Outline of a job description

This is a template from www.acas.org.uk. Replace the wording in square brackets.


	Job title

	[job title]

	Department or section 

	[department or section]

	Main purposes of job

	[list the main purposes of the job]

	Main tasks

	[list the main tasks]

	Main results or objectives

	[list the main results or objectives]

	Responsible for staff or equipment 



	[list staff or equipment the role is responsible for]

	Reporting to

	[name and title of manager]



