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Factsheet: What is a position description?
A position description defines the purpose, scope and expectations of a role in an agency.
It sets the framework for accountability and performance by describing: 
· key responsibilities and deliverables of the role 
· knowledge, skills and experience required 
· reporting lines and working relationships 
· how the role contributes to agency goals. 
Position descriptions ensure human resources, managers and staff share a common understanding of what work needs to be done and how it connects to agency outcomes. In short, they align people, performance and structure.
Position descriptions can be used in the following ways: 
· Recruit and select effectively: Attract and assess applicants based on specified and standardised criteria. 
· Manage performance and development: Set expectations, measure outcomes and identify skills for growth. 
· Support classification and pay frameworks: Ensure fairness and transparency in the classification and payment of positions across the agency and sector. 
· Plan the workforce: Understand capability, identify gaps and design future structures. 
· Create agency clarity: Align roles, accountabilities and goals across teams and business areas. 
When position descriptions are accurate, consistent and connected, they become a powerful source of insight – turning the complexity of work into structured information that drives better business decisions.
	Position descriptions that clearly express the work required can:
· power an effective talent strategy that meets today's demands and anticipates future needs
· ensure a fairer and less biased hiring process that is inherently more equitable and supports a diverse talent pool
· attract the right applicants aligned with the role and the agency’s unique remit.
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