Writing Job Descriptions 
Overview
For a change to be successful and new ways of working to be integrated employees must be clear on what is required of them.  This is, in part, achieved through the use of job descriptions. Therefore, depending on your type of change you may need to amend job descriptions or write new ones.  
Job description Template
This is the link to the TfL Job Description Template and for further information you can see the pages on Source
Writing the job description
There tend to be three ‘types’ of work in TfL – before writing the job description be clear on the ‘type’ of job you require.  Is it primarily:
1. Expert: Planning, policy, analysis and advice based; or
2. Planning: Coordination, programme management, partnering based; or
3. Frontline: Operations, delivery, business or front-line.
Next, think of the key component parts to a job, consider the following:
1. The Know-How (knowledge, skills and experience) required to do the job; and
2. The Problem solving required; and
3. The level of accountability
If you are unclear on the above points it is very hard to write a clear and accurate job description. 
Further information is set out in the ‘key Guidance’ bar of the BCF.  However, for a quick summary look at the next two pages for a description for the ‘type’ of job, and positive and negative indicators for the three key component parts of a job description.
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	Types of work

	Expert 
Roles within this category provide advice & guidance. They tend to  be:
· Technical, professional subject matter specialist. 
· Responsible for research and analysis. 
· At more senior level they are technical experts who interpret and/or apply policies to provide specialist support or advice. 
	Example roles
Expert (Managerial) – where jobs involve leading potentially large groups of experts at increasing strategic levels, Examples of these roles are design engineering manager, transport modelling lead, Head of Legal Specialism, Director of Internal Audit
Expert (Specialist) – where jobs involves increasingly deeper knowledge of a specialist area, examples of  these role are - principal design engineer, communications specialist, project controls analyst 

	Partner roles 
Roles within this category work in partnership with others to deliver . They tend to be 
· Responsible for managing  and co-ordinating resources to deliver business results in partnership with internal & external partners. 
· They have shared accountabilities for delivering the results & work with or through others.
	Example roles
Partner roles – project engineering manager, IT business partner, HR business partner, communications business consultant, Project Manager, Programme Manager, Director of Customer Experience,  Transport Planning Coordinator

	Front Line roles
Roles within this category are highly visible, results driven role. They tend to be 
· Visible and accountable for the achievement of business results/outputs. 
· Directly accountable for measurable and highly visible results, with direct control of resources .
· At more senior/ strategic levels they might be in charge of a business unit. 
	Example roles
Front line roles – station manager, construction manager, IT support desk manager, Train Standard Operations Manager, Operations manager, General Manager London River Services, Chief Operating Officer, Managing Director ( Surface, LU & Rail) 



	Testing your job description 

	Job purpose 
	· There is clarity on how the job contributes to the organisation vision and deliverables 
· There is clarity on the job boundaries in the context of the manager/subordinates jobs to ensure clear accountabilities 
· There is clarity on the job and the need for it’s existence and the added value to the organisation
	· Fails to provide clarity on how the job meets the strategic aim and contributes to the overall vision and deliverables. 
· Jobs’ scope overlap, and duplications occur between jobs in the organisation
· Fail to achieve the added value the roles should provide 

	Accountabilities 
	· One sentence statements that define the key outputs or deliverables that the job holder is accountable for 
· There are no more than 6-8 concise statements describing the key accountabilities 
· They represent the level of impact the role has across a business area/ organisation wide 
	· They are too broad and vague and fail to provide a clear overview of the role
· Long list of tasks
· There is no ownership of issues and a lack of clarity around decision making 

	Skills Knowledge & experience 
	· Ensure that only essential skills knowledge and experience that are adequate to fulfil the accountabilities of the job are listed within the job description
· Skills , knowledge & experience are balanced with the accountabilities of the Job 
	· Designed around current skills knowledge & experience of people currently doing the job
· SKE are overstated leading to employees that are under utilised/bored.





image1.jpg




image2.png
Transport
for London




image3.wmf

