
Job Description and Person Specification template 

In the following job description and person specification template, the text in light grey 

provides guidance on what to include in the different sections of the template. Page one is 

the summary of the job description. Page two provides the detail of the position. Page three 

is the person specification. 

 

JOB DESCRIPTION 

Informal enquiries to Jane Doe on 04 444-4444 

SERVICE AREA: Administration, Finance, Lay Ministry, etc. 

LOCATION:  

POST TITLE: Title should accurately describe the post. 

RESPONSIBLE TO:  To whom the position reports. 

RESPONSIBLE FOR: 
A very brief description of the key area(s) of 
responsibility 

HOLIDAY AND  
SICKNESS RELIEF:  

By and for other staff as required 

PURPOSE OF THE JOB 

A short statement, ideally no more than two sentences 
giving an overview of the position and summarising 
what the position is intended to achieve. It should 
relate to main duties and tasks. 

 

  



SPECIFIC DUTIES AND RESPONSIBILITIES 

 

Scope of Work 

The scope of work provides information about the larger picture of the position—how it 
relates to other positions in the organisation and to the community outside the 
organisation. It may also provide information about supervisory roles. It provides details 
about what decisions a person in the position can make her/himself and what kinds of 
decisions should be made in conjunction with co-workers or supervisors. 

 

Duties and Responsibilities 

Duties and responsibilities describe the main tasks and duties to be done in order to achieve 
the role’s purpose. The main responsibilities should represent the outputs of the job and 
focus on results. These should be written to be outcome-based, e.g. provide an efficient and 
effective administrative support service, rather than just providing an administrative 
support service, and started with an action verb to highlight the achievement aspect.  

All descriptions should include the following: 

 All duties and responsibilities should be carried out in accordance with agreed 
PCANZ policy and procedures, particularly those relating to health and safety and 
equal opportunities 

 Any other related duties as may arise 

Questions to take into consideration when writing duties and responsibilities: 

 Are the tasks and duties described clearly, unambiguously and free from jargon, and 
describe exactly what is expected in the position? 

 Have irrelevant duties for the satisfactory execution of the position been removed? 

 Are key accountabilities and challenges described realistically—neither understated 
nor exaggerated? 

 Does the list indicate, where possible, a prioritisation of the duties and 
responsibilities? 

 Are any areas of accountability unnecessarily restrictive so that someone from 
either sex, a particular race or with certain disabilities could not easily do the job? 
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PERSON SPECIFICATION 

MINIMUM ESSENTIAL REQUIREMENTS 

 

METHOD OF 
ASSESSMENT 

Skills / Knowledge  Against each item 
in the person 
specification, 
there needs to be 
a method of 
assessment, i.e. 
how that item can 
best be measured. 

Obvious items are 
easily identified 
from application 
form, e.g. 
minimum 
experience. Items 
difficult to judge 
from application 
will need further 
clarification at 
interview. Some 
items will be 
assessed 
combining 
application and 
interview 
assessments. 

Consider the knowledge and skills required to do each main 
responsibility well. 

Knowledge: What would a person need to know in order to do the job?  
Do they need previous knowledge, or can they learn rapidly during 
induction training? If they can find out quickly, then that knowledge is 
not an essential requirement. 

Skills: What is involved to fulfil responsibilities? What skills are needed? 
Is the skill is one that the person needs to bring to the role or can it be 
learned on the job? 

 Manual skills – driving, gardening, keyboard operation? 

 Communication skills – listening, writing reports, giving clear 
instructions? 

 Managerial skills – prioritising, delegating, dispute resolution, 
negotiating? 

Experience and Qualifications 

It is best to include only those qualifications deemed necessary or 
required by law. Emphasis on qualifications can place unwarranted 
importance on these rather than skills and knowledge.  

What abilities/skills/knowledge are expected by possessing this 
particular qualification or experience? These abilities/skills/knowledge 
should correspond to what is in the skills/knowledge section. Without 
this overlap, the qualification is unlikely to be relevant. It is 
recommended to avoid the term “relevant qualification”.  If a job-
related qualification is required, the minimum requirement must be 
specified.   

Experience may include previous similar work or voluntary experience 
indicating similar responsibilities. Criteria such as length of previous 
experience should not be used to determine responsibility or maturity. 

 

Work-related Circumstances  

Give details of working conditions. What requirements does the job 
demand in terms of personal commitment and working conditions? Do 
not include physical or mental abilities that are not required of the job. 

 

Examples: 

 Willingness to be mobile and work away from main location. 

 Willingness to undertake training as appropriate. 

 Lifting up to 10 kg. 

 



 


