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1. What is Job Evaluation
and how does it work?

2. What is the process for
a new post to be 

evaluated? 

6. How do you appeal
against the re-evaluation 

of an existing post? 

5. How do you appeal the
grading of a new post?

4. What do I do if I am in a
group evaluation?

3. What is the process
for re-evaluating an
existing post?



ROLES AND RESPONSIBILITIES 

Employees: 

Responsible for completing the Job Evaluation Appeal documentation, and agreeing the content with their Line Manager.  Advice 
and support will be available from the Pay and Reward Specialist. 

Line Managers: 

Responsible for ensuring the information in the Job Description, Job Evaluation Questionnaire and supporting documents 
accurately reflect the duties of the post.  Advice and support will be available from Pay and Reward Specialist. 

Pay and Reward Specialist: 

Responsible for quality checking the evaluation documentation, providing an indicative grade, collating relevant material, arranging 
the Validation Panel and Chairing the Job Evaluation Validation panel. 

Job Evaluation Validation Panel: 

Are responsible for considering any request submitted to the panel for approval, ensuring consistency and fairness in application 
throughout Denbighshire County Council. 



1. What is Job Evaluation and how does it work?
Denbighshire County Council ensures their employees are treated fairly and consistently and comply with equal pay requirements. 

The purpose of job evaluation is to provide an analytical, systematic and consistent approach to defining relative job worth within 
Denbighshire County Council. 

The job evaluation maintenance process uses the Greater London Provincial Council (GLPC) Job Evaluation Scheme to ensure 
that where work is the same or a broadly similar nature all employees will be treated equally and pay differentials will be justifiable 
on the basis of a genuine material factor and does not discriminate on unlawful grounds. 

The GLPC Job Evaluation Scheme uses the information provided on the job description and the job evaluation questionnaire and 
evaluates based on 11 Factors:- 

- Supervision and Management
- Creativity and Innovation
- Contacts and Relationships
- Decisions – Discretion
- Decisions – Consequences
- Resources
- Work Demands
- Physical Demands
- Working Conditions
- Work Context
- Knowledge and Skills

Further details and information regarding the above factors can be found in the GLPC Overview Document and the 
Denbighshire County Council Job Evaluation Convention Document. 



A job evaluation questionnaire is based on the GLPC job evaluation scheme and asks specific questions relating to the factor levels 
detailed above, using working examples which will assist with the evaluation process. 

The Pay and Reward Specialist will evaluate the information and the GLPC computerised system will generate a score, which 
equates to a grade within the council’s pay structure. 

These results are then taken to the Validation Panel, which ratify the evaluation.  The Validation Panel consists of Management 
representative from at least two Service, a representative from at least two of the three recognised Trade Unions and the Pay and 
Reward Specialist.  All the panellists are trained and experienced in the GLPC Job Evaluation Scheme. 



2. What is the process for a new post to be evaluated?
Process 

a) The manager completes a Job Evaluation Request Form, job description and person specification for the post using
the corporate templates which describes the new post.  An organisation chart must be completed to show where the
post fits into the organisation and also a person specification to demonstrate the knowledge and experience required for
the post. Human Resources can assist you in completing the job description.

b) The completed job description and person specification should be sent to the Head of Service for their approval.

c) The Job Evaluation Request Form, Job Description, Person Specification and the Organisation Chart must be sent to the
Pay and Reward Specialist, who will ensure the post is analysed and evaluated and provide and indicative grade. The
Pay and Reward Specialist will contact the relevant person if more information is needed or to ask specific questions
about the role.  The Pay and Reward Specialist will provide an indicative grade within 10 working days of submission.

d) Validation panels are held monthly, submission of the new post will be taken to the next planned Validation Panel.

e) The panel will discuss the factor scores awarded and reach an agreement based on the evaluation by the Pay and Reward
Specialist.

f) The panel can decide if they require more information to confirm the evaluation. The Pay and Reward Specialist will contact the
relevant Officer to collect the information, and if required, the panel may defer its meeting and reconvene at a future date.

g) After the Validation Panel agrees the factor levels and the overall score and grade the relevant Manager or Head of Service will be
informed

h) If the Manager disagrees with the outcome, they will need to provide justification and further evidence to the Pay and Reward
Specialist who will then consider the justification and refer the matter back to the Validation Panel if appropriate. If there is no change to
the evaluation, and the Manager finds it difficult to recruit to the job, they may need to apply the Market Supplement Policy.

i) Otherwise, the post holder can appeal the evaluation of the post after 6 months in the position using the Job Evaluation Appeals
Process



3. What is the process for re-evaluating an existing post?
For a post to be considered for a re-evaluation it must be demonstrated that there has been a significant increase or decrease in 
the responsibilities and duties, which would be enough to warrant a change in factor level score and overall score. 

