· Functional Title

· Responsibility:
Contact information for primary role
Contact information for backup role

· Main Function to be carried out 
· Primary tasks
· Secondary tasks
· Time schedule

· Tools needed to complete task:
· Inputs: where do we get this information from, what contacts are needed, phone lists, emails, etc
· Outputs: who receives this info, how is it recorded, documented
 
· Summary of Job
· Brief Synopsis of tasks, how to carry out the primary roles, what to look for as indicators of problems, take care of minor problems or cover when someone is out.

