


UNIVERSITY OF ULSTER

GUIDANCE NOTES FOR COMPLETION OF ROLE SUMMARY FORMS

1.
Introduction

1.1 For all new and replacement  posts which require VCAG approval  (excluding Academic and Research
 and the Operational Support category
) the following documents must be completed and submitted along with the VCAG resources request form.

· Appendix 1a & 1b – Job Description and Personnel Specification

· Appendix 2 – Hera Role Requirements

· Appendix 3 – The Organisation Chart

This documentation must also be submitted for all externally funded posts (excluding Academic and Research and Operational Support categories) to be submitted for evaluation.

 1.2    This information will assist the Role Analyst to conduct an evaluation of 
the post in order to determine the grade attached to the role. 

The notes below have been prepared to help you complete the role 
summary form and associated documentation:

2.
General advice on the completion of the Job Description template

           (Appendix 1a)
2.1
Please read through the notes thoroughly before completing each 
section of the form.

· It is important that all the relevant sections are completed and that you clearly describe the role.  This does not necessitate the role being broken down into tasks.

· Do not use acronyms and avoid assumptions about the level of prior knowledge others may have about the role

NB: 
It is important that all documentation is completed within the 
context of your Department/Faculty/School structure to enable the 
Role Analyst to establish how this role fits into your structure.

2.2 Job Purpose

This should explain the main purpose of the role e.g. A Clerical Support Assistant - to provide clerical support to a department/faculty/school.

2.3 Main Duties


Please describe the key outputs of the role.   Most roles will have 
about 6 to 8 statements in total.   More than 10 may mean that you             
are providing too much detail.

A helpful approach is to ask yourself what are the main elements of the role which are central to its existence/success.

Each 
responsibility statement should follow the format – ‘what is done, to what or with whom, to achieve what end result’. i.e. to focus on critical aspects of the role.


When you have drafted your statements, check that they comply with 
the following:

· Taken together they represent all of the key responsibilities of the role.
· Each one is distinct from the rest, i.e. not repeated throughout the job description.
3. General Advice on the completion of the  Hera Role Requirements template (Appendix 2)

Depending on the nature of the role, you may find that it is not necessary to complete some sections of the template.  Please indicate ‘not applicable’ where appropriate e.g. Teaching and Learning Support.


NB: It is important that examples provided are within the context 
of your Department/Faculty/School structure to enable the Role 
Analyst to establish how this role fits into your structure.

3.1 
Communications


This element covers both oral and written communications.  It 
explores the need to convey basic factual information clearly and 
accurately; conveying information in the most appropriate format; 
and explaining complex or detailed specialist information.


It is useful to cover:

· Examples of the information the role is required to convey, orally and in written format, including examples of the most challenging level of communication.

· An indication of the frequency the role is required to convey/exchange this information i.e. daily/weekly/monthly.

3.2       Teamwork and Motivation

This element covers team work and team leadership when working in both internal and external teams. This may include the need to contribute as a team member, motivating others in the team; and providing leadership and direction for the team.

The organisation chart (Appendix 3) will assist the Role Analyst in the evaluation of this element.

3.3 Liaison and Networking

This element explores liaising with others both within and outside the University for the benefit of the institution.  This element considers liaising and networking only as a requirement of the role and not what a role holder elects to do.  This may include passing on information promptly to colleagues; ensuring mutual exchange of information; influencing events or decisions or building an external reputation.

 It is useful to cover:

· The most significant internal (within the University) and external (outside the University) relationships required within the role.

· The overall purpose of these relationships and the nature of the contact the role  is required to have (for example, passing on information, exchanging information, negotiating, motivating etc)  it is not necessary to  describe every relationship that the role will have – only those that play an important part in getting the role done.

3.4 Service Delivery 

This element explores the provision of help and assistance to a high standard of service to students, visitors, members of staff and other users of the institution.  This may include reacting to requests for information or advice; actively offering or promoting the services of the institution to others; and setting the overall standards of service offered.

It is useful to cover:

· What service the role is required to provide and to whom?

· How far does the role get involved in promoting the services?

· What discretion does the role have to alter the service?

· Who sets the overall standards and decides which services will be offered?

3.5 
Decision Making Processes and Outcomes

This element explores the impact of decisions within the University and externally.  It covers all decisions relating to finance, physical resources, students, staff and policy matters. This may include decisions which impact on one’s work or team; decisions which impact across the institution; and decisions which could have significant impact in the longer term within and outside the institution.  Decisions relating to planning and prioritising of work are considered under Planning and Organising Resources. 

It is useful to consider:

· Examples of independent decisions the role is required to take.

· Examples of collaborative decisions (e.g. between the role holder and their manager or at committees/working groups) the role is required to take.

· Examples of when the role will be required to provide advice or input to contribute i.e. recommendations, to the decision making of others.

· How regularly will they be required to make these types of decisions?

· Who or what do these decisions impact and over what time-scale? 

3.6
Planning and Organising Resources


This element explores the organising, prioritising and planning of 
time and resources, be they human, financial or physical 
involved in the role.   This may  include planning and organising 
one’s own work; planning work for others on day to day tasks or 
on projects; carrying out operational planning and planning for 
coming years.


It is useful to consider:

· How work comes to the role?
· How are they required to deal with it?
· To what extent they can plan ahead, and to what extent is the role primarily reactive?
· Over what timescale is the role required to plan? (e.g. daily/monthly/annually/longer; if longer, please specify duration)
· What resources are involved? e.g. staff/equipment and /or is the role required to manage  a budget
3.7  
 Initiative and Problem Solving


This element explores the identification or development of options 
and selection of solutions to problems that typically occur within 
a role.  It may include using initiative to select from available 
options; resolving problems where an immediate solution may not 
be apparent; dealing with complex problems or anticipating 
problems which could have major repercussions for the 
University.