The post holder must have been in post for at least six months and there must be a period of 12 months since the posts previous 
evaluation. 

Process 
a) An employee can ask for their post to be re-evaluated if they consider their duties and responsibilities to have changed since

their post was last evaluated.

b) A Manager can also decide to revise the job description and Job Evaluation Questionnaire if they consider the posts duties
and responsibilities to have changed since the post was last evaluated.

c) Employees need to approach their Line Manager who will discuss the issues with the employee and decide if there is a
significant increase and also agree on a date for implementation of the new job description and Job Evaluation
Questionnaire, signing the documents to confirm.

d) If an employee cannot get the agreement of their Manager to have their post reassessed and they believe there is a
significant change they should approach their Line Manager’s Manager for resolution.  If the employee is still dissatisfied
they can submit a grievance following the Corporate Grievance Procedure.  The aim of the grievance will be to determine
whether there are significant changes to the post to justify it being submitted for reassessment.

e) If the Line Manager agrees with the employee then an amended Job Description, Person Specification, Job
Evaluation Questionnaire, Job Evaluation Request Form, and Organisation Chart are to be submitted to the Pay and Reward
Specialist, who assess the information and determine if there is evidence of a significant increase.

f) If agreement cannot be reached between the Line Manager and the employee on the contents of the Job Description,
Person Specification and Job Evaluation Questionnaire then the matter should be referred to the Line Manager’s Manager
for resolution.



g) The Job Evaluation Request Form, Job Description, Person Specification, Job Evaluation Questionnaire and the
Organisation Chart must be sent to the Pay and Reward Specialist, who will ensure the post is analysed and evaluated and
provide and indicative grade. The Pay and Reward Specialist will contact the relevant person if more information is needed
or to ask specific questions about the role.  The Pay and Reward Specialist will provide an indicative grade within 10 working
days of submission

h) Validation panels are held monthly, submission of the new post will be taken to the next available Validation Panel, which
consists of a Management representative from at least two Service areas, a representative from at least two of the Trade
Unions and a Pay and Reward Specialist.

i) The panel will discuss the factor level scores awarded and reach an agreement based on the evaluation by the Pay and
Reward Specialist.

j) The panel may on occasion decide that they require further information.  The Pay and Reward Specialist will contact the
relevant Officer to gather the information required.  Dependant on the extent of the information required they may adjourn
and reconvene at a later date.

k) Once the factor levels and overall score and grade are agreed by the Validation Panel this information will be sent to the
relevant Manager.

l) The post holder will be notified in writing of the decision by the Pay and Reward Specialist and reminded of their right to
appeal within 10 working days of the panel.  If the evaluation of the post results in a reduction in salary then protection will be
awarded in line with the County’s Pay Protection Policy.



4.What do we do if we have a group evaluation?
Should the re-evaluation request effect more than one post holder the HR Representative will identify and inform all those included 
in the review.  A Copy of the Job Evaluation Questionnaire will also be sent to post holders for their comments before it is submitted 
for evaluation. 

5. How do you appeal the grading of a new post?
The decision of the Validation Panel may be appealed against after the new post holder has been in post for six months.  
The appeal must be submitted within three months of the appellant being in post for six months (i.e. before nine months of being 
in post) and following the Job Evaluation Appeals Process. 

6. How do you appeal against the re-evaluation of an existing post?
The decision of the Validation Panel may be appealed against within three months from the date the individual receives 
notification of their re-evaluation and following the Job Evaluation Appeals Process. 



Frequently Asked Questions (FAQs) 
I think my job needs to be re-evaluated, but my Manager doesn’t agree.  What should I do? 

The first step is to speak to your manager. If you still can’t come to an agreement, you need to speak to your Manager’s Manager, 
giving justification as to why you think your duties and responsibilities have changed significantly.  Should your Manager’s Manager 
disagree that your duties have changed and you still feel that the post need re-evaluating, you can submit a grievance using the 
Corporate Grievance Procedures. 

What is classed as a significant change in duties? 

This depends on the role itself; an example would be the post now having supervision or management of employees, or an 
increase in those reporting to the post.  It could also be that the post has to make decisions that would have a far reaching effect.  If 
you are unsure please check with your HR Representative. 

How long will it take to evaluate a post? 

Providing all the information required has been submitted it will normally be 10 working days for the Pay and Reward Specialist to 
evaluate the post.  The evaluation will then be presented to the validation panel for confirmation, validation panels are held monthly 
and the dates can be found on the corporate calendar on the intranet. 

How is the evaluation completed? 

All green book terms and conditions posts in Denbighshire County Council are evaluated using the Greater London Provincial 
Council Job Evaluation Scheme.  The Pay and Reward Specialist is trained in the scheme and they will assess the job description, 
person specification and job evaluation questionnaire against 11 factors, including physical demands, supervision and management 
and knowledge and experience.  

