Job description
	How to use this template (delete this box before you share the job description)
1. Describe the job, not the person you imagine in it: why the role exists, what it does and what it needs.
1. Keep the requirements to what the job really needs, and split them into essential and desirable. Long lists of extras put good candidates off.
1. The UAE Labour Law (Federal Decree-Law No. 33 of 2021, Article 4) prohibits discrimination on the basis of race, colour, sex, religion, national or social origin or disability. Measures that promote the employment of UAE nationals are not discrimination.
1. Use the responsibilities and competencies here to build your interview scorecard, so every candidate is asked about the same things and scored on the same scale.
1. Free templates from Birbal AI: birbalai.com/tools/interview-scorecard-template



	Job title
	[title]

	Department
	[department]

	Reports to
	[job title of the manager]

	Direct reports
	[number and job titles, or none]

	Location
	[emirate, site] [on site / hybrid: [days] in the office]

	Working pattern
	[full time / part time / shifts]

	Grade or band
	[grade]

	Job code
	[code]

	Prepared by
	[hiring manager, date]

	Approved by
	[HR, date]

	Last reviewed
	[date]


1. Purpose of the role
[One or two sentences on why the job exists and what success looks like. Example: Keep the company’s laptops, servers and network devices up to date and secure, so that staff can work without interruption.]
2. Key responsibilities
Start each responsibility with a verb (plan, manage, prepare, review, maintain). Five to eight is usually enough.
	Responsibility
	Share of time

	[Plan and install monthly security updates for all servers and laptops]
	[30%]

	[ ]
	[ ]

	[ ]
	[ ]

	[ ]
	[ ]

	[Other duties that fit the purpose of the role]
	[ ]


3. Key results
How performance will be judged in the first year.
1. [Example: 95% of critical security updates installed within the agreed time]
1. [ ]
4. Requirements
	
	Essential
	Desirable
	How it will be assessed

	Qualifications
	[ ]
	[ ]
	[CV, certificates]

	Experience
	[ ] years of [ ]
	[ ]
	[CV, interview]

	Skills and knowledge
	[ ]
	[ ]
	[interview, work sample or test]

	Languages
	[English: [level]]
	[Arabic: [level]]
	[interview]

	Licences or certifications
	[only if the job needs it, for example a UAE driving licence]
	[ ]
	[copy of the document]


5. Competencies
Choose four to six behaviours the job needs, and use the same ones in the interview scorecard.
	Competency
	What good looks like in this job

	[Problem solving]
	[Finds the cause of a fault before fixing it, and explains the options]

	[Communication]
	[ ]

	[Teamwork]
	[ ]

	[Integrity]
	[ ]


6. Working conditions
[Travel, site visits, shift or on-call work, physical demands, security clearance. Write “None” if there are none.]
7. What we offer
[Optional, for job adverts: salary range or grade, benefits, leave, training and development.]
8. Equal opportunity
[Company] recruits on merit. We do not discriminate on the basis of race, colour, sex, religion, national or social origin or disability. [We support the employment of UAE nationals in line with Emiratisation requirements.]
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