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	Position in the Organization

	
	

	Reports to (Hierarchical): 
	· Line manager (overriding functional lines)
· No one is hierarchically accountable to more than 1 person.  
· Linked to job appraisals, progress monitoring, disciplinary measures


	Reports to (Functional): 
	· Linked to task, content, expertise, protocols, training
· It is possible to have more than 1 functional manager


	Area:
	Medical / Log & Supply / HR & Finance / Ops 

	Supervises (Function): 
	




	Main Purpose

	

	· Using 1 or 2 sentences describe the nature, scope and overall purpose of the function and identify the expected results.

· Try to answer the following questions in general terms to reach the essential message:
What purpose does this position serve?
Why does it exist?
(Pay close attention to the way in which the level of the purpose is described. For example, a manager tends to be responsible for policy, while a supervisor implements policy.)

· Do not list specific tasks here!





	Accountabilities

	
· State the core tasks to perform, the resources needed and the goals to be reached by the function. 

· The core tasks must define the role of the function in the organization. 

· Limit the list of core tasks to 8.

· Always start a sentence with an action verb that is directly linked to the desired result of the task. 

Examples of verbs: Advise, analyse, assess, assist, check, control, coordinate, decide, 
develop, define, ensure, implement, manage, monitor, participate in, prepare, propose, support, test, train, report, validate

Example of task: HoM is accountable for the operational response in a mission. Therefore, the verb for a task regarding an operational strategy can be “define” or “validate”.

Avoid a list of day to day tasks that can take up a significant amount of time but that do not constitute a fundamental aspect of the function!



	 MSF Section/ Context Specific Accountabilities

	

	









	Requirements

	
	

	Education
	· List essential and/ or desirable degrees, specializations, qualifications 

	Experience
	· List essential and/ or desirable working experience 

	Languages
	· List essential and/ or desirable language skills.

	Knowledge
	· List essential and/ or desirable knowledge 

	Competencies
	· Use the MSF competency matrix to determine the core competencies for the function.



This job description may be amended in line with the activities or evolution of the Mission.
By signing, the employee acknowledges that he/she has read, understood and accepted this document.

	Employee Name/ Surname
	

	Place and date
	




Signature of the employee:
(To be signed in two copies, one for the employee and one for the employer)
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