Developing the Job Description

There is no magic formula for the perfect job description. Constructing one begins with choosing an appropriate title. Programs should avoid terms like "case manager" when the job is actually volunteer coordinator. The same holds true for describing the employee’s duties as "case management" or "casework." Neither is a function of a CASA program and using those terms tends to muddy the waters. It can also cause friction with the local social service agency whose role is casework. Most job descriptions contain a mix of hard and soft skills, credentials and previous experience in varying ratios. 
At a minimum, a job description should include:

• Job title

• Purpose / Function

• Hours required

• Qualifications / Skills

• Specific duties / Responsibilities
• Method of supervision

Any qualifications specified in the job description should be based on actual requirements of the job, such as the ability to relate to individuals from different ethnic backgrounds or the absence of a substantiated child protective services record. If the job description is being revised rather than newly created, input from current staff should be solicited.

Writing a job description is a time-consuming process. However, taking the time to assess the leadership needs of the organization and commit them to paper pays significant dividends. An accurate job description suggests questions that should be asked in the interview. It is a powerful risk-management tool. It keeps the selection process focused. For newly-hired staff, it serves as a map of unfamiliar territory. Job descriptions define roles and clarify relationships which help minimize conflict. Lastly, they are used as a basis upon which to evaluate performance.
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