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Abstract

The study aimed to demonstrate the importance of the job description card in the
personnel management in municipalities, as the job description card determines the basic
responsibilities of the municipal employee, and to determine the qualifications and skills that
are required for employment to choose the right person for the job, which makes the job
description card an important and essential element for keeping employee records. Study
that the job description card defines the duties, tasks and evaluation of jobs within the
Institution.

The study relied on the descriptive analytical method, as it is one of the most widely
used methods in the study of human social phenomena ,The study is based on employing
this approach to show the importance of the job description card in the personnel
administration in municipalities
The study reached a set of results and recommendations, as the study confirmed that the job
description card is important because it is a document that includes all information related to
the nature of the job and its responsibilities, with a statement of the employee’s duties and
duties, with an explanation of the powers granted to him, and the study recommended that
the executive director evaluate the performance of personnel affairs by activating the job
description As it is necessary in the processes of appointment and selection of employees by
measuring the capabilities of the individuals to be appointed in accordance with the
regulations and instructions of the municipality.

Key Words: : job description card, personnel management
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35 — Toteva, K., E. Gourova, Electronic tool for analysis of employees’ feedback, 14th WSEAS International
Conference on COMPUTERS, Corfu Island, Greece, July 23-25, 2010, vol. I, pp. 463-468
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