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	Job Title
The job title is the first thing a candidate will see, and it should clearly reflect the role. 
Guidelines. 
· Use a clear, market recognisable job title that jobseekers will understand. 
· Avoid internal jargon or acronyms
· Ask the question: “Would someone outside of the University understand what this job title is?”

	Grade
	X

	Department
	e.g. Directorate of Planning, OR
School of Social Sciences, Faculty of Humanities

	Overall Purpose	Comment by Tracy Kaar: INCLUSIVITY INSIGHTS: 
Research has shown that the opportunity to make a difference in a role is important
Research has found that is especially important for female candidates
79% of candidates want to work in an inspiring and fulfilling role
77% of candidates want the opportunity to make a difference

	Provide a short paragraph summarising why the role exists and why it matters. This section should help candidates quickly understand the impact of the role and why they should apply. 
Recommended Structure: 
· WHAT will the role holder do
· HOW will they do it
· WHAT will they deliver/WHAT is the opportunity to make a difference


	About the Team

	 Provide a short paragraph describing:
· The team or department
· The context in which the role operates
· How the role fits within the wider University
This helps candidates understand the working environment and collaboration context.

	Key Accountabilities	Comment by Tracy Kaar: INCLUSIVITY INSIGHTS:
Complex and overly long sentences can negatively impact neurodiverse candidates
Complexity and internal jargon put 60% of younger candidates off applying

	This section should outline the main responsibilities of the role.
Keep it concise and focused on key outcomes, rather than listing every task the role holder might perform.  More detail can be given at a later stage in the recruitment process.

Guidelines
· Include 8–12 key responsibilities (maximum)
· Use clear, simple language
· Start each bullet with an action verb (-ing word) - (e.g., Managing, Delivering, Supporting, Developing)
· Avoid internal jargon or acronyms
· Focus on what the role is responsible for, not every activity involved

	Person Specification	Comment by Tracy Kaar: INCLUSIVITY INSIGHTS
Research has found that number of job requirements you list has an exponential negative impact on diversity of candidates who apply (more requirements equal less diversity)
Research shows 60% of requirements in job adverts are not essential
People read “desirable” requirements as “essential”
Unnecessary essential skills can limit the quality and diversity of candidates, with an adverse impact on female and neuro-diverse candidates
Research has found that women will not apply for technical roles if they cannot meet 80-100% of the criteria
Women favour job adverts that bring out the soft skills in a role
92% of managers say that soft skills are a better indicator of high performance in the role
Listing a degree as essential puts barriers up to social mobility and has an adverse impact on diversity
Only 30% of people globally have a degree, and recent research has shown that only 34% of university intakes are ethnically diverse students
There is a shift towards more vocational qualifications, so think carefully about your educational requirements if you want to future proof your roles

	This section should define the essential requirements needed for a candidate to perform effectively from day one. Remember: strong candidates are motivated by opportunities to develop and learn, so only include requirements that are genuinely essential.
Guidelines: 
· Only focus on what is essential to be high performing in the role
· Check for unintentional bias
· Include any relevant soft skills
· Avoid specifying years of experience unless absolutely necessary 
Additional rows can be added under each heading (knowledge, experience etc) if required. You do not need to add criteria to all headings


	Knowledge
	What does the role holder need to know on day one?

	
	

	Experience
	What does the role holder need to have experience in from day one?

	
	

	Skills
	What does the role holder need to be good at on day one?

	
	

	Education
	Only include essential qualifications. Remove non-essential or any bias towards educational requirements, such as degrees or niche degrees

	
	

	Other
	For any essential requirements that cannot be categorised into any of the above

	
	

	Key Behaviours

	The following standard statements should be included in all JDs and should not be amended.
One University: A ‘One University’ approach, whereby we break down silos and work collaboratively towards furthering the University’s strategic goals, vision and values.
Freedom of Speech and Academic Freedom: Support the University’s commitment to securing and actively promoting the importance of free speech and academic freedom within our community.
Service Excellence: Committed to prioritising service excellence and high performance to deliver great people-centred experiences.
Agility: Demonstrate a commitment to agility and continuous improvement by embracing change, championing innovation, and being flexible and forward thinking to adapt.
Sustainability: A sustainable approach that safeguards the University of the future by championing environmental practices, advancing digital capability, and supporting financial stability and philanthropic initiatives.
Inclusion: Support the University's ambition to create an inclusive place to work where every person matters, demonstrating a commitment to non-discriminatory conduct and respect for others, and fostering a University where people feel deeply connected to each other, to Manchester, and to the wider world.
Social Responsibility: Promote and champion the University’s social responsibility ambitions to advance social inclusion, prosperous communities, better health, and cultural engagement.


	*Only include the following behaviour statement in roles that include line management or people leadership responsibility*
People Leadership: Demonstrates effective leadership by empowering, motivating, and developing teams to achieve high performance. Builds a collaborative and inclusive work environment and provides clear direction, support, and feedback.
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