The evaluation is then confirmed by the validation panel, where all the members are trained in the evaluation scheme.  Should 
you require further information regarding the scheme then please contact HR to speak to the Pay and Reward Specialist or 
refer to the Job Evaluation Overview Document and the Denbighshire Convention Document. 



Should my post be re-evaluated and the grade changes, when will this be effective from? 

This would be a matter you would need to discuss with your line manager in order to agree when you started undertaking the new 
or increased duties. 

I have had a new post evaluated and now it needs advertising.  What do I need to do? 

You need to refer to the Recruitment Policy and Procedure which gives you a step by step guide. 

Will the outcome of my job evaluation mean that I will be awarded a higher grade? 

No, it does not necessarily mean that the post will attract a higher grade. The evaluation score may be higher, but the post may 
remain at the same grade. The score may stay the same, or even, exceptionally, go down 


	1.  What is Job Evaluation and how does it work?


 	



		Teitl Y Swydd



Cyfeirnod y swydd: 

Lleoliad:

Cyflog: Gradd …, £ - £

Oriau:   y wythnos

Parhaol / Cyfnod Penodol / Adeg Tymor

Swydd Fewnol / Allanol

		

		Job Title



Job reference: 

Location:

Salary: Grade…, £  - £

Hours:   per week

Permanent / Fixed Term until / Term Time

External / Internal vacancy



		

Dylai ymgeiswyr sy’n dymuno cael eu hystyried ar gyfer secondiad gael caniatâd eu Rheolwr cyn ymgeisio am y swydd.



Paragraff fan hyn i ddenu pobl i mewn - beth fydd y swydd hon yn cyflwyno i'r ymgeisydd - gwobrwyo, ymgysylltu, cymhelliant, cyffrous, deinamig, cyfleoedd datblygu, buddion ar gyfer staff, pensiwn ardderchog - pam y dylai'r ymgeisydd wneud cais gyda ni yn lle cyflogwyr eraill? Hysbyseb byr, i ffitio ar un dudalen.



Penodiad yn amodol ar Wiriad Gwasanaeth Datgelu a Gwahardd a geirdaon boddhaol.



Os hoffech chi drafod unrhyw agwedd ar y swydd, ffoniwch enw rheolwyr ar rhif rheolwyr.    





Os oes gennych ddiddordeb yn y swydd wag hon, gwnewch gais ar-lein trwy ein gwefan www.sirddinbych.gov.uk Am ddulliau eraill o wneud cais, cysylltwch â’r Adran Gwasanaethau Cwsmeriaid ar 01824 706100.



Rhaid i ymgeiswyr gwblhau ein ffurflen gais i gael ei ystyried. Mae’n ddrwg gennym nad ydym yn gallu ateb pob cais. Os nad ydych wedi derbyn ateb o fewn tair wythnos i’r dyddiad cau, dylech gymryd yn ganiataol nad ydych wedi cyrraedd y rhestr fer am gyfweliad.



Dyddiad Cau: Dyddiad

Dyddiad Cyfweliad: Dyddiad               

		

		

Candidates who wish to be considered for a secondment opportunity for this role must gain permission from their manager prior to applying.



Paragraph to draw people in – what will this job deliver to the candidate – rewarding, engaging, motivating, exciting, dynamic, development opportunities, benefits for staff, excellent pension – why should the candidate apply with us above other employers? Short advert, to fit on one page. 



Appointment subject to Disclosure & Barring Service Check and satisfactory references.



If you would like to discuss any aspect of the post, please call manager’s name on manager’s number.



If you are interested in this vacancy, please apply on-line via the website www.denbighshire.gov.uk. For alternative methods of applying please contact Customer Services on 01824 706101.



Candidates must complete our application form to be considered. We regret that we are unable to reply to all applications. If you have not received a reply within three weeks of the closing date, you must assume that you have not been short listed for interview.



Closing Date: Date

Interview Date: Date 



		Mae Cyngor Sir Ddinbych yn ymroddedig i Gyfle Cyfartal a’i Safonau Iaith Gymraeg.  Rydym yn croesawu ceisiadau yn y Gymraeg.  Sylwch na fydd unrhyw ffurflenni cais a dderbynnir yn y Gymraeg yn cael eu trin yn llai ffafriol na ffurflenni cais a gyflwynwyd yn Saesneg.

		

		Denbighshire County Council is committed to Equal Opportunities and its Welsh Language Standards. We welcome applications in the Welsh Language and application forms received in the Welsh Language will not be treated less favourably than an application form submitted in English.











