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Job description guidance
Updated September 2013
The job description outlines the main features of a job and defines key duties, responsibilities and relationships. This document includes a person specification to provide information on the key areas of knowledge, experience, skills, behaviours and qualifications that are required.

The job description is a key tool to be used in:

· recruitment;
· job evaluation;
· performance reviews; and
· staff development.
Job description format
The format of North Yorkshire County Council (NYCC) job descriptions has been changed to bring them in line with the behaviour and skills framework, which sets out a set of competencies required for every role.
The revised format includes statements on key accountabilities, duties and job purpose and now includes a context statement and person specification.

Guidance on completion
Job title - be consistent when specifying a job title, and if it’s a new post check the job family guide for an appropriate name that will ‘fit’ with similar roles and job titles.
Grade – identify the pay band and spinal column points rather than actual figures. If this isn’t known, for example prior to a job evaluation, then indicate that the grade is ‘TBC’ (to be confirmed).
Responsible to – check the job title of the line manager for the post. Add the job title rather than the name of the person.
Staff managed – identify the job title(s) of any staff line managed by this post.  It is not advisable to specify numbers of staff as this may be subject to change. Type ‘None’ if there are no staff managed by this post.
Post ref – Check with Human Resources (HR) for the post reference.  For new jobs this is not set up until the job has been graded through job evaluation – in this case leave blank.
Job family – identify the job family code (number) that the job falls within. Check with HR for details.
Job purpose – this should be a brief statement to clarify the main purpose of the job and explain why the job exists. This section should be no more than 100 words.
Job context – this section should include a statement to explain about the service in which the job operates, key challenges, the purpose of the service, any links with partners/other organisations/service units and parameters of the job, for example if the postholder is a budget holder or income generator. It should also identify whether the post is politically restricted or whether there are any statutory restrictions.  Identify whether clearances are required, for example CRB or ISA Registration, and identify working conditions and environment or other demands on the job. This section should be no more than 250 words.
Main responsibilities

Organise the main responsibilities under headings using the list of examples below to help you think through what should be included.
	Operational management

	Operational issues

	Operational delivery

	Communications

	Partnership working

	Resource management

	People management

	Skills development

	Performance management

	Policy and performance

	Systems and information

	Strategic management

	Strategic planning

	Planning and organising

	Strategy development

	Consultancy

	Political management

	


The list of examples is not intended to be exhaustive and may be added to and adapted to cover the wide range of jobs within the Council. Typically a job description should contain five or six headings, although some will require more and others less.

Under each main heading that applies, the core responsibilities of the job should be listed. The aim of this is to provide a clear explanation of the types of responsibilities of the job rather than a list of every task or activity that the post holder will do in their role.
Aim to keep this section to two sides of A4 at the most.  
Remember that the job description is about the job and not the individual who is to fill the job.  The content should be kept objective and positive.  Use clear, straightforward language and avoid jargon and abbreviations.  Where abbreviations are used, ensure they are expanded upon in the first instance of use.

Think about the desired outcomes and results of the job and seek to indicate these as far as possible in the description of responsibilities.  These statements should have a clear end result.  Accountabilities may cover such areas as planning, organising, directing, innovating, budgeting, staffing, as well as meeting specific objectives within the job purpose.  
Examples are:

· File correspondence so that material can be retrieved immediately when required.

· Produce detailed designs which meet specifications of a project brief.

· Type letters from shorthand or audio and compose routine letters as directed by line manager.

· Recruit, motivate, train and develop staff within agreed policies and practices to maintain an effective workplace capable of meeting its objectives.

· Formulate and gain acceptance for annual budgets to secure resources necessary to achieve work programmes.

For all Directorates see the table following which sets out typical main headings and what to consider for inclusion against each one:

	Main headings:
	· Core responsibilities – EXAMPLES OF CONTENT:

	Operational Management or Operational Issues


	· Heading on the left depends on context of job in terms of managing or supporting role 

· Bullet points on main operational issues
· Technical responsibilities would be indicated here.

