A BUSINESS PROPOSAL TO JOB SHARE <<INSERT JOB TITLE>>
By <<Insert names of job share partners>>
1. Summary
Below is a detailed business case to job share the role of <<insert job title>>.  We believe that this proposal will benefit <<insert company name>> by contributing a wider range of skills and experience into the workplace than if this role was carried out by one full time individual.  Below, we show in detail how we believe the specific responsibilities can be shared and effectively carried out.

2. The working week:

Our proposal is to job share this role in the following manner:

<<Explain how the weekly work pattern would be covered by the job sharing arrangement, for example:

Monday

person A

Tuesday

person B

Wednesday

person A morning/person B afternoon

Thursday 

person B

Friday


person B>>
3. Job share responsibilities:

Under a job share arrangement, the responsibilities would be divided up as follows:

 <<List current responsibilities and show clearly how these will be divided up.  For example:

Shared responsibilities

List all responsibilities that will be shared between you

Person A responsibilities

List all the functions that will be the sole responsibility of person A

Person B responsibilities

List all the functions that will be the sole responsibility of person B

Divided responsibilities

List all the functions that will be shared, but explain exactly how they are to be shared>>

4. Attendance at meetings

<<insert a paragraph here to explain how you will deal with attendance at meetings>>

5. Dealing with Emails, correspondence and phone calls

<<insert a paragraph here to explain how you will deal with emails, correspondence and phone calls.>>
6. Effects of job sharing on manager, colleagues and service delivery
A job sharing arrangement will obviously have an impact upon managers, colleagues and services.  We believe that these will be:

<<Insert bullet point list of possible effects, such as:

· Potentially more management time to manage this post

· Careful timing of meetings to ensure relevant job share partner can attend

7. How these effects can be dealt with

To minimise disruption to managers, colleagues and service delivery, we propose the following solutions:

<<Insert bullet point list of possible solutions, such as:

· Comprehensive handover notes and a weekly handover meeting

· Colleagues being aware of working patterns in order to accommodate meetings, correspondence etc.

8.  Performance management of job share partners

Individual objectives for both job share partners will be set and reviewed during regular appraisals and one to ones.  We suggest the following performance measures should be set:

<<Person A

Person B

· >>

Business benefits for <<insert name of organisation>>

In submitting this proposal, we would like to stress the following business benefits of accepting this job share proposal:

· As a job share position, we bring a wider range of skills into the workplace – <<give some examples here>>
· Shows that the organisation has a ‘can do’ approach to flexible employment opportunities, thus helping workers manage their lives outside the workplace

· Both parties will have increased loyalty to the organisation

· <<List other benefits for the organisation>>
9. Benefits for individuals

· In reducing the number of hours that person A works in a week, they will be able to spend more time with their children, elderly parents etc.
· In reducing the number of hours that person B works in a week, they will be able to pursue a particular hobby or interest
10. Finally some facts

· Research from DTI states that productivity of job sharers is 30 per cent higher than one person undertaking the role full time.  <<EB – I have called BERR – they are looking into where this figure came from.>>

· A report earlier this year by The Lehman Brother’s Centre for Women in Business, part of London Business School, found that in 61 big organisations across Europe, 77 per cent offered job-sharing. But less than 10 per cent of employees were using it. <<EB - again, need to quantify>>

· <<EB - Can we find out anything about reduced sickness?>>

Thank you for considering this business proposal

<<insert signature of person A>>

<<insert signature of person B>>

<<insert date>>

Job share proposal for <<insert job title>>
Date

