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How to use this template: replace everything in [yellow brackets], delete the grey notes for employers, and delete this box. Check the notice at the end and the laws of your state before use.
[Company Name]
Job Description
[Job Title]
Company:	
Department:	
Reports to:	
Work location (on-site / hybrid / remote)	
Employment type (full-time / part-time / temporary)	
FLSA status (exempt / non-exempt)	
Pay range:	
Schedule / hours:	
Date written or updated:	
About [Company Name]
[Two or three sentences about the business, its customers and its team.]
Role summary
[One short paragraph explaining why this role exists and what success looks like.]
Essential functions
Note for employer (delete before use): List the core tasks the role exists to perform. These matter if an employee later asks for a reasonable accommodation, so keep them accurate.
1. [Essential function 1]
1. [Essential function 2]
1. [Essential function 3]
1. [Essential function 4]
Other duties
1. [Other duty 1]
1. [Other duty 2]
1. Other reasonable duties related to the role, as assigned.
Qualifications
Required:
1. [Required skill or experience]
1. [Required license or certification, if any]
Preferred:
1. [Preferred skill or experience]
Physical and working conditions
[Describe only genuine requirements, for example: "Regularly lifts up to 25 lbs" or "Works in an office environment". Delete this section if not relevant.]
Equal employment opportunity
[Company Name] is an equal opportunity employer. We consider all qualified applicants without regard to race, color, religion, sex (including pregnancy, sexual orientation and gender identity), national origin, age, disability, genetic information, veteran status or any other characteristic protected by federal, state or local law. Applicants who need a reasonable accommodation during the hiring process may contact [HR Contact Email].
Important: please read (delete before use)
This template is a free starting point, not legal advice. MadyHR.ai is not a law firm and cannot give legal advice. Employment law is different in every state, and some cities have their own rules. Laws also change. Before you use this template, check it against the laws where your employees work, and speak to an employment attorney or your state labor department if you are unsure. You use this template at your own risk, and MadyHR.ai accepts no responsibility for how it is used. Links to official government websites are given for information only; MadyHR.ai is not affiliated with or endorsed by any government agency.
Rules in your state may differ. Federal law sets the minimum. Your state — and sometimes your city or county — may add extra rules on this topic. Check with your state labor department before you use this template.
U.S. Department of Labor – State labor offices
Official sources
1. U.S. EEOC – Prohibited employment policies and practices — https://www.eeoc.gov/prohibited-employment-policiespractices
1. U.S. Department of Labor – Fact Sheet #17A: Exemption for executive, administrative, professional, computer & outside sales employees — https://www.dol.gov/agencies/whd/fact-sheets/17a-overtime
1. U.S. Department of Labor – Overtime pay — https://www.dol.gov/agencies/whd/overtime
1. U.S. EEOC – Reasonable accommodation and undue hardship under the ADA — https://www.eeoc.gov/laws/guidance/enforcement-guidance-reasonable-accommodation-and-undue-hardship-under-ada
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