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Title of the Position: 

Directorate / Service/Department (or other type of organizational unit):

       Level of position: 

Overall objective

Professional Requirements:

· Education, 

· Qualifications,

· Experience,

· Knowledge,

· Skills.

Responsibilities and Tasks 

1. General
2. Human resources management

2. Procedures

3. Reporting

4. Etc.

Additional Responsibilities

 Additional responsibilities may derive from the nature of work from the administrative rules.

Rights of the civil servant 

Limits and accountability   

· Is accountable to …….,

· While performing his/her functions, shall comply with the code of conduct prescribed in the …………….. procedures,

· Respects the confidentiality of work in accordance with the signed Declaration of Confidentiality and Impartiality
· To not commit himself/herself in any actions those are not compatible with his/her statute (segregation of duties).

Signature of the Employee:

   -----------------------
      -------------------
       ---------------


(Accepted)




(Name)


 (Signature)

(Date)
Approved by:

                           -----------------------
      -------------------
        ---------------Head of PIU



 (Name, position)

(Signature)

(Date)
� The sections for this part are only example and shall include the responsibilities according to functions of the department and according to the specific job





