter expert. You must understand that this Profiler 
is a tool, and you have to use it wisely, as every organisation is unique.  We at 
Spinefoot want to empower you. If you need some guidance, give us a call. 
We have done it many times before. 



Job Title Make sure it is the official title used 

Purpose Write in 2 sentences why this job exists in your 
organisation

Job Grade Shows the level of the job in the organisation

WFH Gage Fully Remotely / Hybrid / Office Based

Department
Reports to Into what position will the person in this job 

report into

Career Path Name at least 2 future positions where the 
incumbent that holds this position could grow 
into

Budget
Decision Making
# Direct Reports
# Indirect Reports

The normal, obvious information 
you would expect to see first

SECTION B:
Requirements

Qualification Area Importance
Break it down into a 
scale your business 
would understand such 
as Recommended / 
Desirable / Required / 
Essential.

Experience Type Years Importance
Break it down into a 
scale your business 
would understand such 
as Recommended / 
Desirable / Required / 
Essential.

Accreditation &  
Registration

Description Importance

Here you have to  
state the physical 
requirements for the 
position and legal  
requirements if there 
are any.  State even 
the things you would 
deem obvious, like 
“having a clear credit 
record” if this position  
is in finances.

SECTION A:



SECTION C: 

Key Performance  
Indicators

Performance Output Success Indicator 

This is where you  
break down the job 
into measurable  
outcomes tied to the 
responsibilities of the 
job. In other words, 
how will the task be 
measured?
Make sure this is concise
Example:

• Stakeholder  
Management.

Bullet here all the  
outputs related to  
the Key Performance 
Indicator. 
Example: 

• Build and maintain 
relationship manage-
ment with all relevant 
internal and external 
stakeholders.
• Promote  
establishing active, 
informative relations 
with internal and  
external stakeholders. 

How does success look 
like if this is done right?
Example:

• Timeous delivery  
of activities.
• Act in good  
faith, keeping the 
company’s best  
interest at heart.

SECTION D:
Area Description
Behavioural Competencies Bullet here the cognitive and personality  

behaviours/characteristics a person must 
display in this job 
It is important to have a framework in your 
organisation as a blueprint for this.  If your 
company do not have a competency  
framework, give us a call so we can guide 
you.
Example:

• Interpersonal Skills 

Systems Skills The systems the person need to have  
mastered to be able to do the job.

Technical Competencies The main difference between behavioural 
and technical competencies is that  
behavioural competencies are seated in the 
person, while technical competencies here 
include the learned expertise the person 
should have.

Functional Skills The technicalities and technical skills the  
incumbent will need to be able to do this job

Leadership Clearly define here what type of leadership 
the incumbent of this position should display.
Example:

• Leading self / Managing Others /  
Inspirational Leadership / Innovative  
Leadership / Visionary Leadership.

What the job entails (Outputs)

 Knowledge and Skills



SECTION E: 
Let’s Sign It and Set the Disclaimer

People that will need to sign and date this 
document is the Incumbent, the Line Manager, 
HR Representative 

This job profile has been designed to indicate the broad 
nature and level of work performed by the incumbent. It is 
not designed to carry or be interpreted as a comprehensive 
directory of all duties, responsibilities and qualifications  
required of employees assigned to this job.

Disclaimer

GOOD TEAMS
COME TO

THOSE WHO
WAIT

request a meeting
Don't do it yourself, 

let us help build your dream team.

hello@spinefoot.co.za.


