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Job Evaluation Application Form
Practitioners
Application Form

NOTE: 

Sections 1 & 2 must be completed by the applicant and verified as appropriate in Section 3
	Name:
	

	Job Title
	

	Current Grade/Title
	Assistant Practitioner
(
Practitioner

(



Senior Practitioner
( 



Lead Practitioner
(

	Reports to
	Give job grade, not name



	Direct Reports

Employees that report directly to you, who are supervised by you, etc.
	Give job grade or title, not names




Note: Job evaluation DOES NOT evaluate individual performance.  It does not measure over or under performance of an individual within a particular role, nor consider the particular qualifications or qualities of an individual.  It is the post that is being evaluated NOT the individual.

It is assumed for the purposes of evaluation that the post requires the stated level of knowledge and experience in order to fulfil the accountabilities of the role and met required performance levels.
Setting of performance targets and management of performance is through the Performance Development and Review Process.  There is no requirement to include performance data, unless directly relevant to the stated accountabilities of the post.
Section 1 Job Context

	1. Job Purpose


	Provide a brief overview of the job and the contribution that it makes.


	

	2. Key Accountabilities
	The key accountabilities for each job will be specific to that job and will be agreed by the Line Manager.  These are listed, ideally, in order of importance. Most staff will have between 4 to 8 main responsibilities. 

Define the important aspect of the role for which the job holder is responsible for results or outcomes. REFER TO ROLE PROFILE FOR ACCOUNTABILITIES and ensure role is described against criteria within the profile, headings have been provided as guidance. Please allocate a percentage of time that is allocated to each of these.  This should total to 100%.
Professional Education / Teaching

Enterprise / Commercial Development
Engagement / Leadership and Management



	3 How has the role changed? 
	Outline the substantive and material changes in the role that have taken place – include reference to Role Profiles.  Do not include changes in work volume, unless this has added additional co-ordination or management responsibilities. 


	4 Context of the role
	

	Key Working Relationships and Contacts
	Outline the important relationships that the jobholder must maintain, and the sorts of issues on which that jobholder must communicate within these relationships.  Complete as a minimum interaction with immediate supervisor/line manager, subordinates and colleagues who report to same line manager.

Attach an Organisational Chart – this chart should be full page A4 size, black and white only, job titles only with no individual names, and with “post for evaluation” clearly indicated.



	
	Contact with whom?  

e.g Colleagues 
	Purpose, issues on which postholder must communicate?

e.g Exchange of information for timetabling; consultation of course content


	Frequency of contact?

e.g. Daily



	
	Line Manager
	
	

	
	Immediate subordinates


	
	

	
	Colleagues who also report to Line Manager
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Dimensions
	Functions

What is the size of the post/function operation in relation to a) the department b) KBS total operation?

Staff Supervised – Number of direct reports; number of indirect reports
Number of Students supervised / impacted by post
Budget. Does the post control a budget? If so what is the value? * may not be relevant for post, if not applicable tick N/A
Annual capital budget

N/A (
Partially Managed (
Fully Managed (
Annual revenue budget

N/A (
Partially Managed (
Fully Managed (


State typical scale of contract, grant secured and/or managed (state approximate total value over a stated time period.  Include a brief description of nature and impact of contract/grant) 
State contribution to revenue direct; indirect as against agreed performance targets) (3 examples) 
State the tenders/proposals responded to directly and/or as part of team (3 examples) state scale of impact (Approximate number and type of students/customers affected; improvement in UL reputation; increase in ability to secure further funding)

State Professional impact;  Knowledge sharing – through journal publication; professional networks; conferences; contribution to professional standards/practice (include only evidenced high impact examples)


	Job Boundaries
	Include information about the freedoms available to the job and the constraints within which it operates.  This section provides information on the level of autonomy of the postholder. 
Decisions

Decisions which are made independently without reference to others  (3 examples)

Decisions which are made in collaboration with others (3 examples)

Decisions which are referred to the line manager/others. (3 examples)

Constraints 

What kind of guidance is in place to support the decision making (e.g. policies/procedures/ protocols/legislation) (3 examples)

Problem Solving
3 examples of the typical problems encountered by the post holder, which are routinely resolved, make reference to any guidance or standards which aid problem solving

3 examples of unusual problems or sensitive issues encountered by the post holder. 
Planning/Organising/Controlling

Tick the typical time span of activities controlled by the post. Provide 2 examples
Weekly/Monthly (with some further out activity) 
(
Monthly/Quarterly (with some further out activity) 
(
1-3 years (with some further out activity)

(
3-5 years




(
Tick the typical level of planning horizon  - this is the limit of forward planning required by the post.  Provide 2 examples
Monthly (with some further out planning) 

(
Quarterly (with some further out planning) 

(
1-3 years (with some further out planning)

(
3-5 years




(


	


Section 2 Knowledge, Qualifications, Skills, Experience & Competencies
	5. Knowledge, Functional Skills, Experience & Qualifications


	Requirement – Note refer to relevant professional Competency Framework for guidance and the Role Profiles 

	
	It is important to convey the level of knowledge that the job requires, NOT what the existing jobholder may have. If in doubt refer to role profile or professional competency frameworks.
State level and breadth of knowledge required - systems, practice, methodology or procedures.

Experience and Qualification level required for post NOT what individual postholder may additionally processes. Tick level(s)

Professional experience (tick)
3-7 ( 
8-10 years ( 
11-15 years (
15+ years (
Professional Body 
Associate ( 
Fellow ( 
Senior Fellow (
Or equivalent

Degree ( Masters ( PhD / D Ed ( Teaching qualification ( 

Other occupational specific training (as required for post)
.



Section 3: Verification

We are satisfied that the contents of this job/role profile convey an accurate summary description of this post:

POST HOLDER  

(PRINT NAME)  

(SIGNATURE)



(DATE) 

LINE MANAGER VERIFICATION

(PRINT NAME)  

(SIGNATURE)



(DATE) 

DEAN VERIFICATION

(PRINT NAME)  

(SIGNATURE)



(DATE) 
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