triblock RECRUITMENT TOOLS

Job Description Builder

A strong job description does two things: it attracts the right candidate and filters out the wrong ones. In a small market like The Bahamas, generic JDs are
particularly costly — they generate the wrong applicants and waste interview time. These templates are built for Bahamian hiring realities.

THE 6-PART JD STRUCTURE

ORoIe summary (2-3 sentences). What does this person own day-to-day? Why does this role exist?
oKey responsibilities (5-7 bullets). Specific actions, not vague duties. Start each with a verb.
eMust-have requirements. Qualifications and experience genuinely needed to do the job.
oNice-to-haves. Preferred but not required. Keeps good candidates from self-selecting out.
°Working conditions. Hours, location, physical demands, travel if any.

°How to apply. What to submit, where to send it, and the closing date.

BAHAMIAN CONTEXT TIPS

e State whether NIB coverage is included — candidates notice

e Clarify work permit status required for non-Bahamian roles

e Be specific about salary range — vague pay deters strong candidates
e Mention probation period upfront to set expectations

e List which professional licences apply (e.g. financial services)
BLANK JD TEMPLATE
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SAMPLE JOB DESCRIPTIONS

Administrative Assistant

Summary: Provides day-to-day administrative support to management, handling scheduling, correspondence, and office operations.

Responsibilities: Manage calendars and appointments - Draft and distribute correspondence - Maintain filing systems - Coordinate meetings and travel - Handle incoming calls and
visitors

Requirements: 2+ years admin experience - Proficient in Microsoft Office - Strong written and verbal English - Organised and detail-oriented

Hours: Mon-Fri, 9am-5pm - Nassau, in-office

Operations Supervisor

Summary: Oversees daily operations of [department/location], ensuring quality standards, team performance, and customer satisfaction are maintained.

Responsibilities: Supervise and schedule staff - Monitor KPIs and performance - Resolve operational issues in real time - Conduct staff briefings - Ensure compliance with H&S standards -
Report to management weekly

Requirements: 3+ years supervisory experience - Strong leadership and communication - Ability to work under pressure - Knowledge of Employment Act preferred

Customer Service Representative

Summary: First point of contact for customers, handling inquiries, resolving issues, and delivering a consistent, professional service experience.

Responsibilities: Respond to inbound calls and emails - Process requests and transactions accurately - Log interactions in CRM - Escalate complex issues appropriately - Meet individual
SLA targets

Requirements: 1+ year customer-facing experience - Clear communication skills - Computer literate - Calm under pressure

Nice to have: Experience in banking, insurance, or hospitality
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