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Role description 
template
Use this template to help develop role descriptions for your organisation.
Role title
     


Description of organisation (brief description of the organisation and its activities)
     

Primary purpose of role (Brief description of how the role contributes to the overall work of the organisation)
     

Duties of this role (Outline the duties the worker will carry out on a day-to-day basis)
     

Objectives of this role (List 3 or 4 key objectives – at least one should refer to how the role contributes to maintaining a Child Safe environment)
     


Accountability (Identify the role title the worker reports to e.g. Manager, Director etc.)
     

Conditions of appointment (Specify if the position is full-time or part-time, and what hours will be worked. Mention whether it is a volunteer or paid position, and detail pay and conditions)
     

Performance criteria
	Qualifications
	[bookmark: Text1]     

	Knowledge and skills
	[bookmark: Text2]     

	Experience
	[bookmark: Text3]     

	Personal qualities
	[bookmark: Text4]     

	Availability
	[bookmark: Text5]     

	Other requirements
	[bookmark: Text6]     

	Policy expectations
	[bookmark: Text11]     

	Pre-employment checks
	[bookmark: Text12]     


This template was developed by the NSW Office of the Children’s Guardian. 
For more free child safe templates and other resources, please go to ocg.nsw.gov.au/our-resources
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