Job Description

	Job Title:
	Job Title

	Department:
	Department

	Line Manager:
	Line Manager’s Job Title

	Reviewed By: 	
	Job Title

	Date: 	
	Date



	Job Profile

	Purpose of the Role – provide a brief statement of why the job exists. Ideally no more than 4 or 5 sentences.

	



	Key Relationships and Context - list the key contacts the role holder has internally and externally. Briefly describe the nature of each relationship.

	





	
	



	Duties and Key Responsibilities - list the main tasks & accountabilities that form the job. This should be classed under no more than 5-6 main headings, starting with the most important. 

	Heading: 
· 

Heading:  
· 

Heading:  
· 

Heading:  
· 

Heading:  
· 

Heading:  
· 




	Person Specification


	Experience and Skills – describe the skills, previous experience, and qualifications you would expect a role holder to have to be effective in the role.

	· Essential






· Desirable











The job description is an operational document that does not form part of the contract of employment.  
There may be times when an individual is expected to perform tasks that are not be expressly stated in the job description but are necessary in the day-to-day performance of their duties. 
The job description may be amended as necessary to meet the changing needs of the organisation.
	
	
	Redway HR – February 2023