		CYNGOR SIR DDINBYCH SWYDD-DDISGRIFIAD



		Teitl y Swydd: 

		     



		Graddfa: 

		            



		Gwasanaeth: 

		     



		Maes Gwasanaeth: 

		     



		Yn atebol i: 

		     



		Cyfeirnod y Swydd / Dyddiad cyhoeddi: 

		     



		Pwrpas y Swydd



		Brawddeg neu ddwy.

e.e. Trefnu a rheoli cynlluniau cynnal a chadw ar ffyrdd y sir



		Prif Gyfrifoldebau	



		Diffinio'r cyfrifoldebau mewn datganiadau yn nodi'r meysydd gwaith.

e.e. Asesu hawliadau colled enillion ar gyfer anafiadau diwydiannol a mynychu cyrsiau i roddi ad-daliadau cywir a chyflym i hawlwyr.

Cynghorir nodi 10 prif gyfrifoldeb ar y mwyaf



		Adnoddau / Offer / Deunyddiau



		Manylion unrhyw offer y bydd deiliad y swydd yn bersonol gyfrifol amdano

e.e. arian mân

Cerbyd Gwastraff



		Goruchwylio / Rheoli Pobl



		Manylu unrhyw gyfrifoldebau goruchwylio a rheoli y bydd gan y swydd.

e.e. rheolaeth atebol uniongyrchol 6 o weithwyr ac 20 aelod staff contract



		Gwybodaeth, Sgiliau, Hyfforddiant a Phrofiad



		Manylu gofynion hanfodol y swydd, gan gynnwys cymwysterau, profiad a nodweddion personol

e.e. rhaid bod yn llyfrgellydd cymwysedig gyda phrofiad sylweddol mewn gwaith llyfrgell plant. Rhaid bod yn frwdfrydig a chreadigol.



		Amodau Gwaith Arbennig



		Manylu unrhyw amodau gwaith penodol sy'n berthnasol i'w swydd

e.e. tywydd garw

sŵn cymedrol, darperir amddiffyniad clyw



		Archwiliadau Cyflogaeth / Gofynion Penodol



		Manylu unrhyw archwiliadau sydd eu hangen sy'n ofyniad i'r swydd

e.e. DBS, Archwiliad Iechyd, Swydd wedi ei chyfyngu'n wleidyddol



Mae'n ofynnol i bob aelod newydd o staff fynd drwy ein gwiriadau recriwtio mwy diogel; clirio DBS, 2 eirda boddhaol yn cwmpasu 3 blynedd o gyflogaeth, tystiolaeth o gymwysterau hanfodol, tystiolaeth o'r Hawl i Weithio yn y DU.



Mae Cyngor Sir Ddinbych yn cydnabod ei rwymedigaethau i ddiogelu plant ac atal caethwasiaeth a masnachu mewn pobl, gan wneud popeth o fewn ei allu i atal caethwasiaeth a masnachu mewn pobl o fewn ei fusnesau. Mae sawl math o gaethwasiaeth modern, gan gynnwys masnachu mewn pobl, llafur gorfodol, caethiwed a chaethwasiaeth. 



Mae diogelwch yn bwysig i bawb, ac mae gofyn i holl gyflogeion Sir Ddinbych weithio yn unol â pholisïau a gweithdrefnau Diogelu Oedolion / Plant y Cyngor, mae dyletswydd arnynt i roi gwybod am unrhyw bryderon sy’n codi yn ystod eu dyletswyddau a bod yn ymwybodol o arwyddion camfanteisio. Dylid codi unrhyw bryderon â’r Rheolwr Diogelu Penodedig er mwyn i’r Cyngor allu gweithredu pan gaiff camfanteisio ei adnabod.





		Gweledigaeth / Cyd-destun



		Ysgrifennwch baragraff neu ddau yn disgrifio gweledigaeth y swydd pan fydd yn swydd newydd, neu ddiffinio'r cyd-destun pan fo'n swydd sydd wedi ei sefydlu eisoes.

e.e. Crëwyd y swydd hon i roddi ffocws i holl weithgareddau plant yng ngwasanaeth newydd Llyfrgell y Sir






















		CYNGOR SIR DDINBYCH MANYLION AM YR UNIGOLYN



		Mae'r Manylion yn nodi'r sgiliau, yr wybodaeth a'r profiad a ystyrir yn hanfodol er mwyn ymgymryd â dyletswyddau'r swydd yn effeithiol. Caiff ei defnyddio wrth lunio rhestr fer ac ar gyfer y broses o gyfweld am y swydd hon. Dylech ddangos ar eich ffurflen gais sut rydych yn bodloni'r meini prawf hyn.  Byddwch ddim ond yn cael eich cynnwys ar y rhestr fer os ydych yn bodloni pob un o’r meini prawf hanfodol (â’r meini prawf dymunol lle bo’n berthnasol).



