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Job Description Template
	Job Title
	

	Employer
	Name of business

	Location
	

	Contract
	e.g. full time, one year contract

	Reports To
	

	Department / Team
	


Purpose of job

For Example: To be part of a team staffing the Reception desk on a rota basis.  To act as first point of contact for clients. To advise clients on services available and to process orders. To advise the Team Leader of any issues arising.

Main Duties and Responsibilities
1. To act as Receptionist…

2. To…

3. To…
You must be prepared to be responsible for the implementation of, and compliance with, the provisions of legislation relating to the health and safety of such employees and areas of the work place, as fall under your direct control.  You must also be prepared to comply with legislation relating to such works and contract as are within your direct responsibility.

You will be required to undertake such other duties appropriate to the grade and character of the work as may reasonably be required of you.  Therefore, the list of duties in this job description should not be regarded as exclusive or exhaustive.

Your duties are set out in this job description, but please note that the company reserves the right to update your job description from time to time, to reflect changes in, or to your job. You will be consulted about any proposed changes.  Significant permanent changes in duties and responsibilities will require agreed revisions to be made to this job description.
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