	Communications


	· Bullet points on communications issues e.g. 

· written and oral communications, impact, who with e.g. internal, regional/national groups, what do they need to achieve,
· are they negotiating, influencing change, providing advice and guidance, promote, consulting on or liaising or engaging with ….point of contact for ….?

	Partnership or Corporate Working


	· Identify work with partners or other services.

	Resource management or
People Management or 
Skills Development or Performance Management or
Buildings and Infrastructure


	· Heading on the left depends on whether the job is managing or supporting people/staff/resources

· Managers may wish to use several of these suggested headings if the job is involved in e.g. staff and resource management.  If this is the case there would be a separate section for each heading.

· Bullet points on whether the job manages staff, finance and/or other resources 
· or whether the job contributes to the management of resources e.g. maintaining stock and equipment, monitoring budgets, advising on staff management etc.

	Systems and Information 

	· Bullet points on the systems the job is required to use, maintain or manage.  
· Identifying the scope of the systems, information they are responsible for, confidentiality, data sharing with other areas, whether they required to analyse information, report on information/statistics, or provide system support to customers etc.

	Strategic Management or Strategic Planning or Planning and Organising or
Strategy Development
	· Heading on the left depends on the level of strategic work the post is involved in.

· Bullet points to identify what level of input to strategy the post has, i.e. working within agreed objectives to achieve…. 
· Or devising policies and procedures to ….. 
· or take a lead role in co-ordinating …..
· or evaluate/audit practices to ensure ….
· or to contribute to the achievement of …. 
· Or to contribute to the ongoing review of …..etc

	Safeguarding 
	· To be committed to safeguarding and promote the welfare of children, young people and adults, raising concerns as appropriate.

	Service Specific Requirements
	· To be identified from the Directorate plans
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A list of action verbs follows, which may assist in setting out the core responsibility statements:
	Achieve

Advise

Analyse

Appraise

Approve

Assess

Assist

Authorise

Budget

Check

Collate 

Compile

Complete

Communicate

Conduct Consolidate

Consult

Contribute

Control

Co-ordinate
	Design

Determine 
Develop

Direct

Draft

Ensure

Establish

Evaluate

Examine

Facilitate

Forecast

Formulate

Gather

Give 

Help

Hire

Identify

Implement

Influence

Inform
	Interview

Inspect

Issue

Interpret

Improve

Keep

Liaise

Limit

Manage

Maintain

Monitor

Motivate

Negotiate

Operate

Organise

Participate

Persuade

Plan

Prepare

Present
	Process

Produce

Propose

Provide
Recommend

Recruit

Report

Represent

Review

Safeguard

Secure

Select

Sell

Serve

Set

Specify

Structure

Train

Update

Verify


Equalities
All Job descriptions to include the following statements:
	Data Protection
	· To comply with the County Council’s policies and supporting documentation in relation to Data Protection, Information Security and Confidentiality.

	Health and Safety
	· Be aware of and implement your health and safety responsibilities as an employee and where appropriate any additional specialist or managerial health and safety responsibilities as defined in the Health and Safety policy and procedure. 

· To work with colleagues and others to maintain health, safety and welfare within the working environment.

	Equalities
	· We aim to make sure that services are provided fairly to all sections of our community, and that all our existing and future employees have equal opportunities.

In addition, a standard phase needs to be added to all job descriptions – depending on the level of the post as follows:

Managerial:

· Ensure services are developed and delivered in accordance with the aims of the Equality Policy Statement in response to the needs and aspirations of service users.

Non-managerial:

· Within own area of responsibility work in accordance with the aims of the Equality Policy Statement

	Flexibility
	· North Yorkshire County Council provides front line services, which recognises the need to respond flexibly to changing demands and circumstances.  Whilst this job outline provides a summary of the post, this may need to be adapted or adjusted to meet changing circumstances. Such changes would be commensurate with the grading of the post and would be subject to consultation.  All staff are required to comply with County Council Policies and Procedures.  



