Job Description Template
1. Job Title
Job Title:
Department/Function:
Location:
Employment Type (Full-time/Part-time/Contract):
2. Purpose of the Role
This role exists to:
- 
- 
- 
3. Key Responsibilities
- 
- 
- 
- 
- 
4. Reporting Line
Reports to:
Works closely with:
5. Direct Reports (if applicable)
- 
- 
- 
6. Job Essentials
Experience:
- 
- 

Skills:
- 
- 

Capabilities / Behaviours:
- 
- 
7. Measures of Success (First 6–12 months)
- 
- 
- 
8. Decision-Making Authority
Owns:
Contributes to:
9. Additional Information
Salary Range:
Benefits:
Working Pattern:
