[bookmark: _1i3nr0d9iv9p]Job Description Template 
[bookmark: _fvupy71ndhlt]For Small Business Roles
📋 Introduction to Using These Templates
Best Practices for Customization:
1. Replace bracketed text [like this] with your specific information
2. Tailor responsibilities to your exact business needs
3. Include company-specific culture and values
4. Set clear expectations for performance metrics
5. Review legal compliance with local employment laws
👔 1. ADMINISTRATIVE ROLE TEMPLATE
[bookmark: _u2q1mymupvp8]Position Title: Administrative Assistant/Office Manager
Department: Administration
Reports To: [Owner/Manager/Director]
Employment Type: [Full-Time/Part-Time/Contract]
Location: [Office/Hybrid/Remote]
[bookmark: _qsmdw86czqyx]Company Overview
[Insert 2-3 sentences about your company, mission, and culture]
[bookmark: _iguwi483wc4u]Position Summary
The Administrative Assistant ensures smooth daily operations by providing comprehensive support to our team and managing office functions. This role requires exceptional organizational skills, attention to detail, and a proactive approach to problem-solving.
[bookmark: _4p0c8rh29w9s]Key Responsibilities
Office Management (40%)
· Maintain office supplies inventory and place orders as needed
· Manage incoming/outgoing mail and packages
· Coordinate office maintenance and vendor relationships
· Ensure office equipment is functional and maintained
Administrative Support (40%)
· Schedule appointments and maintain calendars for [specify personnel]
· Prepare documents, reports, and presentations
· Organize and maintain digital and physical filing systems
· Answer and direct phone calls professionally
Team Support (20%)
· Assist with meeting coordination, including agenda preparation and minute-taking
· Support onboarding of new employees
· Coordinate team events and celebrations
· Handle confidential information with discretion
[bookmark: _gigf4algi4pd]Qualifications & Skills
Required:
· High school diploma or equivalent; associate's degree preferred
· 2+ years of administrative experience
· Proficiency in Microsoft Office/Google Workspace
· Excellent written and verbal communication skills
· Strong time-management and multitasking abilities
Preferred:
· Experience in [your industry]
· Familiarity with [specific software, e.g., QuickBooks, Slack]
· Basic accounting/bookkeeping knowledge
[bookmark: _qtmtxz1f6qhz]Performance Metrics
· Office supply costs maintained within budget
· Internal satisfaction rating of [X]% from team surveys
· Response time to internal requests under [X] hours
· Accuracy rate of [X]% for document preparation
[bookmark: _ucz4j2af3gp]Compensation & Benefits
· Salary range: $[XX,XXX] - $[XX,XXX] per year
· [List benefits: health insurance, PTO, retirement plan, etc.]
· [Any additional perks: flexible hours, professional development allowance]
📈 2. SALES ROLE TEMPLATE
[bookmark: _7sl3igpm593d]Position Title: Sales Representative/Account Executive
Department: Sales
Reports To: Sales Manager/Owner
Employment Type: [Full-Time/Part-Time/Commission]
Location: [Office/Field/Hybrid]
[bookmark: _16bdgt4mvfy2]Company Overview
[Insert company overview highlighting your products/services and market position]
[bookmark: _i0qpxptrgg42]Position Summary
The Sales Representative drives revenue growth by acquiring new customers and nurturing existing relationships. This role requires a results-oriented professional with excellent persuasion skills and a deep understanding of customer needs.
[bookmark: _tsttyck24uif]Key Responsibilities
Business Development (50%)
· Prospect and generate new leads through cold calling, networking, and referrals
· Conduct product/service demonstrations and presentations
· Develop and maintain a robust sales pipeline
· Achieve monthly/quarterly sales targets
Account Management (30%)
· Build and maintain strong client relationships
· Identify upsell and cross-sell opportunities with existing customers
· Address customer inquiries and resolve issues promptly
· Maintain accurate records in CRM system
Market Intelligence (20%)
· Monitor competitor activities and market trends
· Provide feedback to management on customer needs
· Participate in sales strategy meetings
· Represent company at trade shows or industry events
[bookmark: _2b702lu57isc]Qualifications & Skills
Required:
· Proven sales experience with track record of meeting/exceeding targets
· Excellent communication, negotiation, and closing skills
· Self-motivated with strong work ethic
· Proficiency with CRM software
Preferred:
· Experience in [your industry]
· Bachelor's degree in Business or related field
· Knowledge of [specific sales methodologies]
[bookmark: _z4198facjgqf]Performance Metrics
· Monthly sales quota: $[XX,XXX] in revenue
· Minimum [X] new qualified leads per week
· Customer retention rate of [X]%
· Sales pipeline accuracy within [X]%
[bookmark: _thunqtbwno4n]Compensation & Benefits
· Base salary: $[XX,XXX] - $[XX,XXX] plus commission
· Commission structure: [Describe clearly with examples]
· [Benefits package]
· [Performance bonuses, company car/allowance, etc.]