		Teitl y Swydd: 

		     



		Gwasanaeth: 

		     



		Graddfa: 

		     



		MEINI PRAWF

		HANFODOL

		DYMUNOL

		DULL ASESU

Ffurflen Gais / Cyfweliad / Cyflwyniad / Geirda ac ati



		1. ADDYSG A CHYMWYSTERAU

		Sicrhewch y defnyddir meini prawf rhesymol, gan fod yn ymwybodol o ddefnyddio’r rhain ar gyfer y rhestr fer 



Uchafswm a argymhellir = 2

		

		



		2. PROFIAD PERTHNASOL

		Canolbwyntio ar brofiad ystyrlon, ymarferol, nid hyd gwasanaeth 



Uchafswm a argymhellir = 4

		

		



		3. GWYBODAETH A SGILIAU CYSYLLTIEDIG Â’R SWYDD

		Ystyried sgiliau / gwybodaeth trosglwyddadwy



Uchafswm a argymhellir = 5

		

		



		4. NODWEDDION PERSONOL

		Canolbwyntio ar nodweddion mesuradwy y gallwch eu hasesu yn y cyfweliad 



Uchafswm a argymhellir = 5

		

		



		5. GOFYNION ERAILL

		Uchafswm a argymhellir = 2



Empathi gyda’r Gymraeg a diwylliant Cymru. 

		Yn rhugl yn yr Iaith Gymraeg

		









		DENBIGHSHIRE COUNTY COUNCIL JOB DESCRIPTION



		Job Title: 

		     



		Grade: 

		     



		Service: 

		     



		Service Area: 

		     



		Responsible to: 

		     



		Job ID Number / Date Issued: 

		     



		Job Purpose



		Give one or two sentences.

e.g. To organise and project manage maintenance schemes on County Roads



		Principal Accountabilities and Responsibilities



		Define the accountabilities in statements stating the areas of work.

e.g. Assess claims of loss of earnings for industrial injuries and attendance at courses to provide claimants with accurate and speedy reimbursements.

A Maximum of 10 principal accountabilities is advised.



		Resources/Equipment/Material



		Detail any equipment that the post will be personally responsible for.

e.g. petty cash

Refuse Truck



		Supervision/Management of People



		Detail any supervision and management responsibilities that the post will have.

e.g. Direct line management of 6 employees and 20 contract staff



		Knowledge, Skills, Training and Experience



		Detail the essential requirements of the post, including qualification, past experience and personal qualities.

e.g. Must be a qualified librarian with substantial experience in children’s library work.  Must be enthusiastic and creative.



		Special Working Conditions



		Detail any working conditions that the post may be exposed to.

e.g. exposure to extreme weather

exposure to moderate noise, ear protection provided



		Employment Checks/ Specific Requirements



		Detail any employment checks that will be a requirement of the post

e.g. DBS Check, Health Surveillance, Politically Restricted Post

If you need further clarification on DBS checks please contact HR Direct for advice



All new starters are required to undergo our standard safer recruitment checks; DBS clearance, 2 satisfactory references covering 3 years employment, evidence of essential qualifications, evidence of Right to Work in the UK. 



Denbighshire County Council recognises its obligations to safeguard children and adults together with preventing slavery and human trafficking and will do all in its power to prevent slavery and human trafficking within its business. Modern slavery can take many forms including the trafficking of people, forced labour, servitude and slavery.



Safeguarding is everyone’s business and all Denbighshire employees are required to work in accordance with the Council’s Child / Adult Safeguarding policies and procedures and have a duty to report any concerns which may be noted during the course of their duties and are asked to be alert to the signs of exploitation. Concerns should be raised via their Designated Safeguarding Manager in order that the Council can take prompt action when exploitation is identified.





		Vision/Context



		Write one or two paragraphs to describe either the vision of the post when it is a new post, or to define the context when it is an established position.

e.g. This job was created to give focus to all children’s activities in the new County Library Service.  















































		DENBIGHSHIRE COUNTY COUNCIL PERSON SPECIFICATION



		The Person Specification sets out the skills, knowledge and experience that are considered to be necessary to carry out the duties of the post effectively. It will be used in the short-listing and interview process for this post. You should demonstrate on your application form how you meet these criteria as you will only be shortlisted if you meet all of the essential criteria (and desirable criteria where applicable).



