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Guide to creating  
the job description

1. Introduction and scope
This document describes the procedure to be followed for writing a job description, with the aim 
of applying the requirement profiles, in accordance with the salary system in the EPF Domain.
The job description summarises the different responsibilities and provides an objective basis 
for expectations concerning the performance, knowledge and skills agreed upon between the 
employee and the line manager within the framework of the former’s function and development.
The scope includes all employees occupying scientific, administrative, technical, IT and man-
agement positions. The scope thus excludes Professors and such academic functions as PhD 
students, Postdoctoral Researchers, Scientific Assistants and Scientists.

2. Principles
A position is classified in the function grid in relation to its current job description. The latter 
must be realistic and describe briefly and concisely:

 ■ The job title and hierarchical positioning.
 ■ The general objective of the position.
 ■ The primary and secondary tasks to be assumed.
 ■ Requirements concerning education and the expected knowledge and skills.

The job description allows the allocation to be determined, in accordance with the EPF salary 
system.
The allocation (defined by the function code) corresponds to the positioning of a post in the 
function grid (see Table 2). The allocation is made independently of the position-holder.
The responsibilities to be assumed determine the allocation and not the level of education. 
The Human Resources Managers (HRMs) determine the allocation, in collaboration with the 
hierarchy, and are responsible for the internal equity of allocations.

3. Rules concerning the job description
 ■ The position must in principle be described as it is, not as it was, should be or will be (in the 
medium and long term)

 ■ Sentences must be simple and if possible written in the infinitive form, using action verbs (see 
Table 1)

 ■ All references to other positions or services must be clear and complete
 ■ Acronyms must be avoided 
 ■ The description is necessarily a summary of the position. It must present the most important 
facts and not aim to be exhaustive. Its objective is to define the general framework of the prin-
cipal activities and responsibilities and it can evolve according to the needs of the institution.
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4. Main sections of the job description

4. 1 Job title (internal function)
The denomination of the position must clearly reflect the content of the post. A person from 
outside EPFL must also be able to form an accurate idea of the position. It is preferable to find 
a generic denomination that refers to the content of the position and could appear on a visiting 
card. 
The job title will be used as internal function in the SAP institutional structure and the EPFL 
directory. The line manager decides the job title (internal function), in collaboration with the 
Human Resources Manager.

4. 2 Sector, organisational unit
Identify the sector: Vice-Presidency, Associate Vice-Presidency, Heads of Department, School 
and organisational unit (service, unit, institute, laboratory).

4. 3 Function (function code)
The function grid is divided into three domains : “scientific functions”, “support functions” and 
“management and staff”. Each domain contains types of function. The degree of difficulty of a 
function is defined horizontally in the grid by the fifteen functional grades (requirement levels). 
The more complex the activities to be carried out – and thus the higher the requirements – the 
higher the ranking of the function. 
The Human Resources Manager determines the function code.

4. 4 Functional grade (FG)
The functional grade is indicated by the last two figures of the function code, as described 
above.

4. 5 Contractual relationship
Determine the type of contract – fixed-term contract (CDD) or unlimited contract (CDI).

4. 6 Line manager 
Identify the job title of the line manager (internal function).

4. 7 General objective of position (mission / main purpose of function)
Describe the function exercised by the person, their contribution to the aim of the service/
department. 
The main mission can be summarised in one single sentence and is composed of a verb in the 
infinitive form (ensure, guarantee, contribute, participate, etc.), specifying the level of responsi-
bility of the position.

4. 8 Responsibilities 
Summarise the primary and secondary tasks, defining if possible the percentage of correspond-
ing activities. The responsibilities are described completely and precisely and must emphasise 
what is significant about the tasks (or responsibilities) conveying an accurate idea of what is 
involved.
Specify the average percentage of time devoted to the different responsibilities. The total will 
always amount to 100%, even for employees working on a part-time basis.
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4. 9 Requirements
 ■ Education (specify the level of education required).

 ■ Additional knowledge / expertise (specify the knowledge and experience required).

 ■ Personal skills :
 □ Autonomy – capacity required by the function to work with different degrees of supervision, 
assume different degrees of margins of manoeuvre and act independently within these limits; 
aptitude to identify opportunities and risks and seek new solutions.

 □ Flexibility – capacity required by the function to rapidly adapt to variable or new tasks or 
situations. 

 □ Communication – capacity required by the function to express oneself appropriately and 
practise active listening in order to convey information in a manner adapted to the recipient 
(including the degree of complexity of the message to be conveyed, the degree of difficulty / 
sensitivity of the communication, diversity of the circle of recipients).

 □ Cooperation – capacity to collaborate within the framework of the achievement of common 
objectives. 

 □ Management and assistance with decision-making – team leading, project management, 
management by professional guidelines, assistance with decision-making depending  
on the degree of complexity, extent of influence, diversity of interests within the decision- 
making body.

4. 10 Signature
The signatures of the position-holder and line manager may be handwritten (original or scanned). 
Electronic signatures cannot be used on this document.

Table 1 – Examples of action verbs

 ■ Administer: count, record, establish, guarantee, manage, inventory, arrange, determine, list, monitor.
 ■ Search: analyse, calculate, consult, investigate, study, examine, test, observe, explore, look for, 
appropriate, probe.

 ■ Communicate: talk, discuss, exchange, listen, express, inform, interview, negotiate, share, write, 
report, inform, transmit.

 ■ Advise: help, clarify, understand, diagnose, enlighten, listen, guide, encourage, orientate, advise, 
propose, recommend.

 ■ Check: assess, investigate, evaluate, examine, measure, supervise, monitor, test, validate, verify.
 ■ Create: adapt, improve, design, construct, discover, elaborate, imagine, innovate, invent, renew, 
transform, find.

 ■ Decide: settle, choose, conclude, determine, eliminate, define, opt, adjust, resolve.
 ■ Develop: increase, improve, commercialise, trigger, expand, extend, study, establish, launch, 
progress, promote.

 ■ Direct: facilitate, order, lead, define, delegate, guide, encourage, inspire, establish, manage, steer, 
preside.

 ■ Manage: control, hire, evaluate, establish, eliminate, list, mandate, pay, predict, quantify, transfer, 
verify.

 ■ Train: organise, learn, lead, develop, educate, exercise, stimulate, instruct, raise awareness, trans-
form.

 ■ Negotiate: purchase, arbitrate, argue, commercialise, conclude, consult, convince, demonstrate, 
persuade, propose, select, sell.

 ■ Organise: set up, anticipate, arrange, collaborate, coordinate, distribute, establish, set up, plan, 
prepare, programme, distribute, structure.

 ■ Produce: apply, carry out, elaborate, execute, do, accomplish, monitor, use. 
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Table 2 – Function grid (codes, types of functions and functional grades)


