



Employ.ed in a SME: Job Description Template


Please return this form to employ.ed@ed.ac.uk. If you have any queries, please contact the Internships and Work Experience Team on this email.   

This is a standard template for job descriptions. The sections in red text should be reviewed and updated.


	Job Title: Enter the job title and leave ‘Intern (Employ.ed in a SME)’ at the end of the title Intern (Employ.ed in a SME)
	

	Organisation:
	

	Pay rate or salary range: 
	

	Hours: Insert if Full Time/Part Time and Number of Hours
	



Why this role matters
This section should be short and simple to catch people’s attention and encourage them to keep reading. 
Please limit this section to 2 or 3 sentences. Please only summarise the key purpose of the role. 

What you will be doing (main responsibilities)
We recommend a bullet point list in order of importance/percentage of time required for each responsibility, with between 4 and 8 points. Percentage of time should total 100%. 

· Insert text and % of time
· Insert text and % of time

Key Contacts 
Key contacts/Relationships can be included here (Who will the intern work closely with, and what are the key internal and external relationships associated with the role)

What you bring to the role
	Attributes
	Essential
	Desirable

	Key Skills, Knowledge & Experience
	· Insert text
· Insert text

	· Insert text
· Insert text


	Education, Qualifications & Training
	· Insert text
· Insert text
	· Insert text
· Insert text



What else you need to know about the role
A brief explanation of any aspects of the job not covered in the previous sections (2 paragraphs max.).

For example, add any relevant information that describes the management /supervisory responsibilities and scope of the job on an ongoing basis.

Employ.ed in a SME Programme Information     
Employ.ed in a SME is run by the Careers Service in collaboration with external organisations. It supports small and medium sized-enterprises (SMEs) to recruit a paid intern from the University of Edinburgh.

As well as great work experience, the Careers Service provides supporting 
resources to support the development of participants’ employability and opportunity for self-reflection with an Edinburgh Award as an optional part of the internship.
  
Application Support   
For guidance on writing an effective application see the Careers Service website:    
• CV and application support 
• Book a careers appointment for feedback on your CV
• Come to a careers drop-in session for quick feedback on your application 
If you require this document in an alternative format, please contact employ.ed@ed.ac.uk.
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