	Customer Service
	· The County Council requires a commitment to equity of access and outcomes, this will include due regard to equality, diversity, dignity, respect, human rights and working with others to keep vulnerable people safe from abuse and mistreatment.

· The County Council requires that staff offer the best level of service to their customers and behave in a way that gives them confidence.  Customers will be treated as individuals, with respect for their diversity, culture and values.  



Date of issue 

The date is to be completed at the time the job description is firstly produced and updated at the time of any date of review.

Career Progression:

For posts that are within a career structure, criteria to move between pay bands needs to be made clear in the job description.  It would be expected that e.g. upon attaining a qualification essential to the role that the post would then carry with it additional responsibilities or challenges that would need to be outlined in terms of career progression.  Career progression is dependent on both individual competency and service need.  Career grades provide a way by which staff can be effectively retained and developed.  This enables the Council to keep the expertise these staff have built up and recognise the contribution they have made to their job role.  

Career grades should only be applied to areas where there is an established pattern of career progression and where the postholder is required to undertake additional responsibilities and duties which require additional knowledge and skills that have been gained through experience or formal training. 
Structure:

The new job description template includes a micro structure chart which identifies the job in question, who it reports to, who it operates alongside and who reports into it.  Any additional or external reporting lines can also be identified via a dotted line in the structure.  Template is available in the job description.  Example follows:

THIS IS OPTIONAL.
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Age Discrimination
The Employment Equality (Age) Regulations prevent recruiters from using age-related criteria. 

Age discrimination takes place at both ends of the age spectrum with people in the 18 – 24 age bracket being excluded in much the same way as people in the 55-65 age bracket – most of which can be linked to stereotypes and emotive language and imagery that is used in our day to day lives. 

When writing recruitment adverts, updating job descriptions or person specifications it is important to ensure that they comply with age discrimination regulations.

Remember, excluding or targeting any group on the basis of age related factors could be seen as a discriminatory practice. 

Quick Tips: 

· Quantifying years of experience; such as “five years management experience” or, “Ten years experience operating at a strategic level” – by specifying a length of time you may be excluding people who have the relevant skills to fulfil the role but are the 'wrong age'. In addition to age discrimination, specifying a length of time can also indirectly discriminate against women; they are more likely to have taken a career break to raise a family then men, hence less likely to have the ‘5 years’ experience.
· Qualifications. G.C.S.E’s were introduced in 1986, so specifying 5 G.C.S.E’s at grades A-C will exclude a large group of potential applicants who were educated before that point. The same applies for A.Levels, or Degrees. For some posts there will be a legal or professional requirement to hold a certain qualification or membership but for many posts equivalent qualification or experience might be suitable. Best practice would state that you should only request qualifications if they are a direct requirement for the role. We would advise that you use ability tests rather then qualifications to ensure best fit for the role (i.e. numeracy and literacy tests rather then requesting 5 GCSE’s including Maths and English).  State ‘or equivalent’ next to any qualification requirements only if appropriate and if the equivalent qualification can be identified.
· Imagery/ Language  - what would you think of if someone were described to you as being “mature, and well established” avoid the use of loaded descriptions or imagery. 

It is important that applicants are not selected for interview or disregarded from the short listing process based on qualifications, age restrictions, or age related criteria that are unsubstantiated. 

There is strong business case for being more inclusive in terms of attraction methods when thinking about writing adverts, particularly training opportunities and the risks of not being so can be extremely serious. 

Be particularly aware of this when thinking about posts that offer training opportunities. Remember it is not just those at the start of their working life who are interested in training opportunities or developing their careers in a different direction. Be mindful to avoid discriminatory language in terms of career development or training opportunities that you may be able to offer. 

Of course there are some exceptions; some posts may carry Genuine Occupational Requirement (G.O.R) for people of a certain age such based on regulation criteria such as a minimum age of 18 for lone working or Night working. If this is the case, it must be clearly listed on the person specification and be objectively justifiable. 

Further guidance can be found under the Recruitment Section of Staff Information or if you would like to discuss some of the options for wording/ imagery or recruitment advertising please contact the Resource and Reward Team, on 01609 535585. 

