
The "Job Descriptions and Person Specifications Policy" outlines the 

approach and guidelines that GGW Care Ltd. follows when creating, 

updating, and utilizing job descriptions and person specifications 

for recruitment purposes. 

Below is a summary of the main points of the policy: 
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Job Descriptions and Person Specifications Policy I 03 

CREA11NGANDUPDA11NGJOB DESCRIPTIONSANDPERSON SPECIFICATIONS 

@ A job description should exist for every role in the care service, 

and new descriptions should be developed for new roles. 

@ Existing job descriptions should be reviewed when posts become 

vacant. 

@ Job descriptions should be concise and cover: 

· Job title.

· Hours of work.

· Required Disclosure and Barring Service checks.

· Organizational arrangements, including managerial accountability.

· Job purpose.

· Main duties and responsibilities (stated in terms of achievements and tasks,

including context and deadlines). 
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Job Descriptions and Person Specifications Policy 04

Person specifications should detail qualifications, knowledge, and 
experience required for the role, categorized as "essential" or "desirable."

Sections in the person specification should cover:

• Education, training, and qualifications.
• Professional body registration (if applicable).
• Skills and abilities.
• Experience (including specific experience requirements and how it can be 
gained).

Staff involved in creating job descriptions and person specifications should 
familiarize themselves with the policy.
Staff involved in recruitment should receive training in interviewing and the 
recruitment process.

The policy aims to ensure consistency, fairness, and clarity in recruitment 
pprocesses within the care service by maintaining accurate and comprehensive 
job descriptions and person specifications. It emphasizes the importance of 
aligning these documents with the actual requirements of the role and utilizing 
them as tools throughout the recruitment process.

TRAINING
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Visit us at ... 

www.ggwcore.com 
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