ORGANISATION NAME / LOGO
“This template document and others have been produced by Sport Wales and will need editing before use.  Guidance notes to help you do so are set out throughout the documents and square brackets in the body of the document indicate areas that require editorial attention.  Whilst Sport Wales endeavours to ensure the information contained is up to date and correct, we make no representations of any kind, express or implied, about the completeness, accuracy and suitability of the documents provided. Any reliance you place on such information is therefore strictly at your own risk.  In no event will Sport Wales be liable for any indirect or consequential loss or damage, arising out of, or in connection with, the use of these templates.  If you have any doubts about the editing or use of these templates, please seek professional legal advice.”
JOB DESCRIPTION
Post:



[JOB TITLE]
Responsible to: 
[Line Manager’s job title]
Purpose:
[Brief description of key purpose of the role]
Main Duties: Insert as required
1. ….
2. ….
3. ….

4. ….

This list is not to be regarded as exclusive or exhaustive as there may be other duties and requirements associated with the post which [NGB Name] may call upon the post holder to perform.

[Author’s Name]
[Author’s Title]

[Date created / last reviewed]
	PERSON SPECIFICATION

	
	Essential
	Desirable

	Education and Professional Qualifications

For example:

Minimum of  5 GCSE passes or equivalent (including Mathematics & English)

Professional [Subject] qualification, or working towards this.


	(
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	Experience and knowledge


	
	

	Skills, Aptitudes and Abilities

For example:

Proficient working with Microsoft Office.
Ability to constructively challenge existing processes and implement innovative ideas for continuous improvement

Good organisational skills with the ability to prioritise own workload especially under time constraints with conflicting demands

Excellent communication skills using appropriate language and style relevant to the audience.

Ability to use initiative and work without day to day direction.

Ability to work both alone and as part of a team.
Ability to problem-solve and make decisions with regards [work area].
Ability to work accurately and methodically, with good attention to detail 

Strong customer focus

Welsh language
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	[NGB Name] Behavioural framework (if applicable)
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