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 [School name/logo]
Job description: [job title]
Job details (Subhead 1)
Salary: [specify a salary range; it’s more helpful to state figures than points on a pay range]
Hours: [number of hours employed to work per week]
Contract type: [full-time/part-time], [fixed-term/permanent]
Reporting to: [job title of line manager]
Responsible for: [job titles of line-managed staff]
Main purpose
[Brief statement of the purpose of the role]
Duties and responsibilities
[List the main duties and responsibilities of the role, grouped under headings]
[Heading 1]
· Enter details
· Enter details
[Heading 2]
· Enter details
· Enter details
[Heading 3]
· Enter details
· Enter details
[Heading 4]

· Enter details

· Enter details

[Heading 5]

· Enter details

· Enter details

Please note that this is illustrative of the general nature and level of responsibility of the work to be undertaken, commensurate with the grade. It is not a comprehensive list of all tasks that the postholder will carry out. 
Other areas of responsibility
· Enter details
· Enter details
Person specification

	criteria
	qualities

	Qualifications 
and training
	· Table copy bulleted
· Table copy bulleted
Add any further qualifications needed

	Experience
	· Table copy bulleted
· Table copy bulleted
· Table copy bulleted level 2
· Table copy bulleted level 2
· Table copy bulleted
Add any further experience needed

	Skills and knowledge
	· Table copy bulleted
· Table copy bulleted
· Table copy bulleted level 2

· Table copy bulleted level 2
· Table copy bulleted
Add any further skills and knowledge needed

	Personal qualities
	· Table copy bulleted
· Table copy bulleted
· Table copy bulleted level 2

· Table copy bulleted level 2
· Table copy bulleted
Add any further qualities needed


Notes:
This job description may be amended at any time in consultation with the postholder. 

Add any other notes of relevance to the role/this document.

Last review date: [date when this document was last reviewed]
Next review date: [date when this document will next be reviewed]
Headteacher/line manager’s signature:
_______________________________________
Date: 





_______________________________________

Postholder’s signature:


_______________________________________
Date: 





_______________________________________[image: image2.png]


[image: image3.png]


[image: image4.png]


[image: image5.png]



�








MODEL JOB DESCRIPTION AND PERSON SPECIFICATION�
�
Template job description





�
�



Using this document


Use this template to help you format your job description and person specification. 


Adapt the document as needed. Delete the highlighted instructions as you go.


You can remove this first page by right-clicking on the blue border above this text and selecting ‘cut’. If you need to move the rest of the text up after that, place your cursor �before '[School name/logo]' and press backspace. 






























































Recruitment support at every step              from The Key:


Model job descriptions and staff policies


Interview questions and tasks


Clear advice on safer recruitment, job offers, pre-employment checks and more





School leaders: � HYPERLINK "http://www.thekeysupport.com/sl-recruitment" �thekeysupport.com/sl-recruitment�


Governors: � HYPERLINK "http://www.thekeysupport.com/gov-recruitment" �thekeysupport.com/gov-recruitment��
�


Self-assess your compliance with �the rules on recruitment checks at � HYPERLINK "http://www.thekeysupport.com/compliance" �thekeysupport.com/compliance�


Compliance Tracker also covers requirements in wider safeguarding issues, school websites, financial management and more – taking the strain out of keeping your school compliant.�
�
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