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VACANCY ADVERTISEMENT


Job Title:
Location:
Employment Type:

Reporting to:

	BACKGROUND


Provide some basic details about your organization. Include your vision and mission statement as well as information on team size and culture. If your organization has a website, consider including a link in your vacancy.
	PURPOSE


A general statement summarizing in three or four sentences the purpose or objective of the position.
	RESPONSIBILITIES


A detailed list of specific duties and tasks in their order of significance, the most important duties should appear at the top of the list. Include every duty that is necessary to a successful performance of the job.

An important feature to put at the end of this section: Other duties as assigned
	REPORTING STRUCTURES


A description of who they are subordinate to directly and indirectly and their own supervisory roles (if any).

	REQUIREMENTS


The list should be as specific as possible when detailing the qualification, experience, knowledge, skills and abilities required to perform the job.
	HOW TO APPLY


Make sure to give clear instructions on how to apply for this vacancy, including all documents to be submitted (CV, cover letter, reference letters etc.) the deadline for the submission and e-mail address.
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TEMPLATE