		Post Title: 

		     



		Service

		     



		Grade: 

		     



		

CRITERIA



		ESSENTIAL

		

DESIRABLE



		METHOD OF ASSESSMENT

Application Form / Interview / Presentation / References etc



		1. EDUCATION & QUALIFICATIONS

		Please ensure a reasonable amount of criteria are included, being mindful of using these for shortlisting 



Recommended max = 2

		

		



		2. RELEVANT EXPERIENCE

		Focus on meaningful, practical experience, not length of service



Recommended max = 4

		

		



		3. JOB RELATED KNOWLEDGE & SKILLS

		Consider transferable knowledge / skills



Recommended max = 5

		

		



		4. PERSONAL QUALITIES

		Focus on measurable qualities you can assess at interview



Recommended max = 5

		

		



		5. OTHER REQUIREMENTS

		

Recommended max = 2



Empathy with the Welsh Language and Culture

		Fluent in Welsh language
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Managers Checklist





Job Evaluation Maintenance Checklist





		Name: 

		Position: 



		Location: 

		Line Manager: 



		No.

		Action Required

		By

		When

		Complete



		1.

		New post identified / post identified having a significant change in duties since the last evaluation. 

		

		

		



		2.

		Job Description written

		

		

		



		3.

		Job Evaluation Questionnaire completed

		

		

		



		4.

		Organisation Chart completed if applicable

		

		

		



		5.

		Job Evaluation Request Form Completed

		

		

		



		5.

		Documents sent to Head of Service for approval

		

		

		



		6.

		Agreed documents forwarded to Pay & Reward Specialist for evaluation

		

		

		



		7.

		Evaluation taken to next Validation Panel

		

		

		



		8.

		Pay and Reward Specialist confirm grade of post and details of the evaluation to manager.

		

		

		



		9.

		HR write and confirm outcome to employee

		

		

		









Signed : ___________________________	Date : ______________ 























V1.0 SV




		

		JOB EVALUATION QUESTIONNAIRE

		





		

		The purpose of this questionnaire is to record the key information and the job content to help in the evaluation of the post. The information is confidential and should relate to the post not the person who at present holds it. Please also attach, if available, an up to date job description and organisational chart.



This form should be completed by the post holder, ideally involving their trade union representative, and then agreed by the line manager. It should be then signed and dated.







		NAME: 



		JOB TITLE:

		PRE-EVALUATION GRADE: 





		DIRECTORATE:



		SERVICE:



		SECTION:





		POST NO:



		RESPONSIBLE TO:



		







		Main Purpose/Reason for the Job



		Please describe in one or two sentences the overall purpose of the job:

















		Main Responsibilities, Duties & Tasks



		Please list main job areas showing average proportion of the time spent on each. (Unlikely to be more than six or so).



		Please list your main duties:

		Please identify how often each occur:

Daily, weekly, monthly, quarterly or annually



		1. 

		



		2. 

		



		3. 

		



		4.

		



		5. 

		



		6. 

		



		Other: 

		







		1   Supervision & Management of People



		This section records any direct responsibility the post has for the supervision or management of council employees or others. 



Council Employees – Full Time Responsibility: Indicate the number of employees directly supervised by the post. Indicate the level of authority (e.g. Allocate work, instruct, direct, organise, training, appraisal, and discipline). Indicate also where the supervision is shared with others. Direct supervision includes all employees managed by others for whom the post holder has line management responsibilities.







If the numbers supervised vary throughout the year, please provide details of maximum and minimum numbers and timescales.



		Number I directly supervise:

		Number I share supervision for:

		Number I supervise as deputy for:



		



		

		







		If you supervise or manage other employees, explain the nature of this responsibility in relation to:



		Allocate, instruct, direct, organise work:





		Check work:





		Do you arrange or co-ordinate:

Training:





		Appraisal:





		Discipline:





		Implementing Council procedures e.g. health & safety, welfare, absence management:





		Deputising: Does the post have any formal deputising responsibility for managing employees? If so, please indicate the nature of the responsibility and how often it occurs? Indicate the number and type of staff affected.





		Project Teams / Temporarily Assigned Staff: Does the post lead any project teams? If so, indicate the type of project team, its composition and how long the post holder has this authority?





		Contract Staff / Agency Workers: Do you have any responsibility for contract or agency workers? If so explain how and state how many:





		Location of Employees: Are the employees supervised or managed by the postholder based at the same place of work, or on different site(s) or are they mobile? If they are, describe how (e.g. separate departments, area offices, driving a vehicle). How often would the manager be at the same location as the employees?









		2   Creativity & Innovation



		The extent to which the work requires innovative and imaginative responses to issues and in the resolution of problems.







		Examples of Creativity / Innovation

Give examples of areas where the post requires creativity and innovation in for example design, preparation of specifications and tenders; preparation of plans and drawings; repair and maintenance of hard and soft landscapes, buildings, plant and machinery; cleanliness and well being of the environment; creation and planning of menus; counselling and caring; design and application of IT systems and programmes; development and implementation of policy, practice and procedures; and in the use of interpersonal skills and the use of written or spoken word.





