


Job Evaluation Form

Before completing this form, please ensure that you have read the JE process flowchart, to check if you need to complete the full Job Evaluation Form.

The information in this Form is used to determine the grade of the role and should be completed with reference to the “JOB EVALUATION SCHEME & LOCAL GUIDANCE” document.

When completed, please send this form to:
· your Faculty Office (Proposed regrade for existing member of staff), or
· the “HERA Grade Evaluations” email address (Jobs to be advertised)
1. Is this:  
A)    a vacant job to be advertised                                                                     	YES/NO
B)    a proposal for a regrade for an existing member of staff                              	YES/NO

1. Is this :
A)    a completely new job with no comparable jobs at the university?      	YES/NO
1. a revised job comparable to an existing job at the University?		YES/NO		 

[bookmark: Text5]Please state job title and department of comparable job			     

	Name of employee (if this is a case to regrade an existing employee:
	[bookmark: Text6]     

	Current Grade:
	     
	Proposed Grade:
(if applicable)
	8

	Department:
	     

	Post Title:
	*********Manager

	Responsible to:
(job title)
	     

	Responsible for:
(job titles, grade and number eg 3 x Grade 4 Admin Assistants)
	     

	Date of last Performance & Development Review (PDR): (required for regrade to existing staff member)
	     
	Name of reviewer:
	     




	Purpose of the role:
(if not obvious from job title)

	     



	HRA Analysis
	Please answer the questions and provide examples of role requirements.

	1 a)  Communication - oral
What is communicated to whom?

	Explains policy and strategy to a variety of audiences, including delivery of presentations to users, senior managers and others.

Staff feedback, disciplinary issues and appraisals.

Resolution of serious complaints or requests for compensation from groups of students

Resolution of service provision failures internally 

Develop good communication and co-operative relationships with colleagues particularly in the welfare support areas.

Highly skilled in verbal and non-verbal communication able to convey empathy.

	1 b)  Communication – written & electronic
What is communicated to whom?

	Recording of data for analysis, audit and research output. 

Write reports, policy and other documents.  

Ensuring the updating of web site information, self help material etc for the wellbeing services.

Oversight of area publications and web sites

Response to consultation documents from the government, UUK and other organisations for areas within student wellbeing services

	2 	Teamwork and motivation
In which teams is the role-holder involved?
What is their expected contribution to the team?

	Lead the staff within the service area.  Report to line manager and contribute to higher level strategy development. Works with service users, senior managers and others to develop and deliver services.

External Bodies such as AMOSSHE.

Active member of Student Wellbeing Team providing support and shared responsibility for clients.

	3 	Liaison and networking
What are the role’s liaison contacts (outside of the above teams) and for what purpose?

What internal and external network groups is the role involved in and for what purpose?  Include Committees and working groups.

	Oversight of achievement of high professional standards in the area of Wellbeing Services.  Ensuring prioritisation of delivery of excellent service to students, staff and partner organisations, leading and developing ways of working which facilitate an enhanced student experience.  Ensuring benchmarking  of the area with other institutions in the  HE sector

Works with service users, senior managers and others to develop and deliver services.  With academic staff to advise on support strategies that might be required to comply with DDA in the case of an on-going mental health issue or other special needs.  To work with other members of THE DEPARTMENT to support general student wellbeing. Understand client complexity and be able to undertake case work across teams

Member of University groups connected with the service.  Lead internal groups or establish groups for others and monitor their operation.
Ensure provision of an effective communication service to inform and support service users

Research and disseminate specialist information required by service users.
Lead, participate in and provide specialist advice to working groups and committees at appropriate levels.
Promote essential internal networking.
Promote external networking to enhance the function and image of the university, often acting as an ambassador for the university.

	4 	Service delivery
In what way does the role need to be proactive or explore customer needs?

How does the role contribute to setting standards or levels of service?

	Responsible for service provision, levels and standards. Deployment of budgets and resources, determining appropriate approach to take in resolving service delivery failures in student wellbeing Services

Marketing strategy, recruitment decisions, service innovations, policy decisions in relation to wellbeing Services

Maintain and develop accurate records, databases and management information systems.

Manage staff where appropriate.

Ensure application of appropriate policies and procedures.

Prepare and submit appropriate reports and draft papers within timescales

Ensure application of appropriate quality standards and advise staff on professional and career development.


	5 	Key Decisions
What individual decisions are taken? What decisions are taken jointly with others?



What advice is given & to whom?

	Operational decisions on any aspect of service provision or deployment of resources.  Engagement with external bodies e.g. GP, Psychological services etc.  Judgments on severity of client issues and assessment of risk to themselves or others. May require to breach confidentiality depending on assessment of risk.

