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Job Description Template with Guidance
Use this template as a guide. 
Job Title
Write the official position title. Be clear and specific (e.g., 'Communications Manager,' not 'Manager').
Department / Team
Identify the department or team where the role sits (e.g., Operations, Finance, Marketing, Ministry, etc.).
Reports To
Indicate the direct supervisor or reporting line (e.g., 'Reports to: Director of Operations').
Location
Specify if the role is office-based, remote, hybrid, or in a specific country/city.
Purpose of the Role
Summarise the overall mission or 'why' of the position in 2–3 sentences. Example: 'This role exists to ensure smooth administrative and operational support for the organisation’s regional initiatives, enabling effective ministry impact.'
Key Responsibilities
List 6–10 main duties or areas of responsibility. Use action verbs and be clear about scope and accountability.
Key Performance Indicators (KPIs) / Success Measures
Optional — describe how success will be measured (e.g., project completion, engagement levels, accuracy, deadlines).
Qualifications and Experience
Include education, years of experience, and technical skills required for the role.
Competencies and Attributes
Highlight soft skills and character qualities needed to thrive in this role (e.g., teamwork, integrity, adaptability).
Spiritual Expectations (for Christian organisations)
Describe expected spiritual engagement, such as participation in prayer, devotionals, or alignment with the organisation’s faith statement.
Working Conditions
Clarify details such as working hours, travel expectations, and flexibility requirements.

Application Process and Deadline
Provide clear instructions on how candidates can apply, including where to send applications (e.g., email or link), what documents to include (e.g., CV, cover letter), and the application deadline. 
Example:
To apply, please submit your CV and cover letter to hr@organisation.org by 12 September. Shortlisted candidates will be contacted for an interview.
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