		Examples of Problem Solving

Give examples of typical problems / situations a post holder will need to resolve during the course of their work. Indicate how frequently each type of problem / situation is likely to occur:





		Guidelines, procedures and systems

To what extent is the work undertaken by the post determined or assisted by guidelines, procedures and systems? Indicate how:





		New solutions or responses

Give instances of where you have to find a new solution or a new response to issues involving application of fresh and innovatory thinking e.g. caring, advocacy, counselling:













		3   Contacts & Relationships



		The degree of personal contact and the nature of the relationships with others required to carry out the job.



Nature of Contacts and Relationships:

Describe contacts and relationships within the section or department, with other departments, the public, external groups and organisations, their purpose and frequency:



		Who: 

Work colleague, other department, client, supplier, organisation, etc

		Purpose of Contact: Exchanging Information, providing Advice,

providing care, formal training, negotiations, etc

		Frequency: 

Daily, weekly, monthly, quarterly,annually, etc.





		





















		













		

























		Complex / Contentious Issues: Does the post have to communicate with contacts on matters of a complex and/or contentious nature? Please give examples and indicate how often these occur.





Representing the Council: Do you represent or negotiate on behalf of the Council? Please identify the circumstances. How often does this occur?











		4   Decisions – Discretion



		This factor looks at the decisions or recommendations that the post takes to achieve its outcome.



Decisions: Give examples of the most important decision which your post requires. Record only those decisions which the post has authority to take i.e. distinguish between decisions for which you have authority and making recommendations to others.



		Nature of the decision:



		Who it affects: 

e.g. your service/section, clients, other services, service provision, whole authority, corporate policy, etc.

		Guidelines / Limits: 

e.g. policies, procedures, working standards, regulations, guidelines, financial /operational limits.



		









		



		







Recommendations

Give examples of the most important recommendations that the post is required to make.











		Nature of Recommendation and who it is given to:

e.g. recommend change in procedure to manager.







		Who it affects:



e.g. your service/section, clients, other services, service provision, whole authority, corporate policy, etc.

		Guidelines / Limits:



e.g. policies, procedures, working standards, regulations, guidelines, financial / operational limits.







		Availability of Advice / Guidance

Describe how advice on what may be the limit to decision making is available from the post’s manager?











		Is the advice available the entire time, daily, weekly etc?















		What policies, procedures, working standards, or other guidelines / rules affect or limit your decisions?










		Are there any financial or operational limits?











		Is your manager at another location? If so, where?















		5   Decisions - Consequences 



		The impact of decisions / recommendations taken.

Impact of Decisions / Recommendations

Please identify the major consequences of any decisions or recommendations the post makes for clients, the public, other staff or the service.



		Type of Decision / Recommendation:

		Who it affects:

e.g. your service/section, clients, other services, service provision, whole authority, corporate policy, etc

		Scale of Impact:

e.g. limited – short term, major – long term effect



		



		

		



		





		

		







		Implications of a decision by the post holder

If the post holder made a legitimate, but incorrect decision, what would be the likely impact? Give potential examples below but exclude events that are highly unlikely to occur.













		How quickly would any error be rectified and how? Who would you inform?

















		6   Resources  



		Personal and identifiable accountability for physical and financial resources including those of clients.







		Cash / Financial Resources

Is the post personally and identifiably accountable for the accurate handling / security of cash and cheques? If yes specify the average amount controlled at any one time and the nature of the accountability.



		Average amount controlled at any one time

		Nature of accountability

Indicate whether this is continuous or shared with others. How often are the resources handled: daily, weekly, monthly, etc?



		







		







		Plant / Equipment / Vehicles

Is the post personally accountable for the proper use / safekeeping of plant / equipment / vehicles? If yes please indicate the type(s) of plant/equipment and the nature of the accountability.



		Type of plant / equipment

		Nature of accountability

Indicate whether this is continuous or shared with others



		







		







		Stocks / Materials

Is the post personally accountable for materials / items of stock? If yes please indicate the type and approximate value and the nature of accountability.



		Type and approximate average value of materials / stock (held at any one time).

		Nature of accountability

Indicate whether this is continuous or shared with others



		







		







		Data Systems

Is the post personally accountable for the use, manipulation and safekeeping of data systems whether manual or computerised? If yes please indicate the type of system(s) and the nature of the accountability.



		Type of Data System

		Nature of accountability

Indicate whether this is continuous or shared with others



		







		









		Please explain the importance of the data systems identified above to the Council’s operations.















		Buildings

Is the post personally accountable for the proper use and safe keeping of buildings? If yes please indicate the type of building(s) concerned and the nature of the accountability.



		Type of Building

		Nature of accountability

Indicate whether this is continuous or shared with others



		







		







		7   Work Demands



		The impact of deadlines, interruptions, changes in priorities and resource conflicts on the post.



		Work Plan: How is the post’s work planned?







