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A critical aspect of hiring freelance workers to help you with your day-to-day, non-strategic business processes is creating a clear and concise job description. A good job description will provide potential candidates with the skills and competencies needed to perform the role, the basis for the employment contract, and where the job fits within the overall company hierarchy. Here are the five steps you need to follow to create a clear and concise job description for your outsourcing needs. 

Step 1 – Creating the Job Title
An excellent job title is the first fundamental element of any job description. A good job title will be able to indicate the nature of the job accurately and the duties that will need to be performed; it will be free of gender or age implications, is generic enough that applicants can compare it to similar jobs in the industry, and is self-explanatory for recruitment purposes. 

Step 2 – Determining the Duties
The job description should contain a list of the duties involved with performing the role along with the amount of time expected to be dedicated to each task. The responsibilities should be no more than two or three sentences and contain an action, an object, and a purpose.

Step 3 – Listing Skills and Competencies
Skills and competencies are very different things and should be listed separately. Skills are defined as activities the worker can perform based on what they’ve learned in the past, while competencies are traits that you can expect the candidate to display in the role. 

Step 4 – Determine Working Relationships
When creating a clear job description, it is essential to include reporting lines and working relationships. The reporting lines work to clarify the responsibilities of the position by showing who the candidate will report to. This is important to give the candidate a good idea about the hierarchical structure and how the job fits into it. Including the working relationships of the company list the people and departments that the candidate will have to work with.

Step 5 – Salary
Instead of simply assigning a particular salary to the position, create a salary range to include in the job description that is competitive with similar positions at other organizations. This will allow for variations in candidate education and experience.

A good job description is more than a simple laundry list of responsibilities and tasks. When they are well written, they give the candidates a clear picture of the position. The more accurate you can make the job description, the more useful it will become in the future. 
