


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

2. Is this :
A)    a completely new job with no comparable jobs at the university?      	YES/NO
B) 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)
	4

	Department:
	     

	Post Title:
	Administrative Assistant

	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)

	     



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


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

	Communications with advisory group members, academics and service user and carer educators across the UK.  mhhe holds a database of 1500 academics, practice teachers and service user and carer educators.  Communication with the SWAP finance officer and other staff based at the University of Southampton.


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

	Writes correspondence (including emails) regarding procedural matters; disseminates information and other documents to members of the mhhe project team and advisory group.


	2 	Teamwork and motivation
In which teams is the role-holder involved?


What is their expected contribution to the team?

	
Member of the mhhe team, reporting directly to the SPDO, contributing as the main point of contact on procedural matters, keeping members informed.  Member of the ASS admin team.

Sharing workspace and consequential interaction with members of the administrative team in Applied Social Science.  These working arrangements will involve access/contact with student information which must be kept confidential.  Information-sharing (particularly regarding events) with ASS admin team will be essential to ensure basic queries can be responded to in the absence of mhhe staff. Reporting to Departmental Officer on University systems, including PDR.


	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.

	
Liaison with academics across the UK (see 1a) above, and with members of the mhhe project team and advisory group; liaison with travel companies in person or via the internet.

Internal networking with ASS admin, research and academic staff; liaising with the Departmental Officer in ASS regarding departmental processes; networking within University central services, e.g. room bookings, conference office, FASS finance team, ISS, catering.


	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?

	
Ensures the effective completion of all admin processes.  Liaison between SPDO and FASS Finance Team re financial monitoring, e.g. organisation and recording of travelling arrangements. 

Responds to enquiries from academics who are part of the mhhe network in a timely and efficient manner. Highlighting any areas of concern with the SPDO.

	
5 	Key Decisions
What individual decisions are taken?


What decisions are taken jointly with others?

What advice is given & to whom?

	
Decides how to respond to enquiries and concerns of network members.  The SPDO works over two days per week so the admin assistant is, on occasion, required to make decisions independently, e.g. work prioritisation, fixing meeting dates, requesting and disseminating information.    Otherwise decisions are made jointly with the SPDO, e.g. in relation to work planning.

Advice on events to participants and to the wider staff group in ASS and other departments.




	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?
	Plans own work to meet deadlines, in consultation with SPDO.  
Shared working space arrangements in the Criminology enquiry office will require the role-holder to focus on their own work as there will inevitably be interruptions.

Attends regular work planning meetings with SPDO.

Contributes to the planning of workshops and meetings for academics in the field of mental health.  Responsible for all administrative arrangements.


	
7 	Initiative and problem solving
What typical problems are faced by the role-holder?
What is the most complex type of problem?
	
Typical problems may relate to event planning or the need to respond to queries in the SPDO’s absence. 

 Skills of diplomacy and patience can be required – for example (given the project’s focus) in responding to people who may experience mental health difficulties. 


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

	
Search for information on the internet on a range of subjects as required by the SPDO. 


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

What physical effort is required?

	
Uses a computer for work processing, emails, inputting to database and website. 


	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 environment, shared space as noted above. 
 

None.




	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?

	
Respond to mental health service user and carer educators who may be in need of guidance and reassurance (for example in relation to attendance at meetings and events). 


	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)?

	
Some support to SPDO in relation to departmental and university procedures. Feedback on events to SPDO.  Dissemination of information to ASS admin team in relation to events.


	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

	Not applicable


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

	
Wide ranging knowledge of this complex national interdisciplinary project and associated structures (eg the Higher Education Academy Subject Centres) 


	Any other significant activities not included above? 


	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:
· New Job Description
· Old Job Description (for regrading only)
· 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.

     
4
