
Employment Statement Template
An Employment statement template provides a clear outline of job responsibilities, ensuring both employer and employee understand their
roles. This template helps formalize expectations and improve workplace accountability. It is essential for effective human resource management
and performance evaluation.

Employee Information
Name: ____________________________________
Position/Title: ____________________________
Department: _______________________________
Start Date: _______________________________

Job Responsibilities
1. Maintain accurate and up-to-date records related to job assignments.
2. Collaborate with team members and participate in regular departmental meetings.
3. Complete assigned tasks within designated deadlines and to company standards.
4. Adhere to company policies, procedures, and ethical guidelines.
5. Communicate effectively with supervisors, colleagues, and clients as required.
6. Participate in ongoing training and professional development activities.

Performance Expectations
The employee is expected to perform all assigned duties diligently, report progress to management, and contribute positively to workplace culture.
Performance will be reviewed periodically according to company policies.

Signatures

Employee Signature: _____________________________ Date: _________________
Employer Signature: _____________________________ Date: _________________
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