PERSON SPECIFICATION GUIDANCE

The person specification requires the manager to think about what is required by the person to do the job when they start (essential upon appointment) and what they are required to have once fully competent (desirable upon appointment).  The person spec should detail requirements for the role the individual is being employed to carry out.  Think about how to describe objectively what we are looking for from an applicant's skills, knowledge or experience
The format of the person specification has changed to ensure that stated criteria for a job is completely job specific, including ‘desirable’ elements.  

Knowledge – include statements on what the postholder is expected to know to do the job.  These should identify any technical, specialist, procedural or organisational knowledge.  Where applicable this may include knowledge of machinery, concepts, theories, techniques, policies, procedures and practices.
Experience – Be mindful of age discrimination rules and managers are advised not to include reference to number of years experience.  Alternative phrases include:


Can demonstrate extensive experience of …. (equivalent to 5 years or more experience)

Can demonstrate significant experience of …. (equivalent to 2 – 5 years experience)

Can demonstrate experience of …. (equivalent to 1 – 2 years experience)

Other helpful phrases include:
Can demonstrate a track record in …..

Can demonstrate success in …..

It is recommended that managers think about what someone with e.g. 5 years experience would bring with them that someone with 1 year experience would not.

Occupational Skills – Refer to the Skills Library and choose a maximum of 10 statements which meet the needs of the job.

Qualifications – Note only qualifications that are relevant to the job in question.  Try to avoid using ‘or equivalent’ unless it is clear what the ‘equivalent’ qualification is.  If a degree level qualification is required, outline the discipline(s) that would be relevant to the job.  It is important that the qualification is still relevant and current.  The national qualifications framework identifies equivalent qualifications; this can be accessed at http://www.accreditedqualifications.org.uk/index.aspx
The County Council have signed up to the Skills Pledge and as such for posts where there is no essential qualification requirement the Council supports anyone who does not have level 2 literacy and numeracy to gain this during their first months/year of employment with the County Council.

Maths and English GCSEs should not be applied as criteria for selection unless they can be objectively justified.

Behaviours – These have been set out with headings relating to the Competency Framework.  Managers need to consider what level the job is expected to meet within this framework (if the job already exists this will be available from the previous year’s appraisal document) and select the relevant statement according to the ‘level’ for the behaviour heading.  It is recommended that an appropriate example is chosen that does not restrict external applicants from applying for a vacant post.
PERSON SPECIFICATION

JOB TITLE:  ____________________________
	Essential upon appointment
	Desirable on appointment (if not attained, development may be provided for successful candidate)

	Knowledge
	

	· e.g. In depth knowledge of current guidance and legislation with respect to …......

· e.g. Knowledge of statutory requirements, including requirements in respect of ………

	· e.g. Knowledge and understanding of ….. provision ….; 
· Knowledge of relevant legislation; research documents.



	Experience
	

	· e.g. Recent management / leadership experience in …… 
· e.g. Experience in commissioning services for ……
· e.g. Proven and effective experience of the management of resources in a changing organisational environment, including human and financial resources.
	· e.g. Experience of responding to media enquiries.

	Occupational Skills (refer to skills library)


	

	· e.g. Ability to assimilate new initiatives, technology and software and interpret information.

· e.g. Influencing and negotiating skills

· e.g. Good interpersonal skills.


	

	Qualifications
	

	· A professional …… qualification e.g. ……. or equivalent (or demonstrable equivalent experience).
	· A management qualification.

	Other Requirements
	

	· e.g. Ability to travel across the County
· e.g. Ability to attend meetings outside of normal business hours
	


	Behaviours
	

	One Council

(select appropriate statement depending on whether the post has line management responsibility or not)

Effective Performance (level ____)

· Select the appropriate statement for the job.
Keeping it Professional (level ____)

· Select the appropriate statement for the job.

Working Together (level ____)

· Select the appropriate statement for the job.

