[image: image2.wmf]REQUEST FOR RE-EVALUATION OF ROLE
	Name(s):
	

	Process Owner area

(where applicable)
	

	School/Division:
	

	Job Group No:
	

	Job Title (Current):
	

	Proposed Job Title (where different): 
	

	Current Grade:
	

	Anticipated Grade:
	

	Short description of substantive and material changes to the role (please ensure job description fully reflects all aspects of the revised role)

N.B. Please attach revised job description (including work examples) 


	

	Role-holder’s Declaration (Please insert name(s))

This is to confirm that I agree with the content of the revised job description:
	

	Date:
	

	Line Manager’s Declaration (Please insert name) 

This is to confirm that I agree with the content of the revised job description.
	

	Line Manager comments (if any) 


	

	Date:

	

	School/Divisional Manager’s Name:
	

	Head of School/Division’s Declaration (Please Insert Name)

This is to confirm that I agree with the content of the revised job description:
	

	Head of School/Division’s comments (if any). (Effective date of any change in grade will be the date of receipt of request in Human Resources.  If, exceptionally, you believe there are any grounds for back-dating please include these here. Please note any backdating is exceptional and will be limited):
	

	PLEASE NOW FORWARD THIS FORM, WITH THE NEW JOB DESCRIPTION TEMPLATE, ELECTRONICALLY TO THE RELEVANT FACULTY/DIVISIONAL HR MANAGER

	For HR Services Use Only:

	Date received:

	

	Has the role been approved by the Process Owner (where applicable) for evaluation?

	YES/NO

	Does the role fit / make sense within the Divisional / Faculty structure?

	YES/NO

	Has the grade descriptors (where appropriate) been used?

	YES/NO

N/A

	Is the JD well structured and coherent?

	YES/NO

	Can the grade expectation be met?
(Know How check completed?)


	YES/NO

	Has backdating been approved by the Head of HR Operations?


	YES/NO

N/A

	Effective date of any grade change agreed by Head of HR Operations (giving reasons where appropriate):

	

	Name of all role holders in the job group that this re-evaluation applies to:

	

	Name of all role holders  currently in the job group that this re-evaluation does NOT apply to:

	

	Where appropriate, any contextual information for the Technical Adviser:
	

	Confirmed job description template ready for evaluation:


	YES/NO

	HR Manager:
	

	Date:

	

	Please now forward to: Reward-team@bristol.ac.uk


	<Insert job title here > Ref
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BRISTOL





	1 JOB DESCRIPTION
(Guidance notes are  available to assist in completion of this template)

	Academic Faculty / Support Services Division:
	

	School or Division/ Address:
	

	(Supplementary information for recruitment only)

	Job Family / Grade: 
	
	Salary range:
	

	Hours of work:
	
	Work pattern:
	

	Contract type:
	

	1.1 Main Job Purpose

	

	1.2 Statement of Responsibilities 

(Use the sub-headings below if applicable – refer to guidance notes)       

	Analysis, Reporting and Documentation 

Customer Services & Support 

Planning & Organising 

Liaison 

Decision Making 

Problem Solving 

Continuous Improvement 

People Management 



	1.3 Relationships and Contacts

	Job title of line manager: 
	

	Job title of line manager to (where appropriate): 
	

	Internal Contacts

	Contact with whom?
	Purpose

	· 
	· 

	· 
	· 


	External Contacts

	Contact with whom?
	Purpose

	· 
	· 

	· 
	· 


	1.4 Organisation Chart(s)

	


	2 PERSON SPECIFICATION

	2.1 Relevant Experience, Skills and Knowledge

	Essential
	Desirable

	· 
	· 

	2.2 Relevant Qualifications

	Essential
	Desirable

	· 
	· 

	2.3 Communication and Interpersonal Skills

	Essential
	Desirable

	· 
	· 

	2.4 Additional Criteria 

	Essential
	Desirable

	· 
	· 

	3 BACKGROUND INFORMATION

	3.1 The School/Division

	

