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REQUEST FOR EVALUATION OF NEW/VACANT ROLE

	Professional Services Division / Faculty / School:
	

	Business Process area:
(Education and Students, Wellbeing, Marketing, IT)
	

	Divisional Head’s / Faculty Manager’s / School Manager’s Declaration:
(where applicable)
	“I confirm I agree with the requirement for evaluation and the content of the job description.”  ☐ (check box)

Name(s):

	
	

	Job Title (Current):
	

	Job Category: (select from drop down)
	Choose an item.

	Reason for establishing new role or changes to vacant role:

	

	If vacant role, please state the name of the previous role-holder:
	

	Anticipated Grade:
	

	NOW SEND THIS FORM AND THE NEW JOB DESCRIPTION TEMPLATE BY E-MAIL TO THE RELEVANT FACULTY / DIVISIONAL HUMAN RESOURCES BUSINESS PARTNER

	For HR Use Only

	Date received:
	

	Does the role fit appropriately within the Role Family structure?
	☐ YES   ☐ NO

	Has the role been approved by the Role Family Owner?
	☐ YES   ☐ NO

	Does the role overlap with any other service area outside of the
existing Professional Services Divisional / Faculty / School structure

	☐ YES   ☐ NO

	Is this role part of a formal consultation process (i.e. restructure)?
	☐ YES   ☐ NO

	Is there another JD within the repository that could be used or adapted to include this role?
	☐ YES   ☐ NO

	Can the JD be used as a generic?
	☐ YES   ☐ NO

	Have the grade descriptors (where appropriate) been used?
	☐ YES   ☐ NO   ☐ N/A

	Are there any professional registrations required for this role? (If yes, please specify here for JD upload to repository)
	

	Is the JD well-structured and coherent?
	☐ YES   ☐ NO

	Is a DBS check required for this role? (Add here for JD upload to repository)
	Choose an item.
	Is a pre-employment health check required?
	☐ YES   ☐ NO

	[bookmark: _Hlk199246956]Does the job title fit with the agreed Job Taxonomy?

	☐ YES   ☐ NO

	If you’ve answered ‘no’ to the above question, please provide a reason. 
	

	Can the grade expectation be met?
(Know How check completed?)
	☐ YES   ☐ NO

	Name of Role Expert to attend the panel (where deemed necessary by the HRBP):
	

	Where appropriate, any contextual information for the Technical Adviser:
	

	Confirmed job description template ready for evaluation:
	☐ YES   ☐ NO

	HR Business Partner:
	

	Date:
	

	Please remove all comments from the job description:  
Within Microsoft Word go to Review > Delete > Delete all comments in document
Then forward to: 
reward-team@bristol.ac.uk
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<Insert job title here >
JOB DESCRIPTION 	Comment by James Vickery: The Job Title
The University is implementing a suite of generic job titles and therefore advice should be sought from HR re appropriate titles for any new roles. If the submission is a re-evaluation you may wish to take the opportunity to revise the current job title with advice from HR as well as obtain consensus from the role holder(s).


Faculty / School or Division: School of 	Comment by James Vickery: Name of the Faculty, School, or Division where the role is based.
Faculty/School or Division Address:   	Comment by James Vickery: State the full address of where the role is based.

	Job Family:	Comment by James Vickery: The following information should only be completed once the role has been graded and is ready to be submitted for recruitment.  
Job Family/Grade: Professional/Administrative or Operational Services or Technical Services
Grade: Grades A-M
Salary range: The salary range advertised must be in line with the University Pay Policy [link]. Any salary offer made outside of the terms of the policy will not be supported so please seek advice from HR before talking to candidates.
Hours of work: Number of contracted hours per week
Contract type: Open-ended or fixed term (state length of contract if fixed term).
Work pattern: Full or part time (if part time specify days to be worked, for example 5 mornings a week, 2 ½ days per week). Indicate if job share is available.
Vacancy Reference Number: HR will complete this box.

	Professional & Administrative Services
	Grade:  
	
	Salary range:
	

	Hours of work:
	
	Contract type:
	

	Work pattern:
	
	Vacancy Reference Number:




Main Job Purpose (a short paragraph of 2-3 sentences) 	Comment by James Vickery: The main job purpose outlines the overall contribution the job makes, or alternatively “why” the role exists. 
Job Purpose = what is done (verb); to what or whom (area of impact) and with what result.
The statement should be succinct and no more than two or three sentences.
Consider what is it that the job is intended to achieve, what would not get done if the job did not exist, what is the main contribution that the job makes.
The main job purpose should not be a list of how the job is done.


Standard Responsibilities (10-12 bullet points)	Comment by James Vickery: This section includes the key responsibilities of the job or “what” the role is intended to achieve. 
For Professional/Administrative roles only: 
A set of Professional and Administrative Grade Descriptors exist to help identify the level of role required.  The Descriptors should be used as a guide and only describe typical types of responsibilities for each level of Professional/Administrative role, from grades D to M and therefore should not be directly duplicated. The statements of responsibility should not be grouped under subheadings when writing the job description.
For all roles
Aim for 10-12 main statements of responsibility that you would expect the role to fulfil.  

· 

1.2.1	Additional Responsibilities (if applicable)	Comment by James Vickery: This section may be used within a generic job description to describe any specific or additional responsibilities over and above those identified in the generic job description. Advice should be sought from HR to ensure that such additions do not change the grade of the role. 
Consider the overall purpose of the job and the key areas in which results must be achieved to fulfil that purpose
Each responsibility should be distinct and describe an important aspect of the role in which results must be achieved with the focus on what is required and not how the role is fulfilled.
The statements should be listed in order of importance.