Community and Customer Focus (level ____)

· Select the appropriate statement for the job.
Know and develop yourself and others (level ____)

· Select the appropriate statement for the job.

Managing Change (level ____)

· Select the appropriate statement for the job.

Inspiring Others (level ____)

· Select the appropriate statement for the job  (level 2 and above – if not applicable remove this row)


NB – Assessment criteria for recruitment will be notified separately.

Optional - Statement for recruitment purposes:  You should use this information to make the best of your application by identifying some specific pieces of work you may have undertaken in any of these areas.  You will be tested in some or all of the skill specific areas over the course of the selection process.
RECRUITMENT AND SELECTION SERVICES

STAGE 3 - JOB DESCRIPTION AND PERSON SPECIFICATION

The key skills, qualifications and experiences derived from Identifying the Need will now inform the creation of the job description and person specification.

3.1 Templates:
A job description/person specification template has been produced.  Whether you are reviewing an existing role, or devising a new job description, it is recommended that you use the template to ensure a consistent approach and that standard messages are used.  For further guidance link to Job Evaluation – Grading and Re-grading
It is essential that the job description and person specification are made available to all applicants. The job description / person specification should always be reviewed prior to advertising a role to ensure the content is reflective of the role and does not contain any discriminatory criteria.  

Any qualifications stated need to be specific to the job and not a generic qualification.  Qualifications should only be stated in the person specification if there is a professional or legal requirement for the role.  A job description/person specification template is available.

Standard job descriptions and information on pay bands and career frameworks for school support staff are available in the Workforce Development County Guidance packs. Whenever a new post is introduced, or an existing post amended, it will be assessed through the job evaluation process in accordance with the guidance (link to Job Evaluation – Grading and Re-grading).  
	Job Description
	Person Specification

	This provides a description of the nature of the job. This should include:

· Job details (title etc)

· Job purpose

· Job context

· Accountabilities 

· Main responsibilities

· Information on safeguarding where applicable

· Reporting lines 


	This provides a description of the criteria that are essential and/or desirable to undertake the post successfully. This should include:

· Qualifications and training

· Experience and skills

· Abilities and personal qualities 

· Key Behaviours and Levels 
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3.2 Time to be Age Aware 

The Equalities Act 2010 prevents recruiters from using age-related criteria. 
When writing recruitment adverts, updating job descriptions or person specifications it is important to ensure that they comply with age discrimination regulations.  You also need to be mindful of the advert content in terms of other protected groups ie race, sex, religion, which are all covered under the Equalities Act 2010.

By including that a job role requires GCSE’s, as essential criteria in the person specification, this not only eliminates any person educated before 1986 (and therefore anyone over the age of 41
) and any person educated outside of the UK from being a suitable candidate, but it is also not an occupation requirement.  This potentially could be deemed as discrimination.

3.3 Generic Qualifications

If there are intrinsic functions of the job role that require a standard of ICT, literacy and/or numeracy this should be reflected in the person specification as essential criteria. 

GCSE’s in Maths and English are not the only qualifications that evidence literacy and numeracy skills, and should not be included in a person specification. Instead of asking for GCSEs in English and Maths (A – C), the person specification should ask for ‘Literacy and Numeracy’ which will cover a range of qualifications that satisfy the criteria. Literacy and numeracy skills are not restricted to qualifications and may also be evidenced through work history and previous experience, which is not necessarily limited to employment. For example, numeracy skills may be evidenced through experience of controlling a small budget for a community sports team. 

The reference to generic literacy and numeracy qualifications and experience will not be discriminatory based on any of the protected characteristics identified within the Equalities Act 2010. 

3.4 Specific Qualifications

Specific qualifications should only be referred to when there is a professional requirement, as is the case for Teachers being required to hold QTS. 

Qualifications may not be a professional requirement but are integral to the suitability for the job role e.g. a job role that includes project management as an intrinsic function may require candidates to have Prince 2 (or equivalent), or an administrative role may require candidates to have Literacy and Numeracy level 2 (or equivalent). Requesting a specific qualification, or equivalent, that evidences experience and competency against the job role criteria is justified on the grounds of applicant suitability.  Where a particular qualification is required but not necessarily on appointment, this can be identified under ‘desirable on appointment’ with a note that the postholder will be expected to achieve the relevant qualification. 

