Template for Job Description

Job Description

Job Title:

Grade/Salary:

Location:

Reporting to:

Responsible for:

Introduction to organisation and department

Provide a summary for potential applicants who may not be familiar with your organisation.

Background to post

Include a short paragraph here to explain why the post has been created (if new) and who the postholder will need to work closely with.

Key responsibilities

List about 10 key things which summarise the purpose of the job.

Refer to extent of travel required if necessary.

The successful candidate will have:

List about 10 key things that a candidate could be tested on further in an interview, for example:

High level of knowledge of …

Direct relevant experience of …

Professional knowledge of …

A relevant professional qualification in … is highly desirable

Excellent communication skills: clear, effective and authoritative in spoken communication, high standard of written English, able to state a case clearly, logically and concisely.

A strong awareness of the needs of customers, with the ability to build rapport and maintain effective relationships.

Good standard of numeracy and financial and business awareness; able to interpret and present complex information and make judgements about levels of risk.

Good interpersonal, negotiation and influencing skills, capable of dealing with both internal and external contacts at senior levels.

IT skills including ….

You may want to include further notes on:

Pension

Hours and leave

Overtime

Selection process

Equal opportunities
