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CONTRACT ROLE JOB DESCRIPTION
CREATION CHECKLIST

JZ Payroll Outsourcing & Contract Staffing

Mobile: 9911824722
B Email: pyushverma@contractstaffinghub.com

# Website: www.contractstaffinghub.com

® PRE-CREATION ASSESSMENT

STRATEGIC FOUNDATION

[:] Business Need Identified

Specific problem/opportunity documented
Business case approved
Budget allocation confirmed

Stakeholder buy-in secured

D Role Purpose Defined

Primary objectives listed (3-5 maximum)
Success metrics established
Strategic alignment confirmed

ROI expectations set

D Timeline & Duration

o

o

OO0o0go

Contract start date confirmed
Contract end date established
Key milestones mapped
Extension possibility clarified

Conversion potential documented
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® ROLE SPECIFICATION

@ CORE ROLE DETAILS

D Responsibilities Matrix

Must-do tasks identified (top 5)
Daily/weekly/monthly tasks categorized
Decision-making authority defined
Reporting structure clarified

Integration points with team identified

D Skills & Qualifications

Must-have technical skills listed
Nice-to-have skills identified
Industry experience requirements
Certifications/credentials specified

Soft skills requirements

D Scope Boundaries

Work exclusions clearly defined
Access limitations specified
Confidentiality level determined

Scope creep prevention measures
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& FINANCIAL STRUCTURE

D Compensation Package

o D Budget range established

o D Payment structure defined (hourly/project/milestone)

o D Market rate benchmarking completed

o D Payment terms and schedule set

° D Bonus/incentive structure considered

D Benefits & Perks

o D Contractor benefits policy reviewed

o D Equipment/tools provision decided

° D Training/development budget allocated

o D Flexible work arrangements defined

&8 LEGAL & COMPLIANCE

D Contract Framework

o D Contract type selected (1099/corp-to-corp/agency)

o D IP ownership clauses included

o D NDA/confidentiality terms defined

o D Termination clauses established

o D Modification procedures outlined

D Compliance Requirements

o

0O00ao
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Industry regulation compliance verified
Security clearance requirements confirmed
Background check procedures established
Contractor vs employee classification verified

Insurance requirements specified
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RECRUITMENT & ONBOARDING

(@ SOURCING STRATEGY

D Candidate Sourcing
o D Target platforms identified
° D Sourcing keywords optimized
o D Competitive differentiation established
o D Passive candidate strategy developed
° D Agency partnerships activated if needed
D Selection Process
o D Interview process designed
o D Assessment methods selected
° D Evaluation criteria established
o D Reference check process planned

° D Decision timeline set

g7 ONBOARDING PREPARATION

D Day One Readiness

o D Equipment/access prepared

o D Supervisor assigned

o D Orientation schedule created

o D Team introduction planned

o D Documentation package prepared
D Integration Strategy
Communication channels established
Meeting inclusion protocols set
Knowledge transfer plan created

Mentoring/buddy system arranged
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® PERFORMANCE & TECHNOLOGY

L.l PERFORMANCE MANAGEMENT

D Performance Standards

o

o

U

O
O
U

KPIs and metrics defined
Review frequency established
Progress tracking tools selected
Feedback mechanisms created

Performance improvement process outlined

D Management Structure

o

O
O
U
O

Direct supervisor identified
Communication protocols established
Escalation procedures defined

Work coordination process planned

M TECHNOLOGY & TOOLS

D Technical Requirements

Required software/platforms listed
Hardware specifications defined
Equipment provision decided
Security protocols established

Technical support process created

D Digital Transformation

o

0D0O0d

Emerging technology impact assessed
Adaptation requirements considered
Training needs identified

Flexibility requirements built in
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® RISK MANAGEMENT & DOCUMENTATION

/\ RISK ASSESSMENT

D Risk Identification

° U
° U
° U
° U
° U

Key risks identified and documented
Mitigation strategies developed
Backup plans created

IP protection measures established

Financial risk controls implemented

D Contingency Planning

° U
° U
° U
° U

Replacement procedures documented
Knowledge preservation strategy created
Transition planning completed

Conflict resolution process established

& DOCUMENTATION MANAGEMENT

D Documentation Requirements

° U
° U
° U
° U

Deliverable documentation specified
Templates and standards provided
Knowledge capture process designed

Handover documentation planned

D Information Management

Information sharing protocols established
Confidentiality measures implemented
Knowledge retention strategy created

Post-contract documentation handling planned
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@ COMPETITIVE POSITIONING

D Market Analysis

O
O
O
O

Competitive landscape assessed
Market rates benchmarked
Value proposition defined

Differentiation factors identified

[:] Employer Branding

Company culture communicated
Unique selling points highlighted
Success stories included

Growth opportunities mentioned

@ FUTURE CONSIDERATIONS

D Strategic Planning

o

O
O
O
O

Conversion potential evaluated
Future role evolution considered
Continuous improvement plan created

Feedback collection system established

D Innovation & Sustainability

o

0O0o0o

Innovation contribution assessed
Future-proofing elements included
Diversity & inclusion considered

Ethical guidelines established

FINAL APPROVAL & LAUNCH

All sections completed and reviewed

Stakeholder approvals obtained

Legal review completed

Job description finalized

Posting platforms prepared

Launch date confirmed
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