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JOB DESCRIPTION Template

	JOB TITLE
	

	FACULTY & SCHOOL/DEPARTMENT
	

	REPORTS TO
	Give job title, not name



	SUPERVISES
	Give job titles, not names



	POST REFERENCE
	Line Manager to complete - please quote all references if there is more than one jobholder



	GRADE


	To be left blank
	DATE


Birkbeck is a world-class institution, a vibrant centre of academic engagement and excellence and the UK’s leading provider of part-time, evening education for mature students.

There are nearly 19,000 students studying short courses, certificates, diplomas, first degrees, postgraduate taught and postgraduate research degrees.  Birkbeck provides Londoners with the unique opportunity to fit study around their busy lives.

Founded in 1823 as the London Mechanics’ Institute, Birkbeck was incorporated in the University of London in 1920.

PURPOSE OF THE JOB
Give a brief overview of the job, its context in the School/Department, and the contribution that it makes

Main Duties of the Jobholder

List the main duties here

Working Relationships and Contacts

Outline the important relationships that the jobholder must maintain, and the sorts of issues on which that jobholder must communicate within these relationships

Dimensions 
Outline the scale and areas of impact of the job (e.g. number of students supervised, budget responsible for, research grant details, number of staff supervised etc.)

General Responsibilities

These are standard to all Birkbeck Job Descriptions

· To adhere to the College’s Equal Opportunities policy in all activities, and to actively promote equality of opportunity wherever possible.

· To be responsible for your own health and safety and that of your colleagues, in accordance with the Health and Safety at Work Act (1974) and relevant EC directives. 

· To work in accordance with the Data Protection Act and to ensure that all new systems are reported to your Data Protection Controller.

· To undertake such other duties as may be reasonably expected.

· To provide a healthy and comfortable working environment, smoking is prohibited throughout the College, except in specially designated areas. 
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PERSON SPECIFICATION
	Job Title: 
	Post No:

	Faculty and Dept/School:
	


	ATTRIBUTES
	ESSENTIAL
	DESIRABLE

	Knowledge
This relates to the level and breadth of knowledge required to do the job, e.g. an understanding of a defined system, practice, method or procedure.
	
	

	Technical/Work-based Skills

This relates to the skills specific to the job, e.g. language fluency, typing skills, etc
	
	

	General Skills/Attributes

This relates to more general characteristics required to do the job effectively, e.g., effective written communication skills, ability to delegate, motivation or commitment etc.
	
	

	Experience

This is the proven record of experience and achievement in a field, profession or specialism. This could include a minimum period of experience in a defined area of work (take care to ensure period stated is appropriate and not unnecessarily excessive)
	
	

	Qualifications

Please state the level of education and professional qualifications and/or specific occupational training required. 
	
	


Job Description Document Confirmation Section

	Job Title:
	

	Faculty & School /Department
	

	Grade
	State current grade of the job here


I confirm that this is a true and accurate reflection of this job
……………………………………………………………………………
………………………………………………………………


JOBHOLDER(S) signature 
Print Name


Date

Telephone Ext No.

…………………………………………………………………………….. 
………………………………………………………………


LINE MANAGER/SUPERVISOR signature 
Print Name




Date

Telephone Ext No.

……………………………………………………………………………
………………………………………………………………


HEAD OF DEPARTMENT/DEAN OF FACULTY (if different from Line Manager above) signature
Print Name



Date

Telephone Ext No.

Comments/Notes
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