JOB DESCRIPTION

	Unit 1020, Land Forces
	

	Location:
	

	Rank:
	

	Job title:
	

	Specialty:
	

	Essential Duties and Responsibilities: 

Write one sentence/short paragraph giving a brief description to state overall purpose, expectations and/or objectives of position. 
Then add bullet points, listing the specific tasks and job duties of the position that are required on a daily basis. Items should begin with action words such as perform, responsible for, deliver, develop, etc. 
If this position is part of a group of levels (i.e. Customer Service Rep I - Customer Service Rep II) , be sure to show the increase in responsibility or progress required to advance to different levels.

· Perform related duties as assigned 
· Maintain compliance with all ……………. 



	Education: 

Describe what knowledge, skills and abilities you have. 
· Excellent verbal and written communication skills, including ability to effectively work in group
· Excellent computer proficiency (MS Office – Word, Excel and Outlook)
· Military and civilian degrees earned.

	Work Experience Requirements: 
Your most important duties you have had and performed
· ………


	Name/Surname:
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