		Interruptions / Changes to the work plan: How often is the planned work of the post subject to interruptions and/or changes? Give examples, identifying the cause of the interruption and the frequency with which it occurs.







		Deadlines: Is the work of the post subject to deadlines? If yes please give examples and the frequency with which they occur.







		Conflicting Priorities / Resources Needs: Does the post have to RESOLVE situations where there are conflicting priorities / resource needs? If yes give examples of situations the post encounters and explain how the post resolves them. Indicate how frequently these situations occur.











		8   Physical Demands



		The amount and continuity of physical effort required to do the job.



		Type of Physically demanding activity

e.g. standing, walking, lifting, cleaning

		Frequency and duration

e.g. 2 hours every day



		

		



		

		



		

		



		

		



		

		







		Use of IT Equipment

Does the post require the use of IT equipment? If yes please indicate the nature and level of usage.



		Nature of usage

e.g. spreadsheets, databases, data entry

		Level of usage

e.g. 2 hours every day



		





		







		9   Working Conditions



		Normal Place of Work

Indicate the post’s normal place(s) of work (e.g. office, client’s house, workshop, vehicle, etc). Where more than one place is specified please indicate the relative time spent in each.



		















		Disagreeable Conditions

Is the post exposed to any disagreeable conditions (e.g. dirt, dust, fumes, lighting, inclement weather, noise, ventilation, vibration).



		Nature of condition

e.g. noise, working outside.

		Level of exposure

e.g. 2 hours every day



		



		



		



		







		10   Work Context



		Potential Risk to Personal Health or Safety

Is there any potential risk to personal safety, illness, health? If yes please give examples stating who or what poses the potential risk and the frequency of exposure.







		Nature of risk

		Frequency of Exposure



		



		



		If the post involves contact with the public or clients can the post holder call on the immediate support of other members of staff? Please give examples.



		

















		11   Knowledge and Skills



		This factor measures knowledge and skills, in their broadest sense, in relation to the work or discipline required by any job covered by the Scheme, and which are necessary for the competent performance of the full duties and responsibilities of the job.



		Type of Knowledge and Skill

What type of knowledge and skill is required in order to perform the duties of the post? Indicate also the depth of knowledge/skill required in each. These may include technical, professional, operational or specialist disciplines as well as caring, interpersonal, literacy and linguistic skills, diplomacy, sensitivity, tact, dexterity, numeracy, knowledge of equipment and machinery, operational techniques, concepts, theories, procedures, and communications and supervisory/management skills.







		Type of Knowledge / Skill

		Depth of knowledge / skill

e.g. Basic knowledge, Working knowledge, council expert



		



		









		Most Important Areas of Knowledge

From the above list give two/three most important. Please give specific work examples to explain what is delivered in the job by an effective application of these two or three types of knowledge/skill.



		









		Experience

Describe the type of experience required to do the job e.g. domestic / non-work environment / voluntary work / academic work / other.



		









		Further Observations

Are there any other points you wish to make which you consider have not been adequately covered in this questionnaire?











		CONTENTS AGREED BY:

I consider that this questionnaire is a fair and accurate statement of the requirements of the job.



		POST HOLDER



		Print Name: 



		Signed:

		Date: 





		LINE MANAGER

		

		



		Print Name: 



		Signed:

		Date: 











		PRINT NAME:



		SIGNATURE:

		DATE:



		PRINT NAME:



		SIGNATURE:

		DATE:



		PRINT NAME:



		SIGNATURE:

		DATE:
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JOB EVALUATION REQUEST FORM



Job descriptions will be evaluated by HR within 10 working days of receiving the completed and authorised JE request form, job description, person specification and organisation chart.  A JE Questionnaire may also need to be completed in some cases where additional information is required.



Following indicative evaluation, the post will then be formally approved by a Validation Panel. Job descriptions and person specifications must be in the corporate format and templates can be found on the intranet on the HR home page.



		JOB TITLE 

(from new JD)

		



		OLD JOB TITLE 

(if applicable)

		



		Effective Date of new Job Description

		



		EMPLOYEE DETAILS:

(if applicable)

		Pay Number

		



		

		Name

		



		

		Job Title

		



		SERVICE / SCHOOL

		

		



		SECTION

		

		



		LINE MANAGER

		

		



		Please state the reasons and justification for requesting evaluation  for this post and any background information you feel relevant:-



		





















		Is a Vision Time Supervisor Account Required?

		Yes: |_|      No: |_|   or Account held already: |_|



		Level of iTrent access required?

		<< Please Select >>



		Employees that will directly report to this role – Please list full names and job titles if applicable.

		



		

		

		



		Approved

		Manager

		Head of Service/

Managing Director 

(Denbighshire Leisure Ltd)



		Signed

		

		



		Name

		

		



		Date
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