Case reviews on complex cases that straddle several services.  Publication material, self help booklets etc.

To the student and to staff supporting the student, advice on how best to apply of policy and practice in difficult situations.  To senior managers on implications of changes on the service.

To students to empower them to handle their issues. For staff information to allow them to make reasonable adjustment if required under DDA part 4 to support the student’s teaching and learning.

Assessment of eligibility of welfare cases for carparking.

	6 Planning and organising resources
Does the role-holder plan/prioritise their own work?  If so how?

What planning or co-ordination of others’ work is undertaken?

What event or project planning is there?

	Manage own and team day to day work profile in keeping with service demands.

Plan service provision within areas of expertise.

Assist in and advise on the administration of appropriate budgets.

Ensure appropriate resources are available for student wellbeing Services  operation.

Ensure systems are developed and implemented to monitor service quality.

Setting up workshop and drop-in sessions.  Contribution to Intro Week programme and degree congregations.

	7 	Initiative and problem solving
What typical problems are faced by the role-holder?

What is the most complex type of problem?
	Ensure the effective delivery of service to clients.  Students facing some form of issue from mild to potential crisis and self harm. Balancing time against effectiveness of support and resource available.

Allocation of budget and resources based on prioritisation of issues as they arise.  Student complaints regarding service quality.  Staff issues e.g. disciplinary issues.
Balancing costs vs quality across the service.

	8 	Analysis and research
What checking, investigating, analysis of data or information and research is required of the role?

	Analysis of student engagement with student wellbeing services 
Review data on numbers and types of issues and referrals.
Annual report information,
Identification of trends e.g. increase in depression etc.
Identification of key performance indicators
 

	9 	Sensory and physical demands
What equipment is used that requires use of the senses?

What physical effort is required?

	Use of keyboard and screen, telephony.





	10 	Work environment
Where does the role-holder normally work eg office, laboratory?

What hazards is the role-holder exposed to?

What responsibility is there for the safety of others?

	
Office/interview room. 

Responsible for the safety of the team, who are on occasion, subjected to individuals who direct their anger towards them.  Emergency alert buttons installed.

If student is deemed to be at severe risk then legislative requirement to breach confidentiality under Health and Safety Act

	11 	Pastoral care and welfare
Who approaches role-holder for welfare support?

What types of welfare problem is the role-holder expected to resolve or support?

	Provide educational, welfare and pastoral support mechanisms to meet the needs of staff and students.
Ensure appropriate health and safety management processes and standards are applied.
Balance competing work priorities.
Manage competing work priorities of the team.
The role-holder provides welfare support as required for staff within the service team, and referrals to other agencies as appropriate.

	12 	Team development
What does the role-holder provide to members of their own team by way of induction, training, feedback and Performance & Development Review (PDR)?

	Responsible for induction, training, development and appraisal of all service staff, ensuring that staff work in accordance with service standards. Mentoring and coaching to assist in succession planning.  Ensure PDRs are conducted, Support appropriate staff development

	13 	Teaching and learning support
What learning and development of others outside the team (students or staff) does the role-holder provide, how and to whom?  Eg explaining procedures, training, giving lectures

	Delivering presentations and workshops to groups or one to one service delivery and other issues.  

	14 	Knowledge and experience
What does the role-holder need to know and need experience of to carry out the role?

	Knowledge and experience of working with complex support systems, of working with students and staff, use of SLAs, experience of setting and monitoring budgets, basic understanding of marketing, strong customer focus , risk management,  ability to work under pressure.
Expected to challenge thinking and approaches.  Experience of HEI environment.  
The role-holder is required to be an expert in the specialist service area.




	Any other significant activities not included above?

Provide administrative and/ or specialist support activities for a range of professional services. 
Deputise for line manager when appropriate.
Designated Senior Person for child protection


	Please supply any other relevant information which could have impacted on the role, such as the role-holder being disabled or any other relevant situation.






Form completed by………………………………………………………(Print name)…………………………………………………(signature) 
This person will be contacted by HR if there are any queries

Signed:
Job holder (if case to regrade existing job holder): …………………………………………………………………….Date:…………………………………………..


Head of Department:……………………………………………………………..Date:…………………………………………


Attachments required for submissions:
1. New Job Description
1. Old Job Description (for regrading only)
1. Current Organisational Structure Chart

HEAD OF DEPARTMENT ADDITIONAL COMMENTS

Please provide additional comments in support of the application making particular reference to recent significant changes in role content and any relevant changes to the structure of the department.

Please also provide other relevant information to indicate the scale of operation performed by the role and the extent of change to the role.
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