Job Description Template: A Structured Guide
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STEP ONE Do the basics brilliantly.
Use this section to capture all fundamental information clearly.
· Job Title: Does it accurately and specifically reflect the role’s function?
· Location: Include primary location and any travel requirements.
· Salary or Salary Range: Ensure it is benchmarked and realistic.
· Employment Type: Permanent, contract, or temporary.
· Working Schedule: Hours, flexibility, remote or hybrid options.

STEP ONE Spell out the core responsibilities.
Outline the day-to-day function of the role with clarity and specificity.
· What are the key tasks the individual will perform daily?
· Which teams will they work with or support?
· What tools, systems, or platforms will they regularly use?
· What types of projects will they be responsible for?

Example language:
· “Schedule and post content across social channels using Canva.” 
· “You’ll prepare large volumes of financial data in Excell for internal reporting”
· “Identify and manage new sales opportunities through HubSpot or Salesforce”




STEP THREE Add essential skills
Clarify the core requirements versus optional strengths. 
· Must‑have skills (limit to 3 to 4): What is absolutely required for success?
· Experience: What level and type of experience is essential?
· Tools / qualifications: Are specific tools or certifications necessary?
· Personal attributes: Which behaviors or soft skills enable success?
· Nice‑to‑haves: What would be a bonus but not a blocker?

STEP FOUR Show, don’t just say: DE&I in action
Communicate real, meaningful commitments to inclusion. If you mention DE&I, make it impactful.
· What flexible working arrangements or inclusive benefits do you offer?
· What development, training, or mentorship programmes exist?
· Do you have employee resource groups or outreach initiatives?
· How is your hiring process designed to be fair, transparent, and accessible?
Quick tip:
Demonstrate tangible support. Use inclusive, accessible language throughout.

STEP FIVE Measure success: 
Be upfront about both the challenges and how success will be measured. 
· What will the individual be accountable for in the first 3–6 months?
· What metrics or outcomes define success?
· Are there ongoing challenges or complexities they should know about?
· What does ‘great’ performance look like in this role?


Next steps Additional information:
Outline how to apply:
· What materials should candidates provide (CV, portfolio, case study)?
· How should candidates apply? (Include email or application link.)
Optional additions:
· Are tasks or assessments required? If so, describe them.
· How many interview stages are involved? Provide a simple list of steps.
· Who will the candidate meet in the process?