Relationships 	Comment by James Vickery: Line manager, Line manager to (where appropriate)
Please complete the job title of the line manager and, if the role-holder line manages staff, the titles of their roles; do not include names.

Line manager:  

Line manager to (where appropriate):  

Job Hazards and Pre-employment Checks	Comment by James Vickery: In line with the Equality Act 2010, the statement of responsibilities must outline any potential Job Hazards Information for Job Descriptions (PDF, 367kB),‌‌ particularly when specific health checks are required due to the nature of the role. Pre-employment checks | Human Resources | University of Bristol
The Job Description should identify the requirement for a DBS check.


Please include details of what pre-employment checks the role requires eg health screening and DBS. (Please refer to the guidance notes at: 
https://uob.sharepoint.com/sites/human-resources/SitePages/types-of-preemployment-checks.aspx

No DBS check or health screening required.

This post requires the role holder to satisfactory pass Baseline Personnel Security Screening (BPSS) prior to starting in role.

The post holder will be subject to a satisfactory [standard/enhanced/enhanced with child/adult/child and adult barred list] DBS check as a requirement to operate within role. This check will be completed prior to taking up post, with re-checks required every 3 years while in role.

The following duties are an intrinsic part of the role and any offer of employment will be conditional upon satisfactory health screening by the University Occupational Health Service:
· LIST HAZARDS






PERSON SPECIFICATION

Standard Skills, Knowledge & Experience Required 	Comment by James Vickery: Detail the experience, skills and knowledge, relevant qualifications, communication and interpersonal skills, that are essential for the effective performance of the job. The requirement for these should be recognisable in the main responsibilities.
When completing this section it may be helpful to refer to the set of Professional and Administrative Grade Descriptors, ‘Qualifications, knowledge skills and experience’ section of the relevant descriptor
When determining the person specification requirements for the role, consider how these will be assessed during the selection process using the following criteria: A – application form; I – Interview; T – Test or scenario; O – other (eg focus group, presentation)
Establishing this helps both the hiring manager identify tangible requirements for the role in order for the roleholder to be successful and gives the applicant a sense of what the hiring manager will focus on at different stages of the selection process.    
Include details of the nature and context of each type of experience required, remembering that experience does not necessarily have to be gained in an identical environment.
Avoid specifying a required length of experience. Using such a requirement, particularly where it is for a lengthy period, could potentially be seen to be discriminatory. 
Indicate if there is a job requirement to maintain professional accreditation through appropriate updating of skills and knowledge.
The level of skill or knowledge required may in some cases be indicated by reference to particular qualifications or types of training. If quoting specific qualifications or training accreditations, such as a degree, append with ‘or equivalent’.
Do not include age-related criteria in job and person specifications, selection criteria and advert wording. Avoid words like "young", "recently qualified" and "mature", as these could potentially be seen to be discriminatory.
There can be a tendency to overstate formal qualification requirements, so think carefully about whether having specific knowledge or skills, proven through experience, is more important.

	Criteria
	Essential
	Desirable
	Assessed By A/I/T/O

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Additional Skills, Knowledge & Experience (if applicable)	Comment by James Vickery: Include any additional criteria that are not covered by the other categories but are a relevant requirement for the job.  Do not include additional criteria unless it is absolutely necessary, for example if the job involves travel do not automatically specify car ownership or possession of a driving license, as this may exclude suitable candidates who would use other forms of transport.



	Criteria
	Essential
	Desirable
	Assessed By A/I/T/O

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




A – Application Form
I – Interview
T – Test or Scenario
O – Other e.g. presentation, focus group


FOR JOB EVALUATION PURPOSES ONLY	Comment by James Vickery: Section 3 (3.1-3.5) is necessary to supplement the job description for the purpose of evaluating the role through the UBJES process. 


3.1 Typical Work Activities (across a day/week or month)	Comment by James Vickery: Please describe in more detail the typical work activities relating to the key and representative responsibilities of the role in a maximum of ONE PAGE of A4. 
Explain how the role-holder will fulfil the responsibilities of the role.
Explain the steps that are involved, who else is involved and how qualifications, skills, knowledge and experience are used.
Typical work activities seek to clarify the nature and scope of planning and organising and typical planning decisions made by the role-holder and typical organising timescales (daily, weekly, monthly etc). 
Include a typical or frequent decision the role-holder might have to make  
Include a typical or frequent problem the role-holder will likely encounter in their day-to-day work.

The role holder will spend most of their time .…………….











3.2 Organisation Chart 	Comment by James Vickery: Provide an organisation chart, showing the whole School/Division in broad outline and indicate where the role sits in the larger structure. 





3.3 Other Statistical or contextual information relevant for job evaluation purposes	Comment by James Vickery: Provide any relevant statistics that can give a fuller understanding of the job. These can relate to the operational (e.g., service provision, number of customers and/or students), financial (e.g., budgets, grants and contracts) or staffing (e.g., number of employees supervised) aspects of the job. 
This can also include any other relevant contextual or specific School/Department/Team information that may help for job evaluation purposes 


3.4 Relevant Physical and Environmental Information	Comment by James Vickery: Describe any physical and environmental information which is not covered elsewhere e.g. relevant information about physical effort or working conditions. 


3.5 Key contacts	Comment by James Vickery: Identify up to 5 most significant internal and external relationships that the role has outside of the line management chain, and the overall purpose of the contact
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