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Writing job descriptions – summary & template

Job descriptions are essential for successful recruitment, to ensure all parties (the employer, the applicants, and the recruiter) understand the role. Job descriptions are necessary for all people in work, as they define an individual's role and accountability. Without a job description it is difficult for an individual to properly commit to, or be held accountable for, a role.

A good job description should be a brief and concise document - in essence a list of points which cover the main responsibilities and accountabilities of the role, not heavy on the detail of how individual tasks are to be completed (detailed tasks belong in an operational manual). 

After writing the job title, begin with an overview to provide a snapshot of the organisational structure and current circumstances, and detail where this role fits within the organisation and at what level the role reports. Include details of any responsibilities for other staff if applicable – typically managing, assessing, training, recruiting, etc ... Also note the location details of the role, if either site or field based (detail in full). 

Structure the job description in terms of the main responsibilities; you can list the detail of the job tasks elsewhere (for example an operational manual). The tendency when having to create or write job descriptions is to under-estimate the strategic nature of the role and responsibilities, and to be too detailed. Group the key responsibilities together to help define the main purpose(s) of the role in strategic terms, and then list the key responsibilities and accountabilities involved. Keep things clear and simple to understand, and try to avoid jargon.

For senior job descriptions it is useful to break key responsibilities into sections covering Functional, Managerial, and Organisational areas.
The most difficult part is the Key Responsibilities and Accountabilities section. Large organisations have generic versions for the most common organisational roles - so don't re-invent the wheel if something suitable already exists. If you have to create a job description from scratch, use this method to produce the 8-15 responsibilities:

1. Note down in a completely random fashion all of the aspects of the job. 

2. Think about: processes, planning, executing, monitoring, reporting, communicating, managing people/resources/activities/money/information/inputs/outputs/communications/time. 

3. Next combine and develop the random collection of ideas into a set of key responsibilities. (A junior position will not need more than 8. A senior one might need 15.) 

4. Rank them roughly in order of importance. 

5. Have someone who knows or has done the job well check your list and amend as appropriate. 

6. Double check that everything on the list is genuinely important and achievable. 

Do not put targets into a job description. Targets are a moving output over which you need flexible control.
See example template below:

JOB TITLE:

OVERVIEW:

LOCATION DETAILS:

REPORTS TO:

JOB PURPOSE SUMMARY:

KEY RESPONSIBILITIES & ACCOUNTABILITIES: - examples given below

· Communicating (in relation to whom, what, how) 

· Planning and organizing (of what..) 

· Managing information or general administration support (of what..) 

· Monitoring and reporting (of what..) 
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