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Job Description Templates

Warranty

This product is provided on an “as is” basis without warranty of any kind expressed or implied including but not limited to the implied warranties or merchantability and fitness for a particular purpose. The entire risk as to the quality and performance of these products is with you.

In no event will Lime Octopus or their contracted alliances be liable to you for any damages, including any lost profits, lost savings or other incidental or consequential damages arising out of use or inability to use these programs, even if Lime Octopus or their contracted alliances have been advised of the possibility of such damages. 

You acknowledge that you have read this agreement understand it and agree to be bound by its terms and conditions. You further agree that it is the complete and exclusive statement of the agreement between us which supersedes any proposal or prior agreement, oral or written and any other communications between us.

You accept this agreement once you download and use the material, otherwise this should be returned within seven days of download.
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Welcome to the Lime Octopus Position Contract/Description Templates. 

Lime Octopus Objective
The Position Contract / Description Template is designed to help you to monitor and manage your staff.

Lime Octopus Suggests
Use the information in this template to help you to manage your staff. We recommend that you use this template with the Staff Induction Plan that can be found at www.limeoctopus.com.au – exclusively Australian Business Products and support

Lime Octopus Outcome

This Position Contract / Description Template will assist you in the ongoing process of building a winning organisation by linking the employee’s goals to the goals of the business

Position Contract Template

Business Name is delighted to offer you a full-time/part-time employment contract as a position title providing [description of job].

The parties to this contract are:

New employee name and Business Name
Conditions of Employment

· Annual salary is
· Superannuation is
· days and times to be worked are
· Annual Leave & loading is
· Public Holidays are dealt with....
· Sick leave is 

· Probationary period is
·   Any conditions during this time are eg: The contract may also be terminated by either party for justified reasons.  Justified reasons are constituted by a breach of the contract by one party sufficient to destroy or severely undermine the basis of the contract.
· List any additional conditions.
Please sign and return the copy as acceptance of this document. 

Signed 





Print Name

Manager

Signed 





Print Name

Employee
Position Description Template

	Position Title
	Position title

	Reporting to
	Manager or Section Supervisor

	Hours of work
	9am to 5pm, Monday to Friday, or as the position requires

	Essential Criteria
	list essential qualifications and skills

	Desirable Criteria
	This is an optional inclusion, is often left out

	Job purpose
	The position of position title is (state why this position exists and what is its purpose within the business)

	Job Grade
	Grade A, B, C, D/ 1,2,3,4 as required

	Supervisory Responsibilities
	Nil or list

	Tools & equipment used
	

	Special work requirements
	Nil or list


Duties/Primary Responsibilities
· Responsible for 
· Assist in 

· Preparation of
· Provide support to 

· Supervision of
· Report directly to 

· To work in line with the policies and procedures of 

Additional duties or responsibilities

· this section can be broken down into sections and outlines the commitment to each, such as;
· customer service
· financial

· business processes

· innovation

Key Performance Indicators

· Sales targets

· Budget limits

· Results expected to be achieved

· Number of customers/clients serviced in a set timeframe etc

Remuneration

· Weekly/fortnightly/monthly wage or salary

· List any additional benefits this position may attract i.e. car, phone, commissions

· Method by which the remuneration will be passed on i.e. direct deposit, cheque etc

NOTE:  This job description is not intended to be all-inclusive. The employee may perform other related 
duties as negotiated to meet the ongoing needs of the organization.
Or a blanket statement like: and any other duties as directed by the 
Employee ______________________________________________Date ______________________

Witness ________________________________________________Date ______________________
Product / Service Evaluation

Thank You for purchasing from Lime Octopus. We are dedicated to providing simple “no fuss” business resources and personalised assistance for Australian Small Businesses. We would appreciate it if you take the time to fill in the following survey and email it to us. Like it is important for you to get feedback from your customers it is invaluable that we get your feedback so we can improve our services to you the Australian business owner.

	Product Purchased
(type name of product)
	

	Services Used

(type name of service)
	

	How would you rate Lime Octopus
	Excellent
	Very Good
	Good
	Average
	Poor

	Your satisfaction on the information provided
	
	
	
	
	

	The information was relevant to my business
	
	
	
	
	

	The templates were effective
	
	
	
	
	

	The templates were easily adapted into my business
	
	
	
	
	

	The information was simple and easy to understand
	
	
	
	
	

	The information has been implemented successfully into my business
	
	
	
	
	

	
	
	
	
	
	

	What did you like most about using Lime Octopus?
	

	What did you dislike most about using Lime Octopus?
	

	What did you learn most about? 
	

	What did you find most beneficial for your work? 
	

	What suggestions or improvements do you have?
	

	What other services would you like to see Lime Octopus offer?
	

	What other products would you like to see Lime Octopus offer?
	


Thank You again for taking the time to give us some valuable feedback. 
Please email this form to:   lo@limeoctopus.com.au
Check out our Product Kits to save you money at �HYPERLINK "http://www.limeoctopus.com.au/btemplates.html"��www.limeoctopus.com.au/btemplates.html�








The Lime Octopus “Business Growth Kit” contains


Breakeven Analysis						RRP $89


Profit Potential Calculator					RRP $89


Business Ratio Analysis						RRP $89


Strategy Planning Template. 					RRP $59


Lime Octopus Business Plan 					RRP $89


Performance Management Guide				RRP $69


Staff Induction Program Template 				RRP $59


SWOT Analysis and Action Plan Template			RRP $49


						Total Value	RRP $592


				Product Kit Price ONLY		$459.00





The Lime Octopus “Business START-UP Kit” contains


Profit Potential Calculator 					RRP$89


Developing Your Image Template 				RRP$49


Identifying your Competitive Advantage & USP Template  	RRP$49


Increasing your Advertising Effectiveness Template 		RRP$49


Lime Octopus Business Plan  					RRP$89


Start a Business – A step by step guide				RRP$49


Sales & Selling Planner Template				RRP$59


						Total Value	RRP $433


				Product Kit Price ONLY		$299.00
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