Job description and person specification
Role summary, duties and the skills needed
Role summary
	Job title
	
	
	Organisation
	

	Department
	
	
	Reports to
	

	Location
	
	
	Hours
	

	Salary
	
	
	Contract
	



	Purpose of the role




Key responsibilities
	Area
	What the role involves

	
	

	
	

	
	

	
	

	
	



Person specification
	Criteria
	Essential
	Desirable

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



Working conditions
	Working pattern
	

	Travel
	

	Other notes
	



Free job description template - practical layout only, not employment advice	postertemplate.co.uk   |   Page 1 of 1




