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	Job Description
Owner/Department: HRD - Training & Org. Dev't



	Brief
	It is the Policy of SMSA Express Trans. Co. to reinforce its employees in identifying their role and responsibility in form of Job description (JD) to enhance their ability to meet future business requirements.

	Purpose
	To ensure that all Employees have the knowledge of the role, responsibilities, skills and competencies in order to meet the needs of the business in their current roles. 

	Eligible employees
	All Employees

	Guidelines
Procedures

& Responsibilities
	Identification of role, responsibilities, skills and competencies order to carry our current and future business requirements.
1.New JD Process:
Personal Department
The personal Department (Payroll Section) will provide a master manpower report consisting of all Active permanent employees along with the job title on monthly basis. 
Performance Management Section 
· Performance management specialist will request a manpower report from the personal Dept. on monthly basis  

· The Performance management specialist will evaluate the report provided by the personal Department. 

· Performance management specialist will compare the existing JD title against the monthly manpower report to identify the unavailable JD
· Performance management specialist will make a request to concern department to prepare the unavailable JD by using Position Specification Questionnaire (PSQ)
· Performance management specialist receives the filled Position Specification Questionnaire (PSQ) or Complete details of the position directly on JD format from the respective department.
· Performance management specialist will Review the JD compliance and send a request to QRM for upload the JD in the SMSA document management system (GUIDE).  
Concern Department
· The concern department will receive the request to prepare the new/unavailable JD from Performance Management Section.
· The respective departments and the Subject matter Experts (SME) will prepare the JD details of the position directly on JD format /or Fill the Position Specification Questionnaire (PSQ) and must submit to Performance Management Section within the 14 working days.
2.Annual JD Review process:

QRM  Department
· The QRM Department (QMS Specialist) will initiate the annual JD review request via SMSA document management system (GUIDE) in the last quarter of the year to the concern departments. 

· The concern department will respond to the request by Accept(no changes required ) or Reject (if changes required)

· Changes required in the JD’s with the filled JD review form will be send it to Performance Management section  
Concern Department

· The concern department will receive the request through SMSA document management system (GUIDE) for annual review from The QRM Department (QMS Specialist) 

· The concern department will respond to the request by:

 If No changes required (Accept ) or 
 If changes required (Reject) - complete the JD review form with the changes and attach to SMSA document management system (GUIDE)
Performance Management Section 
· Performance management specialist will receive the completed JD review form from The QRM Department (QMS Specialist) 
· Performance management specialist will Review and update the JD as per JD review form and send a request to QRM for upload the JD in the SMSA document management system (GUIDE).  
3.Adhoc JD changes process:

Concern Department

· The concern department will complete the JD review form with the changes and send it to Performance Management section  

Performance Management Section 
· Performance management specialist will receive the completed JD review form from The Concern Department 
· Performance management specialist will Review and update the JD as per JD review form and send a request to QRM for upload the JD in the SMSA document management system (GUIDE).  


	General

	Any exception to this policy must be approved by the Managing Director.


1 of 3                                                   Uncontrolled copy if printed                                            

[image: image1.png]