	3.2 The University and the City of Bristol

	The University of Bristol (www.bristol.ac.uk) is an international powerhouse of learning, discovery and enterprise. Its vision is of a university whose excellence is acknowledged locally, nationally and globally. The Sunday Times (September 2008) described the University of Bristol as ‘one of the jewels of British higher education’ and ‘at the cutting edge academically’.
The University is a member of the Worldwide Universities Network, a grouping of 18 research-led institutions of international standing, and of the Russell Group of universities, an association of 20 major research-intensive universities of the UK.
The University of Bristol is dedicated to academic achievement across a broad range of disciplines. It is made up of 24 schools, organised in six faculties: Arts; Engineering; Medical and Veterinary Sciences; Medicine and Dentistry; Science; and Social Sciences and Law. It has approximately 12,000 undergraduate and 5,000 postgraduate students from around 100 countries. The Quality Assurance Agency for Higher Education, which carried out an institutional audit of the University in 2008, awarded Bristol the highest rating available for its management of education and the academic standards of its awards. It has 31 Fellows of the Royal Society and nine of the British Academy – a remarkable achievement for a relatively compact university.
Bristol supports both individual scholarship and interdisciplinary or thematic research of the highest quality. In the 2008 Research Assessment Exercise, 93% of research at Bristol was deemed to be of international standard. Over 61% of the research work assessed in 48 research fields was awarded either the top 4* rating, defined as ‘world leading’, or the 3* rating, classified as ‘internationally excellent’.
A key element of the University’s vision is to ensure that its research and education contribute to regional and national society and the economy. The University works hard to build effective links with the community and its industries, through high-quality research collaboration and productive knowledge exchange, the creation and support of new companies and enterprises, and the licensing of intellectual property.
Engaging the public is a vital part of university life and an area in which staff and students are actively involved. It is part of the University’s core business and is integral to research and teaching that is grounded in societal need and that promotes lifelong learning. It is also vital to widening participation and fair access; and for students involved in volunteering, engagement is an aspect of the distinctive ‘Bristol experience’.
The University is committed to operating in a sustainable manner, working constantly to reduce carbon emissions and improve the sustainability of the physical estate. Its ambitious capital programme plans to invest in the most cost-effective way in new buildings and facilities over the next few years to support research, teaching and learning.
The University of Bristol is a stimulating and supportive environment for all students and staff, distinguished by a commitment to high standards, respect for the individual and a strong sense of collegiality. It is also is an integral part of a beautiful, historic city that has been selected as European City of the Year 2008, Provincial City of the Year 2008 and Britain’s most sustainable city 2008. It has been officially designated a ‘Centre of Culture’ and a ‘Science City’ by the Government.  It is also the only UK city to be shortlisted for the European Green Capital Award 2010, and is England’s first ‘Cycling City’.
With a population of over 400,000, Bristol is the largest city in the South West and the region’s leading centre for business, culture and education. It has a long tradition of trade and engineering, and is also home to many of the newer financial services and creative and media industries. The historic docks in the city centre, now a thriving focus for leisure and the arts, retain many echoes of Bristol’s maritime history. Theatre, music, the fine arts and cinema are all well represented, and the neighbouring city of Bath also offers a wide range of cultural activities. Bristol is well provided with open space and parkland and is within easy reach of attractive coast and countryside, including the Cotswolds and several National Parks. The city has an international airport and offers easy rail and motorway links.
More information about the city of Bristol is available at http://visitbristol.co.uk and www.bristol.gov.uk.

	3.3 The University’s Positive Working Environment

	The University’s Positive Working Environment (PWE) agenda is an ongoing process with the aim of making working life at the University of Bristol productive, rewarding, enjoyable and healthy for all colleagues.  PWE describes the things we believe are important as an employer, and a series of actions to help us deliver them.  As an employee of the University, you will have access to a range of benefits which includes, amongst others:
· For staff with families, those planning to have families, and those with other caring responsibilities, the University Work and Family Steering Group, providing a combination of information, training and support; maternity/paternity coaching service, The University’s Early Years Nursery and a childcare voucher scheme;

· Professional training and support including an extensive programme of training & development courses, focus on work-life balance, tailored leadership and management workshops, flexible working policies, support groups such as the Women’s Research Group, careers guidance and a team of International Staff Advisers;
· For health, fitness and wellbeing, our Staff Wellness Programme, Staff Counselling Service, Staff Club, and staff member rates for the Sports Centres and the Swimming Pool;

· Travel to work benefits including interest-free bicycle loans, free cycle training and priority car parking spaces for car sharers, parents and carers, and a University bus shuttle.

To find out more about PWE please visit http://www.bristol.ac.uk/pwe/


	4 APPLICATION PROCESS

	Please complete the application form on line or download a copy from our web site at www.bris.ac.uk/jobs    To access the on line and downloadable versions of the form simply enter the vacancy reference number in the search facility.  Alternatively if you have received an application pack, please complete and return the enclosed application form in the envelope provided.
Please note the following:

· We will only be able to consider you for this vacancy if you complete the application form. Whilst you are welcome to include a CV with your application form, a CV alone will not be considered.
· It is important that you quote the reference number   on the application form.
· The closing date for applications is 9.00am,  .

· We regret that we are unable to write to all applicants regarding the outcome of their application.  Therefore, if you have not been invited for interview within four weeks of the closing date, you should assume that on this occasion you have not been successful.
Non-EU Nationals please also note:

The University has a legal responsibility to ensure that all employees are entitled to live and work in the UK. For some vacancies (those requiring specific skills or in shortage occupations) we may be able to obtain a certificate of sponsorship for a suitably qualified applicant as part of the process of obtaining permission to work in the UK from the UK Border Agency (UKBA). However, for most other vacancies it may be unlikely that permission to work in the UK would be granted. You can check whether you would be eligible to work in the UK under the points-based system for migrant workers using the UKBA point calculator.

 If you have any queries regarding your entitlement to apply for one of our vacancies please e-mail recruitment@bristol.ac.uk 



	5 SELECTION PROCESS

	It is expected that the selection process, including interviews, will be held on/ in. 


	6 SUPPLEMENTARY INFORMATION FOR UBJES EVALUATION

	Please use this section to provide the important contextual information that supplements the job description and is essential for an accurate evaluation of the role.



	6.1 Work Examples 

	

	6.2 Additional Statistical Information 

	

	6.3 Relevant Physical and Environmental Information

	


�






























































Page 4 of 7

[image: image3.wmf]