HOW TO WRITE A JOB DESCRIPTION
1) Open up the template which can be found on the intranet under the A-Z index under J for job description or in the forms section of the policy.

2) Write down the job title along with the appropriate department e.g. ECSS, Housing etc.

3) Next write down the division the job is located in.

4) Next write down the grade range

5) Write down the number of hours the postholder is expected to work per week (usually 36 if full time).

6) Next write the location(s) the individual will be working at e.g. Taberner House, Park Lane

7) Next write the job title of the person who line manages this position

8) Next in responsible for, write the job titles only of all the individuals which report into this position.  If they do not have any direct reports put in: ‘No direct line management but may be responsible for the supervision of trainee and work placement employees on occasion’.

9) Next, in ‘role purpose and role dimensions’ write one or two sentences as to the overall purpose of the job.  This should be a couple of paragraphs at the very most and should convey an overview of the position not an extension of the job duties.

10) In ‘commitment to diversity’ it should be written ‘As a member of the <insert department name here e.g. Social Services> Team to take individual and collective professional responsibility for championing the council's diversity agenda and proactively implementing initiatives which secure equality of access and outcomes.  Also to commit to continually developing personal understanding of diversity’
11) Key external contacts should list key organisations the post holder would deal with e.g. other local authorities, department of trade and industry.
12) Key internal contacts should be listed and could include, Line Managers, trade union reps etc.  Just write down the relevant groups here.
13) In ‘financial dimensions’ indicate any budgetary responsibility here and what the amount is.
14) In ‘key areas for decision making’ include general areas e.g. budgetary, human resources strategy etc.
15) In ‘other considerations’ enter any special working considerations for example ‘ability to drive a van’, ‘shift work’, ability to work two evenings per month.
16) The next section is where all the duties will be listed.  

a. In the left hand column please enter the ‘key accountabilities and result areas’ – this is an overall competence or result area; for example this could be ‘maintaining, monitoring and reviewing the budget for the recruitment consultancy’

b. In the right hand column the first line should read ‘this will involve’, then bulleted beneath should be the duties associated with meeting that area of performance.

17) Remember, when writing these duties;

a. Use clear and concise language; omit all words that are not necessary to the sentence.

b. Use non-technical language (job descriptions are used throughout the council for different areas and may be used by individuals from different departments.

c. Explain any acronyms e.g. OBPA – On Board Parking Attendant.

d. Avoid unnecessary words and use a description as to how or where the person will be required to perform the duty e.g.  ‘To ensure all pound payment handling and reconciliation procedures are maintained and completed in full at the end of each shift’.
e. Try to use an active verb to begin all sentences, e.g. manage, plan, initiate, liaise, oversee, prepare.
f. Try to describe each task clearly, for example maintain pound list may be more accurately described as ‘Maintain the Pound List of vehicles, ensuring that records are up-to-date at all times.  Undertake daily physical checks to ensure records are reconciled and are accurate.’
g. Where possible describe the desired outcome of the work but make it realistic e.g. to comply with Health and Safety Standards / to accurately record phone messages.
h. Do not include any language which may be viewed as discriminatory e.g. He will record all complaints, man management.
18) Please note that the following wording for standard duties should be included in all job descriptions.

a. Green Commitment: Ensuring that your work and the work of the (team/section/......) meets the Council's Green Commitment Policy goals in reducing energy consumption and waste, increasing renewable energy use and recycling, contributing to a reduction in traffic congestion, and using sustainable materials.
b. Data Protection: Being aware of the councils responsibilities under the Data Protection Act 1984 for the security, accuracy and relevance of personal data held on such systems and ensure that all administrative and financial processes comply with this.To maintain client records and archive systems, in accordance with Departmental procedure, policy and statutory requirements.
c. Confidentiality: Treating all information acquired through your employment, both formally and informally, in strict confidence.  There are strict rules and protocols defining employees access to and use of the Council’s databases.  Any breach of these rules and protocols will be regarded as subject to disciplinary investigation.  There are internal procedures in place for employees to raise matters of concern regarding such issues as bad practice or mismanagement.
d. Equalities: The council has a strong commitment to achieving equality of opportunity in its services to the community and in the employment of people. It expects all employees to understand, comply with and to promote its policies in their own work, to undertake any appropriate training and to challenge racism, prejudice and discrimination.
e. Customer Care: The ability to demonstrate a commitment to the Council’s Customer Care Policy.
f. Health and Safety: Being responsible for their own Health & Safety, as well as that of colleagues, service users and the public.  Employees should co-operate with management, follow established systems of work, use protective equipment where necessary and report defectives and hazards to management.
g. To contribute as an effective and collaborative member of the <insert team name> Team: 
· Participating in training to be able to demonstrate competence.
· Participating in first aid training as required.

· Participating in the ongoing development, implementation and monitoring of the service plans.

· Championing the professional integrity of the <insert service name> service 

· Supporting Customer Focus, Best Value and electronic management of processes.

· Actively sharing feedback on <insert team name> policies and interventions
h. Undertaking any other duties as required.

i. For posts with access to children and other vulnerable people, the job description should emphasise the need to provide quality, safe services and to protect service users from abuse.  It should also clarify the council’s commitment to listen to and act on concerns raised by children and other vulnerable people.
19) Lastly, ensure the job description is spaced evenly and will print out correctly.
