
Job descriptions are a critical cog in your recruitment process – 
they’re the foundation of it in fact. They:

So, let’s take a look at what a decent job description should include.

Job description
template

– Help to identify the skills and experience 
required for the role;

– Ensure candidates are aligned with your 
practice’s culture;

– Form the basis of your interview 
questions;

– Give you a consistent framework to 
measure candidates against;

– Can identify areas in need of training and 
development; and

– Can be used as a foundation for 
performance management.

Please call us on 0345 844 1111 to find out more citation.co.uk

Job title Reporting to

Make sure you’re accurate with your job title. If you 
try and make a role more attractive by packaging it 
with a misleading title, you’ll waste both your and the 
candidate’s time when it transpires to be something else.

Include the name and title of the individual they’ll be 
reporting to. If their manager job shares, remember 
to include the details of both people they’ll be 
accountable to.

Location Salary

Add the address of your headquarters here – if you 
have more than one, include the one they’ll be based 
at. If it’s a home working job, flag that here, equally, if 
they’ll be required to travel as part of their job, here’s 
the place to mention it.

If you don’t want to advertise a number, you could 
simply put ‘DoE’ (dependent on experience) or 
‘competitive’. 

If you do include a monetary value, it’s advisable to 
put a salary bracket, i.e. £20,000 to £25,000. This is 
so that you can account for candidates’ range in skills 
and experience.



Please call us on 0345 844 1111 to find out more citation.co.uk

Hours of work

Typically, full-time hours are between 35 to 37.5 hours a week. There aren’t any set hours for part-time employees, 
it’s simply someone who works fewer hours than that of a full-time employee.

Flexitime is a big perk for many employees, so if it’s something you’re offering, make sure you highlight it.

Remember to include the days of work too. If weekend work’s involved there’s no use in hiding it: you’ll have to 
tell them sooner or later, and it’s best to break the news before time and money’s invested into the process.

Other benefits The role

This could be anything from above average annual 
leave and healthcare packages, to childcare 
vouchers and colleague awards. Whatever it is you 
have to offer, shout about it here – after all, your job 
description is a platform for you to sell your practice, 
too. If you’re struggling to fill this space, perhaps 
there’s a gap in your employee engagement strategy 
that needs filling…

Pull out the core responsibilities of the position and 
promote them. For ease of reading, consider splitting 
each area out by using bullet points, and try to keep 
them nice and concise.

Put yourself in the position of the candidate and really 
think about what’ll attract them. This is your chance to 
get them excited about the role while, of course, not 
over promising.

– Age;

– Disability;

– Marital status or civil partnership;

– Gender reassignment;

– Race – including colour;

– Nationality or ethnic origin;

– Religion;

– Gender;

– Sexual orientation; and

– Pregnancy and/or maternity leave.

The person

Use this section to ensure candidates are the right fit for the role and your business’ culture. And remember, 
you can’t discriminate candidates against protected characteristics, these are their.

So, for example, it wouldn’t be appropriate to say the candidate needs to have been born in the UK or be in 
their 20s. 

There are exceptions though. As an example, if you’re recruiting for a pilot, it would be acceptable to say 
that they need excellent vision (without breaching their protected characteristics), as it’s needed to perform 
their job. 

To give you a bit of inspiration, here are a few of the types of things you might include:

– Someone who thrives in fast paced environments and can easily adapt to change.

– Someone who’s proactive in bringing new ideas to the table.

– Someone who is friendly, approachable and great with people and animals.

– Someone who can manage their own time and prioritise their workload.



Got a 
question?

If you’ve got any questions on how to pull 
together a legally tight job description, get in 
touch with our HR & Employment Law experts 
on 0345 844 1111 or hello@citation.co.uk. 
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Qualifications Desirables

If you require potential employees 
to have certain qualifications, state 
them here. Using our business 
as an example, Health & Safety 
consultants must have at least a 
NEBOSH Diploma or equivalent 
experience.

In some roles, qualifications might be desirable but not necessary. As an 
example, it might be preferable for someone applying for a writing job 
to have a degree in English, Journalism or Marketing. However, if they 
don’t and their portfolio backs up their ability, there’s no reason not to 
recruit them.

You might also choose to outline how many years’ experience the 
candidate will ideally have.

About your business

Bring your business to life and tell candidates what it does, and what you’re about. You don’t need to go into 
reams of detail – they can find this out themselves – but touch on what you have to offer, what your culture’s 
like, what perks you have to offer, and bring any awards to their attention – featuring in the ‘Top 100 Best 
Companies to Work For’ is a great one to brag about if you have it.


