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How to write a job description
A job description provides the employing organisation, potential applicants and the eventual post holder with a clear outline of what is required in the job.  A job description should specify:

Title
The title of the post

Grade
The grade which is attached to the post. 

Purpose or aim
A brief description of the purpose of the job. This can probably be limited to one sentence.

Responsible to (Person)
Title of the post(s) to which the post holder will be immediately and ultimately responsible to.

Responsible for (Person)
Title of post(s) the post holder will be responsible for. The numbers and grades of other posts formally supervised by the post holder should be specified, and the relevant supervisory relationships within the department generally could usefully be expressed in the form of a family tree.

Duties
Start with the elements which take up most of the post holder's time. It may be helpful to distinguish between regular, intermittent, and emergency duties, and/or to assign an approximate percentage of time to each specific duty.

The job description should not include details of how the tasks or activities should be carried out, but some indication should be given, where appropriate, of the purpose or objectives of the task.

It is important to make clear those tasks or activities for which the post holder has ultimate responsibility. These should be clearly distinguished from those tasks and activities in which the post holder has involvement but not responsibility.

In order to avoid misunderstanding of the post holder, it is suggested that the words "Responsible for" are used with care and only where responsibility does rest with that post holder. For example: a typist might be considered to be responsible for the accuracy of the typing of a document whereas the author of the document is responsible for its content.

In view of the need to provide flexibility and to take into account future developments (especially if the job description is part of the contract of employment), it is advisable to specify as the last itemised duty 'such other comparable duties as may be required by the Head of Department'.

Any special conditions 
This might include such things as the need for foreign travel, or to work shifts etc.

Further details relating to terms and conditions of employment (such as salary scales and leave entitlement) should be appended when the job description is sent to potential applicants.

Sample job description for Administrative Assistant

Job title: Administrative Assistant

Responsible to: Administrative Officer 

Department: Administration

Main purpose of job: To perform general administrative duties and provide support to the Administrative Officer as required.

Duties include: 

· Writing and dispatching routine or straightforward letters 

· Answering general queries by telephone 

· Photocopying documents 

· Sorting and opening post 

· Obtaining information from the computer 

· Maintaining records, filing systems and computer files 

· Ordering stationery 

· Assisting Administrative Officer as necessary

Role

As Administrative Assistant you will be expected to act as part of the administration team and as such your job role may occasionally be altered to help others complete their duties. Your job is to perform basic administration to enable the Administrative Officer to concentrate on more complex administrative tasks such as upgrading the filing system. The organisation's computer systems will become fully networked over the next year and you may have to undertake the necessary computer training. 

Salaries and benefits

The post is graded at Administrative Grade 2 and starting salary will be £12,000 with a London weighting of £2,100 per annum. 

Holiday entitlement is 25 days per annum. 

DRAWING UP THE PERSON SPECIFICATION

The following notes give guidance on drawing up a person specification. The associated selection criteria pro forma may be used for the purpose of developing the person specification and recording how applicants measure up against the specification.

The Person Specification should be derived from and therefore drawn up after the job description and before advertisement. The criteria set out in it are the only criteria against which applicants should be assessed at the shortlisting, test and interview states. The criteria must:

· be specific 

· be justifiable in relation to the job needs 

· not be unnecessarily restrictive (for example, in relation to qualifications required) 

Criteria are categorised as essential or desirable:

· Essential criteria are those which a successful appointee must possess, otherwise, they will be unable to adequately perform the job; inflation of the job requirements (for example, the amount of previous work experience required) should be avoided. 

· Desirable criteria are those that may enable the candidate to perform better or require a short familiarisation period. 

Care should be taken to avoid indirect discrimination in person specifications, for example by setting unjustifiable age limits. (see below).

Elements of the Person Specification

Knowledge can be derived in a number of ways, for example education, training, or experience

Skills are practical abilities gained through study or practice

Aptitude is the ability to attain knowledge or to develop a skill

Qualifications/Training

· There are a wide variety of educational, vocational and professional qualifications (together with their foreign equivalents); for some jobs a particular qualification may be essential, while for others no single qualification may be most appropriate and experience may be of just as much importance as a formal qualification. Where qualifications are deemed essential these should reflect the minimum basic educational requirements necessary to carry out the job to an acceptable standard. 

· Candidates will increasingly come forward with National Vocational Qualifications (NVQs). The qualifications recognise the achievement of employment-led standards of competence. Where possible, requirements for specific employment competence should be expressed in terms of possession of the relevant NVQ at the required level.

Previous Experience

· The type of experience applicants are required to have should be specified; however, stipulating length of experience required should be used cautiously because quality of experience is more important than length of experience.

· Note that experience can sometimes be transferable from one area of work to another, in which case skills may be more important than a narrow definition of experience. 

Other requirements

· It may be necessary to specify "availability to attend evening meetings" or "possession of a driving licence', but you should distinguish between need and convenience and weigh up need against discriminatory effect.

· Remember the possibility of adaptations or aids to enable a disabled person to fulfil a requirement. 
Sample person specification for Administrative Assistant

	Criteria


	Essential
	Desirable
	How assessed

	1. Skills/abilities
	Keyboard skills
	Ability to use fax machine and photocopiers.


Computer literate
	Application Form

Test



	2. Knowledge
	Knowledge of Windows
	Previous knowledge of office systems and voluntary sector


	Application Form, interview

	3. Qualifications/
education/training
	Two GCSEs (grade C or above) or equivalent including English
	Undertaken training in computers and software packages such as Windows


	Application Form, exercise and test

	4. Experience
	One year's office experience
	
	Application Form, interview



	5. Other requirements
	
	None
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