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EU-wide guidelines on gender-neutral job evaluation and classification: Step-by-step toolkit
[bookmark: _Ref200102125][bookmark: _Ref200102137][bookmark: _Toc202869502][bookmark: _Toc210916471][bookmark: _Toc220058064][bookmark: _Hlk197036064]Standard job description template
[bookmark: _Hlk200449323]Job description
Job information
	Job title:
	[Insert gender-neutral job title]

	Department: 
	[Insert department]

	Reports to:
	[Insert job role, not person]

	Level: 
	[Insert appropriate grade/level]

	Location: 
	[Insert location]

	Working pattern: 
	[Insert full-time / part-time / flexible options]

	Date created/revised: 
	[Insert date]

	Validated by:
	[Insert responsible persons at the management and workers’ representative levels]


Purpose of the job
	[bookmark: _Hlk196917411][Provide a clear, concise summary (two or three sentences) of why this job role exists and its contribution to organisational objectives. Focus on the function, not the person. Avoid gender-biased terms or stereotypes.]


Key responsibilities
[List five to eight primary responsibilities, starting the bullet points with action verbs. Avoid gender-biased language or stereotypical assumptions. Focus on what needs to be done, not how.]
	Area of responsibility 1: 
	[Action verb] [specific task/duty] to achieve [specific outcome]

	Area of responsibility 2: 
	[Action verb] [specific task/duty] to achieve [specific outcome]

	Area of responsibility 3: 
	[Action verb] [specific task/duty] to achieve [specific outcome]

	Area of responsibility 4: 
	[Action verb] [specific task/duty] to achieve [specific outcome]

	Area of responsibility 5: 
	[Action verb] [specific task/duty] to achieve [specific outcome]

	…
	…


Required qualifications, skills and experience
[Fill in the table with the essential criteria, qualifications, experience, knowledge/skills and desirable criteria for the job. Focus on the requirements and expectations of the job, not on the current or past job holder’s personal performance or background.]
	Essential criteria
	[List only genuinely essential requirements. Consider whether each requirement is truly necessary for effective job performance or whether its inclusion might discourage diverse candidates. Use objective, measurable criteria wherever possible.]

	Qualifications
	[Insert specific qualifications required, avoiding over-specification.]

	Experience
	[Insert specific experience required, focusing on skills rather than years.]

	Knowledge/skills
	[Insert specific skills required for the job, according to the factor plan. Consider emotional labour, coordination, multitasking, communication across diverse groups, cultural awareness, informal problem-solving and other skills, if applicable.]

	Desirable criteria
	[List preferred but not required qualifications, skills or experience.]


Competencies and behaviours
[List four to six key competencies required for success in the job, using gender-neutral language. Focus on observable behaviours rather than personality traits. Focus on what the job requires, not what the job holder brings.]
	Competency 1: [e.g. problem-solving]
	[Insert specific observable behaviour]

	Competency 2: [e.g. communication]
	[Insert specific observable behaviour]

	Competency 3: [e.g. teamwork]
	[Insert specific observable behaviour]

	Competency 4: [e.g. planning and organisation]
	[Insert specific observable behaviour]

	…
	…


Decision-making authority
[Describe the level of autonomy and decision-making responsibility. Specify the decisions the job holder can make independently and those that require approval. Focus on what the job requires, not on the job holder’s individual capabilities.]
	Decision-making responsibility 1:
	[Insert responsibilities]

	Decision-making responsibility 2:
	[Insert responsibilities]

	…
	…


Key relationships
	Internal:
	[Insert key internal working relationships]

	External: 
	[Insert key external working relationships]


Physical/environmental demands
	[List all working conditions, including sensory demands (e.g. noise, smell), physical postures, emotional strain, client behaviour, shift work or isolation. Include frequency, duration and intensity (e.g. ‘daily exposure to emotionally distressed clients’). Include only genuine requirements and consider reasonable accommodations.]


Basic salary and complementary and variable pay components 
	Basic salary range:
	[Insert salary range rather than a fixed amount]

	Complementary and variable pay components: 
	[List key complementary and variable pay components]


Equal opportunities statement
[Insert your organisation’s equal opportunities statement. See the following example.]
[Organisation name] is committed to ensuring equal pay for equal work and work of equal value between women and men. Our aim is that our workforce will be truly representative of all sections of society and that each worker feels respected and able to give their best. The job requirements and salary range for this job have been established through a gender-neutral job evaluation and classification process. This process objectively assesses the skills, responsibility, effort and working conditions required for each job. This systematic approach ensures fair pay regardless of who performs the work. We welcome applications from all qualified candidates regardless of their sex, race or ethnicity, disability, religion/belief, sexual orientation, gender identity or age.
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