It is useful to consider:

· Examples of the typical problems encountered in the role. 

· How frequently will these problems typically occur?

· What actions will the role be required to take to resolve the problem?

· Examples of the most difficult problems the role is required to resolve and how frequently will they occur?

3.8 Analysis and Research


This element explores the investigation of issues, analysing 
information and carrying out research.  This may include 
establishing basic facts e.g. balancing money, routine 
maintenance checks, reporting faults, checking stock levels; 
following procedures to gather and analyse data from standard 
sources;  identifying and designing appropriate methods of 
research; collating and analysing a range of data from different 
sources and establishing new methods or models for research; 
setting the context for research. 


It is useful to consider:

· What the role is required to investigate or research?

· Why are they required to carry out this investigation or research?

· How the role will obtain this data?

· Who decides that the investigation or research is needed or would be beneficial?

3.9 Sensory and Physical Demands

This element explores the sensory and physical aspects of the role required to complete tasks.  This may include physical effort, co-ordination and dexterity; using aural evidence to access next actions; applying skilled techniques and co-ordinating sensory information; and high levels of dexterity where precision or accuracy is essential.

It is useful to consider:

· What tools or equipment does the role uses routinely?

· Does the role require lifting, carrying or handling large or heavy objects routinely?

· Is any assistance given by others or in the form of special equipment?

· Does the role involve working in cramped, confined or difficult spaces or awkward positions?

· If a role requires tasks to be completed requiring a high level of skill how frequently will this level of skill be required?  e.g. < or > 50 % of working time

3.10 Work Environment 

This element explores the impact of the working environment has on an individual and their ability to respond to and control that environment safely.  This may include such things as temperature, noise or fumes, the work position and working in an outdoor environment.

It is useful to consider:  

· Where is the role required to work? e.g. an office, lecture room, laboratory, or workshop or outdoors

· Does the role require any special measures to be taken to either reduce or control the environment while working there? e.g.  to make use of safety equipment or special clothing.

· Who is responsible for controlling the environment and making sure that others working there are not at risk?

· Who is responsible for the health and safety of people working there and decides that it is safe to work?

· Who is responsible for writing and signing off on the formal risk assessments?

3.11 Pastoral Care and Welfare

This element explores the welfare and wellbeing of students and staff within the institution, in both informal and formal situations.  This may include the need to be aware of support services available; giving supportive advice and guidance; and counselling others on specific issues.

The organisation chart (Appendix 3) will assist the Role Analyst in the evaluation of this element.

3.12 Team Development

This element explores the development of the skills and knowledge of others in the work team.  This may include the induction of new colleagues; coaching and appraising any individual who are supervised, mentored or managed by the role holder; and giving guidance or advice  to one’s peers or supervisor on specific aspects of work.

The organisation chart (Appendix 3) will assist the Role Analyst in the 

evaluation of this element.

3.13 
Teaching and Learning Support

This element explores the development of skills and knowledge of students and others who are not part of the work team.  It may 
include the provision of instruction to students or others when they first use a particular service or working in a particular area; carrying out standard training; and the assessment and teaching of students.


It is necessary to ascertain if the role incorporates any of the following:

· Delivery of short courses and provision of feedback during the event? e.g. to outline new legislation /procedures etc

· Demonstrating the use of machinery or equipment.

· Delivery of student induction programmes. 

· Delivery of PowerPoint presentations to a small group or delivery of a 1-1 session to an individual?  If so – how often?

· Does the role require a formal teaching or training qualification?  If yes please specify.

· Does the role involve formative or summative assessment?

3.14  Knowledge and Experience 

This element explores the relevant knowledge needed to carry out the role, however acquired, whether this is technical, professional or specialist.  This may include the need for sufficient experience to carry out basic, day to day responsibilities; the need for a breadth or depth of experience to act as a point of reference to others; and the need to act as a leading authority in one’s field or discipline.  Knowledge acquired through education and qualifications is covered as well as that acquired through experience.

The Personnel Specification (Appendix 1b) will assist the Role Analyst in the evaluation of this element.

Appendix 1a

Job Description Template                                                  

Role: 

Reports to: 

Responsible to:

Job Purpose

Main Duties 

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

11. Any other duties appropriate to the grade and nature of the post.

The Job Description and Personnel Specification are central to all selection decisions. Detailed guidance on developing a Job Description and Personnel Specification is provided as part of the University's Recruitment and Selection Training Course' 
Appendix 1b

Personnel Specification Template

Guide to completing a Personnel Specification

It is important when looking at experience you do not set parameters which cannot be justified i.e. ‘Fit for Purpose’, the Personnel Specification must be consistent with the Job Description and role purpose.

The Job Description and Personnel Specification are central to all selection decisions. Detailed guidance on developing a Job Description and Personnel Specification is provided as part of the University's Recruitment and Selection Training Course. 

	Educational and

      Professional

       Qualifications
	Essential
	

	
	Desirable
	

	Previous

Experience/

Training
	Essential
	

	
	Desirable
	

	Job Related

Achievements
	Essential
	

	
	Desirable
	

	Inter-Personal

Skills
	Essential
	

	
	Desirable
	

	Research
	Essential
	

	
	Desirable
	

	Other
	Essential
	

	
	Desirable
	








� National Role Profiles have been agreed for Academic and Research posts.


� Standard Job Descriptions apply for this staff category.
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