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GUIDANCE ON JOB TITLES (PROFESSIONAL, SUPPORT AND ADMINISTRATIVE ROLES)

The following guidance has been devised in order to ensure a degree of parity across the University for similar roles and similar grades. Job titles should be simple and meaningful to both role holders and managers.  
The guidance is due to a lack of consistency in the application of administrative job titles across the University. It proposed that job titles need to adequately reflect the content of the job and to ensure that the job title is appropriate to the function/profession of the particular role. Overall, the aim is to ensure that job titles are meaningful both to an internal and external audience. 
The following guidance on indicative job titles provides Faculties and Divisions with a suggestion of appropriate job titles to be used at each grade. In each case, Faculties and Divisions can seek advice from Recruitment or from their HR Business Partner. Some job titles will appear at more than one grade.

	Administrator
	Senior Administrator
	Executive Administrator
	Senior Executive Administrator
	SAO 1
	SAO 2
	SAO 3

	Administrator
	Senior Administrator
	Executive Administrator
	Senior Executive Administrator
	Business Partner
	Head of (function)
	Head of (Division)

	Administrative Assistant
	Senior Administrative Assistant
	Executive Assistant
	Manager
	Head of unit
	Senior Manager
	Head of functional area


	
	Coordinator
	Coordinator
	Team Lead
	Consultant
	Lead Manger
	Deputy Director


	
	
	Advisor
	Senior Advisor
	Senior/
Allocations Officer
	
	Assistant Director

	
	
	Officer
	Officer
	Accountant
	
	Director (Non-Executive Committee)


	
	
	Specialist
	Senior Specialist
	Project Manager

	
	

	
	
	
	Partner

	Manager
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