�

TECHNICAL STAFF JOB EVALUATION -



JOB DESCRIPTION FORM - COVER



��

NOTE:�This Job Description Form does not constitute a contractual document.

Duties may be changed to meet changing needs or circumstances.��

School/Unit:��Job Title:��Is this a new post or an existing post?

If new post, is there an existing post holder?�New/Existing

Yes/No��Current Grade

(for existing posts)�Proposed Grade��Basis of proposed grading:�����a)�Benchmark in Blue Book��Benchmark number:���������������b)�Benchmark in Supplementary Job Descriptions��Supplementary Job

Description No:���������c)�Factor Analysis�����������������Does the proposed grading have the support of the School/Unit?  (To be completed by the person responsible within the School or Unit.)�

Yes/No ___________________________

                            (Signature)��



DETAILS OF POST HOLDER: (if applicable)



Name: (Initials and surname)�Date of appointment to University:





��



ATTACHMENTS:  (Delete if not attached)



1	The organisation chart (family tree) for the School or Unit.



2	Old job description if regrading application.



Note:	All job descriptions will be seen by the Monitoring Panel.





TECHNICAL STAFF JOB EVALUATION -

JOB DESCRIPTION FORM - PART 1�Please complete in all cases except where the job description is the same as a benchmark in the Blue Book or a Supplementary Job Description.��

A�Description of duties and responsibilities

List tasks in descending order of importance.��Item

No�Description of the task

Identify major items of equipment (with replacement cost, special processes and techniques or unusual materials used).��
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Part 1



TECHNICAL STAFF JOB EVALUATION -

JOB DESCRIPTION FORM - PART 2�PLEASE COMPLETE FOR JOBS WHICH WILL NEED TO BE FACTORED��

B.�If the position were vacant what would be the minimum basic educational requirement to carry out the job to an acceptable standard?



��

C.�If the position were vacant what would be the minimum number of years of experience to carry out the job to an acceptable standard?



��

D�ORGANISATION CHART���The organisation chart (family tree) for the School or Unit should be attached.������Immediate Supervisor�����Receive work directions from�����Level of direction given�detailed�outline�minimal����Extent of discretion on work priorities��������������������Supervision of technical staff�Grade�T�A�B�C�D�E�F�G�H�I�����Number��������������Supervision of students*�Description

Number

Hours�Postgraduate

�Undergraduate

�Other����Supervision of others�Description

Number�������������������E�Communication/Coordination����Within normal laboratory/workshop�Outside normal laboratory/workshop����Contact and purpose�Approx. 

% time�Contact and purpose�Approx.

% time�������������������������������������������������������������������������Part 2	*  Definition of 'supervision' available from Staffing Services

TECHNICAL STAFF JOB EVALUATION -

JOB DESCRIPTION FORM - PART 2 CONTINUED

��

F�Mental Concentration and Visual Strain����Does the job involve abnormal concentration or visual strain resulting from (a) the nature of the equipment and/or (b) the nature of the materials handled?          YES/NO

If yes, please indicate the approximate proportion of time:�������������Not more than one-quarter of the ��Between one-quarter and two-��More than two-thirds 

of the working week�����working week��thirds of the working week���������������G�Potential Hazards����List activities where special precautions or protective equipment are required.�������������

Activity�

Risk�Approx. % of time���������������������������H�Job description agreed by:����Director of Laboratory/Building & Resources Manager or Head of Unit����Name�Position�Signature�Date�����������Job Holder

(if applicable)�(To confirm that the Job Holder agrees that Sections A, D,E, F and G describe accurately the work that the job holder has been asked to do by the management.)�������������Name (initials

and surname)�Signature�Date������������I�Suggested Factor Analysis����������Factor�Level��Points���1�Education������2�Experience������3�Supervision Received������4�Supervision Given������5�Relationships������6�Work Complexity������7�Accuracy and Dependability������8�Mental Concentration and Visual Strain������9�Hazards�����������TOTAL����Part 2									� FILENAME \* Lower\p \* MERGEFORMAT �g:\jessicat\annual review\annual review 2002\tecform.doc�
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