Qualifications that would be useful for the role can be included as desirable criteria within the person specification even if there is no professional requirement e.g. a Library Assistant vacancy does not require applicants to have a professional qualification, but a qualification in Customer Service would be beneficial. 

Do not: 

· Quantify years of experience; such as “five years management experience” or “two years experience operating at a strategic level” – by specifying a length of time you may be excluding people who have the relevant skills to fulfil the role but are the 'wrong age'.

· State generic qualifications as a requirement such as GCSE’s.  Qualifications should always be specific to the role and only stated in the person specification if there is a professional or legal requirement.

· Use prescriptive imagery or language; what would you think of if someone were to describe you as being “mature and well established” or “energetic”? Avoid the use of loaded descriptions or imagery. 

Of course there are some exceptions. Some posts may carry a Genuine Occupational Requirement (G.O.R) for people of a certain age, based on regulation criteria such as a minimum age of 18 for lone working or night working. A Genuine Occupational Requirement must be clearly listed on the person specification and be objectively justifiable. 

3.5 Genuine Occupational Requirements 

The aim of the Recruitment and Selection Policy and Procedure is to eliminate subjective bias, avoid discrimination and to ensure that all applicants have the opportunity to apply and be selected for roles which they are suitable to undertake. 

There are, however, in a very small number of circumstance genuine reasons when an employer may need to discriminate.  For example, it would be permissible to have a minimum age requirement on a role where the post holder has to be certain amount of years older than the oldest child in their care. Such circumstances are referred to as Genuine Occupational Requirements.  These situations are very rare and will be related to NYCC’s statutory responsibilities.

If a post holds a Genuine Occupational Requirement, this must be made clear and transparent. The details must be included in the person specification and the advertisement, and you must be able to cite the reason why the requirement is valid. 

The requirement must be listed in the person specification as an Essential Requirement, demonstrating that you will be selecting candidates based on this requirement for the role. 

To apply a Genuine Occupation requirement an organisation must show that it is: 

A requirement of the job in order to keep the ethos of the organisation; and ‘proportionate’ to apply the requirement. 

Managers must seek advice from HR to determine if there is a Genuine Occupational Requirement and must not make the decision in isolation.

3.6 Safeguarding and Safer Recruitment 

The main elements of Safer Recruitment are: 

· Including information on NYCC’s commitment to safeguarding in the Advert, Job Description, Person Specification and any other relevant documentation.

· Obtaining and scrutinising comprehensive information from all applicants and investigating any discrepancies or anomalies.

· Obtaining robust, relevant and appropriate references that fully cover the candidates recent work history and asking specific questions relating to the applicants suitability to work with vulnerable groups. 

· Obtaining a satisfactory Criminal Records Bureau Disclosure.

Failure to follow Safer Recruitment practise could result in vulnerable people being exposed to significant risk.

SPECIFIC HAS Guidance for Accountabilities section:


The following statements are required to be included within all job descriptions:





Health and Adult Services requires a commitment to equity of access and outcomes, this will include due regard to equality, diversity, dignity, respect, human rights and working with others to keep vulnerable adults safe from abuse and mistreatment.





Health and Adult Services requires that staff offer the best level of service to their customers and behave in a way that gives them confidence.  Customers will be treated as individuals, with respect for their diversity, culture and values.  





External links (dotted line)





Who are they managing





Who are they working alongside (optional)





Who are they working alongside (optional)





This job – job title





Manager
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(Always remember to complete the cycle by checking that the person specification fits well with the Identified Needs to ensure that you have not lost sight of your original aims/needs.














Identifying the Need





Behaviours Framework and Skills Library





Job Description and Person Specification





check back





( Remember, excluding or targeting any group on the basis of age related factors could be seen as a discriminatory practice. 











1 As at the 1 July 2011
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