Example Job Advert sentence for customer-facing posts required to meet the spoken English language requirement:
“This is a front line post and the postholder is required to be fluent in spoken English language in order to be considered for this role. This complies with the requirements of Part 7 of the Immigration Act 2016.”
See ‘Schools English Language Requirement Policy’ for further guidance in defining the posts covered by the requirement. The Job Description and Person Specification below provide suggested wording to be incorporated into the school’s job description.
Job description

	Job title: 
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	Department: 

Service: 

Grade: 

Post reference number: 

	

	1. Job purpose



	

	2. Principal duties and responsibilities

	1
2

3



	

	3. All staff are expected to maintain high standards of customer care in the context of the City council’s Core Values, to uphold the Equality and Diversity Policy and health and safety standards and to participate in training activities necessary to their post.

	

	4. All staff are expected to abide by the obligations set out in the Information Security Policy, IT Acceptable Use Policy and Code of Conduct in order to uphold Nottingham City Council standards in relation to the creation, management, storage and transmission of information. Information must be treated in confidence and only be used for the purposes for which it has been gathered and should not be shared except where authorised to do so. It must not be used for personal gain or benefit, nor should it be passed on to third parties who might use it in such a way. All staff are expected to uphold the City Council obligations in relation to current legislation including the General Data Protection Regulations (GDPR) and Freedom of Information Act. 

	

	5. All staff in roles providing front line customer service will be required to meet the standards of communication skills defined by the Public Sector Duty – English Language Requirement Policy as required by the Code of Practice on the English language requirement for public sector workers (part 7 of the Immigration Act 2016). 

	6. This is not a complete statement of all duties and responsibilities of this post.  The post holder may be required to carry out any other duties as directed by a supervising officer, the responsibility level of any other duties should not exceed those outlined above.

	

	7. Numbers and grades of any staff supervised by the post holder:

	Click once and type details of staff supervised here

	

	7. Post holder’s immediate supervisor: Click once and type job title here

	

	Prepared by/author: Click once and type name here

Date: Click once & type date

	Job title: Click once and type job title here


	Note: This section should only be included in job descriptions issued to employees and should not be sent to all job applicants.

I understand and accept the job duties and responsibilities contained in this job description.

Signature:







Date:


Person specification
	Job title: 



	Department: 

Service: 

Grade: 

Post reference number: 

	

	Areas of 

responsibility
	Requirements
	Measurement

	
	
	A
	T
	I
	D

	E.g. Admin and IT Skills
	Click once and type requirements here
	(

	(
	(

	(

	
	Click once and type requirements here
	
	
	
	

	
	Click once and type requirements here
	
	
	
	

	
	Can communicate with a range of customers effectively, ensuring key information is understood by both parties 

Click once and type requirements here
	
	(

	(

	

	Work to promote mutual respect and good relations
	Click once and type requirements here
	
	
	
	

	Work Related Circumstances


	
	
	
	
	

	

	      A: Application      T: Test      I: Interview      D: Documentary evidence

	

	Prepared by/author: Click once and type name here

Date: Click once & type date

	Job title: Click once and type job title here


Reviewed May 2018