🎯 3. MARKETING ROLE TEMPLATE
[bookmark: _h7jesbz7rwnj]Position Title: Marketing Coordinator/Specialist
Department: Marketing
Reports To: [Owner/Marketing Manager]
Employment Type: [Full-Time/Part-Time]
Location: [Office/Hybrid/Remote]
[bookmark: _24xp7vsynjzm]Company Overview
[Describe your company, target market, and brand positioning]
[bookmark: _lh1ag0i1hdej]Position Summary
The Marketing Specialist develops and executes marketing initiatives to increase brand awareness, generate leads, and support sales objectives. This role requires creativity, analytical thinking, and expertise in digital marketing channels.
[bookmark: _d6vs4iaca6h3]Key Responsibilities
Content Creation (35%)
· Develop marketing content for website, social media, email campaigns
· Create engaging copy, graphics, and multimedia content
· Maintain brand consistency across all channels
· Manage content calendar and publication schedule
Digital Marketing (35%)
· Execute social media strategy across [platforms relevant to your business]
· Manage email marketing campaigns and segmentation
· Monitor and optimize SEO/SEM efforts
· Analyze website traffic and user behavior
Campaign Management (30%)
· Plan and execute marketing campaigns from conception to analysis
· Coordinate promotional events or partnerships
· Track campaign performance and ROI
· Prepare regular marketing reports and insights
[bookmark: _h0rv2xkbn919]Qualifications & Skills
Required:
· 2+ years of marketing experience, preferably in small business environment
· Proficiency with social media platforms and digital marketing tools
· Experience with content creation and basic graphic design
· Analytical skills with ability to interpret marketing data
Preferred:
· Experience with [specific tools: Canva, Mailchimp, Google Analytics, etc.]
· Knowledge of [your industry] marketing trends
· Basic HTML/CSS understanding
· Bachelor's degree in Marketing or related field
[bookmark: _ffxw2jwvzse]Performance Metrics
· Increase website traffic by [X]% quarterly
· Social media engagement growth of [X]% monthly
· Lead generation: [X] qualified leads per month
· Email open rate above industry average ([X]%)
[bookmark: _fixuop9v2oc7]Compensation & Benefits
· Salary range: $[XX,XXX] - $[XX,XXX] per year
· [Benefits]
· [Professional development opportunities]
· [Creative freedom/flexibility specifics]

[bookmark: _ixbzoc2z1o4p]⚙️ 4. OPERATIONS ROLE TEMPLATE
[bookmark: _ukfvhgyx85bn]Position Title: Operations Coordinator/Manager
Department: Operations
Reports To: Business Owner/General Manager
Employment Type: Full-Time
Location: [Office/On-site]
[bookmark: _mvonhis3esrv]Company Overview
[Describe your business operations and the industry you serve]
[bookmark: _uczoi9nsng1y]Position Summary
The Operations Manager ensures efficient business processes, manages resources effectively, and oversees day-to-day operational activities. This role requires strong organizational skills, problem-solving ability, and attention to detail.
