Job Description template 2019
Job title:
Local Meeting or Branch:

Location:

Salary or Salary Scale: (state if annual, or per hour, and if the amount is pro rata. If not full time state pro rata against a full time week of 37.5 hours)
Hours of Work: (hours worked per week – may need to add which days are worked if this is specified.)
Reports to: (name of post)
Supervises: (name of post(s))
Main purpose of the job

Usually a single paragraph

Duties
Any special conditions 

– e.g. this post will require a Disclosure and Barring Service records check (delete if none)

Date: 
State the date the job description was approved or last reviewed and by whom
