What should a Position Description include?
1. Heading information
Job title, pay grade or range, reporting relationship (by position, not individual), hours or
shifts and the likelihood of overtime or weekend work.
2. Summary of the job
General responsibilities and descriptions of key tasks. Detail the role’s purpose, relationships
with stakeholders e.g. customers or co‐workers, and the results expected.
3. Qualifications
Education, experience, training, and technical skills needed.
4. Special demands
Extraordinary conditions applying to the job e.g. heavy lifting, exposure to temperature
extremes, prolonged standing, or travel.
5. Job duties and responsibilities
Identifying the tasks that summarise the roles and duties to be done. List tasks in either the
order of the time consumed or priority. It’s more important to list what must be performed
and accomplished than how. Being too specific on how to accomplish a duty could lead to
discrimination issues.
See position description example overleaf.

Position Description ‐ 2XYZ Community Radio Inc.
Title:

Sponsorship Manager

Salary:

$46,000 per annum + commission‐based bonus, 37.5 hours per week

Based at:

2XYZ, Radioville

Job purpose
To develop long‐term relationships with sponsors and oversee sales.
Overview
Reporting to the Station Manager, the Sponsorship Manager is responsible for both maintaining
positive relationships with ongoing clients and generating new sponsorship sales. Performance will be
evaluated on the basis of sales income procured with a 20% commission bonus paid if agreed targets
are met.
Key responsibilities and accountabilities











Manage a portfolio of accounts to achieve long‐term success
Develop positive relationships with clients
Act as the point of contact and manage customers’ individual needs
Generate new business using existing and potential customer networks
Resolve conflicts and provide solutions to customers in a timely manner
Report on the status of accounts and transactions to the Management Committee
Set and track sales account targets, aligned with station objectives
Suggest actions to improve sales performance and identify opportunities for growth
Schedule sponsorship campaigns and oversee production of campaign materials
Contribute to the coordination of any outside broadcast sponsored events

Qualifications





Proven work experience as a Sales Account Manager or Sales Account Executive
Hands on experience in sales and an ability to deliver excellent customer experience
Knowledge of CRM software and Microsoft Office (Excel in particular)
Excellent communication and negotiation skills

Requirements
Must have current driver’s license. Must be available one evening per month to report to the Board
meeting

