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Annual Position Description Review 
 
 

Ministry Position: ____________________________________     Date: __________     Time: __________ 
 

Interviewer: ____________________     Interviewee: ____________________    (years in this position: ___) 
 

Interviewee takes notes during the position description review and adds concluding thoughts later. 

 
Instructions: 
 

 Ensure that each person with a recognized role has a position description (PD) that provides clarity 
on what is expected of him/her and keep all updated PDs in a centralized and readily available 
location.  PDs are useful tools and keeping them updated enhances communication and results. 

 On an annual basis, meet with each person who has a recognized role in the organizational structure 
to review and, as needed, revise his/her PD.  Strive to make this a positive, relational event. 

 The best person to conduct the PD review is the one to whom the person holding the position 
reports.  Another person may participate if deemed appropriate. 

 The interviewer and interviewee should have a copy of the current PD and any other official 
documents (e.g. bylaws, ministry plan) which should be considered during the interview.  Review these 
in advance and be ready to discuss them.  Remember to take notes. 

 If a new person is assuming the role described by this PD, include him/her in these discussions.  It’s 
important that the person stepping out and the one stepping in talk.  Make it a smooth handoff. 

 If there are any proposed changes to the PD following the interview, seek approval from the 
appropriate person or group and replace the previous PD with the revised one. 

 
Interview questions: 
 

1. Is this position description in sync with other official documents (e.g. bylaws, ministry plan), if 
applicable?  You want this position description to be a relevant “living document.” 

 
 
2. On a scale of 1 (terrible) to 10 (wonderful), what number would best represent your experience in this 

role during this past year and why? 
 
 
3. What were your greatest joys and/or what was most rewarding? 
 
 
4. What were your greatest challenges and/or frustrations? 
 
 
5. Overall, how do feel about your efforts to fulfill this role during this past year (based on your current 

position description)? 
 
 
6. What are your ministry priorities/goals as you look forward to your next year of service? 
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7. Do you have a desire to receive any training or mentoring that would potentially give you a greater 

capacity to function more effectively in this role? 
 
 
8. Do you have adequate resources (e.g. funding, materials) to function well?  What do you need? 
 
 
9. Is this role larger than one person can handle?  Do you need assistance? 
 
 
10. Is there anything you are currently doing that could or should stop or be done by others? 
 
 
11. If a new person assumed this position, what advice would you offer to that person? 
 
 
12. Based on our discussions, what changes (if any) to this PD should be proposed so it describes more 

accurately where this role is headed? 
 
 
Final thoughts from each person present: 
 