[bookmark: _kfqw07mvfg2r]Key Responsibilities
Process Management (40%)
· Develop, implement, and optimize operational procedures
· Monitor daily operations and address issues promptly
· Ensure compliance with safety regulations and quality standards
· Manage inventory control and supply chain coordination
Team Coordination (30%)
· Supervise [department/team] staff and workflows
· Schedule and allocate resources effectively
· Train team members on operational procedures
· Foster a culture of continuous improvement
Performance Analysis (30%)
· Track key operational metrics and KPIs
· Prepare operational reports for management
· Identify cost-saving opportunities
· Implement quality control measures
[bookmark: _eghu1e3pcioa]Qualifications & Skills
Required:
· 3+ years of operations experience in small business environment
· Strong problem-solving and decision-making skills
· Excellent organizational and leadership abilities
· Proficiency with operations software and basic spreadsheets
Preferred:
· Experience in [your specific industry]
· Knowledge of lean/process improvement methodologies
· Budget management experience
· Bachelor's degree in Business Administration or related field
[bookmark: _t4npxhx5afm3]Performance Metrics
· Operational efficiency improvements of [X]% annually
· Reduction in operational costs by [X]%
· On-time delivery/fulfillment rate of [X]%
· Employee productivity increase of [X]%
[bookmark: _y2tb24v5zfgj]Compensation & Benefits
· Salary range: $[XX,XXX] - $[XX,XXX] per year
· [Benefits package]
· [Performance-based bonuses]
· [Opportunity for advancement within growing company]

[bookmark: _2a316bi82j10]💻 5. TECHNICAL ROLE TEMPLATE
[bookmark: _kmx1sym7xbff]Position Title: [IT Support Specialist/Systems Administrator/Developer]
Department: Technical/IT
Reports To: [Owner/Technical Lead]
Employment Type: [Full-Time/Part-Time/Contract]
Location: [On-site/Hybrid/Remote]
[bookmark: _w87c8ppkewkd]Company Overview
[Describe your company and its technical environment/needs]
[bookmark: _yuvopayhjzmg]Position Summary
The Technical Specialist maintains and supports the company's technology infrastructure, ensuring systems are secure, functional, and aligned with business needs. This role requires technical expertise, troubleshooting skills, and ability to explain technical concepts to non-technical users.
[bookmark: _6io0g87j4cwc]Key Responsibilities
System Maintenance (40%)
· Install, configure, and maintain hardware and software systems
· Monitor system performance and troubleshoot issues
· Implement security measures and data protection protocols
· Perform regular system backups and recovery testing
User Support (30%)
· Provide technical support to employees via help desk system
· Train staff on proper use of technology and software
· Create and maintain technical documentation
· Set up equipment for new employees
Technology Planning (30%)
· Research and recommend technology solutions
· Assist with technology budgeting and procurement
· Plan and execute system upgrades and migrations
· Stay current with emerging technologies and threats
[bookmark: _fcdyqc2icq69]Qualifications & Skills
Required:
· Proven experience in [specific technical area: IT support, web development, etc.]
· Knowledge of [relevant systems: Windows/Mac OS, networking, specific software]
· Strong troubleshooting and problem-solving skills
· Ability to manage multiple priorities in fast-paced environment
Preferred:
· Certifications in [relevant areas: CompTIA, Microsoft, Cisco, etc.]
· Experience with [specific technologies used in your business]
· Bachelor's degree in Computer Science or related field
· Previous small business IT experience
[bookmark: _7kgp4w7bdo3b]Performance Metrics
· System uptime of [X]%
· Average ticket resolution time under [X] hours
· User satisfaction rating above [X]%
· Successful implementation of [X] technology projects annually
[bookmark: _sfel1yleyr09]Compensation & Benefits
· Salary range: $[XX,XXX] - $[XX,XXX] per year
· [Benefits]
· [Home office/equipment stipend if remote]
· [Professional certification support]
📝 Implementation Checklist
Before Posting:
· Customized all bracketed [content]
· Added company-specific values and culture elements
· Verified salary ranges are competitive for your location/industry
· Included equal opportunity employer statement
· Defined clear application instructions
· Assigned realistic performance metrics
Legal Considerations:
· Consult with legal professional to ensure compliance
· Include "Other duties as assigned" clause
· Add at-will employment statement (where applicable)
· Ensure non-discriminatory language
🔄 Template Customization Guide
For Startups/Early Stage:
· Emphasize versatility and growth opportunities
· Include "wear multiple hats" expectation
· Highlight learning and advancement potential
For Established Small Businesses:
· Focus on specialized skills and experience
· Emphasize process improvement and scalability
· Include clearer career path within organization
Industry-Specific Additions:
· Add industry-specific certifications or requirements
· Include relevant regulatory compliance responsibilities
· Tailor performance metrics to industry standards

