Template for Job Description


Job Description for <put job title here>
Purpose of Job

Write a short description of the job here, and why it’s important to the business.
Location

Write here the specific sites, offices or locations that the role will be based at, or visit.  For a salesperson, describe the territory to be covered.  If home working is permitted some or all of the time, include this here.

Organisation

Draw the organisation chart here to show the manager above this job and also any employees who work for the job-holder.

Key Responsibilities
Here you describe the most important aspects of the role.  Bullet points are a good way to define these because they help to structure your thinking and to describe the role most clearly.

· Responsibility one

· Responsibility two

· Responsibility three

· Etc.

Key Metrics

Describe the measures that will be used to determine effective performance of this job.  If it’s a sales job, the metrics may relate to numbers of appointments held, numbers of referrals made, value of sales and profits made, etc.  For a technical role, it may relate to completing work on time, no reworking, no customer complaints, etc.

Person Description

Here you can describe the ideal candidate for the job.  Think about…

· Necessary or preferred qualifications, including vocational training

· Ancillary needs like full valid driving license, passport etc.

· Specific experience you would expect or prefer

· Specific skills and knowledge required for the job – e.g a van driver might need to be a good navigator
· The kind of attitude you expect (Punctuality, friendly, positive outlook, etc.)
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