Job Description Template
1. Job Details
Job Title:
__________________________________________
Reference Number (optional):
__________________________________________
Date Created / Updated:
__________________________________________
Reports To:
__________________________________________
Department / Team:
__________________________________________
Location:
__________________________________________
Working Pattern (e.g., full-time, part-time, hybrid):
__________________________________________
2. Organisation Structure
Outline where the role sits and who it works with. You may add a simple list or an organisation chart.
3. Job Purpose
A clear summary of why this role exists and what it is expected to achieve (2–4 sentences).
4. Knowledge, Skills and Experience
Knowledge:
Skills:
Education & Qualifications:
Training / Certifications:
Experience:
5. Key Responsibilities
List 6–10 core responsibilities. Each should be action‑focused and specific. You may include estimated % of time for each.
6. Performance Measures (KPIs)
Explain how success in this role will be assessed (e.g., deadlines met, customer satisfaction, targets achieved).
7. Communications & Working Relationships
List internal and external contacts, with the purpose and frequency of communication.
8. Values & Behaviours
Describe the professional behaviours and values expected in your organisation.
9. Quantitative Information (Optional)
If relevant, outline any budget responsibility, number of staff managed, or financial impact of the role.
10. Most Challenging Part of the Job
Describe the most difficult or challenging aspects of this role.
11. Agreement
This job description is an accurate summary of the role. It may be updated as business needs evolve.
Jobholder Signature: ___________________________     Date: ___________
Manager Signature: _____________________________     Date: ___________
