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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. 

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:    or Account held already:       No: 

	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/Headteacher

	Signed
	
	

	Name
	
	

	Date
	
	


JOB EVALUATION ADDITIONAL INFORMATION
Please complete the following information, if relevant to the post for the post that is being submitted for evaluation.  This will assist the Pay and Reward Specialist with the evaluation of the post.  
	Factor
	Information Required
	Response

	Supervision & Management
	No. of people managed?
(including Performance Management)
	

	
	No. of people they supervise?

(incl. 1-2-1s & return to work interviews) 
	

	
	Are they responsible for directing and monitoring contractors work?  If so how many on average over 12 months?
	

	
	Do they do 1-2-1s and return to work interviews?
	

	
	Do they deal with conduct/absence/capability issues?
	

	
	Do the staff they are responsible for work in different areas of work or in different teams– Please describe?
	

	
	Do the staff they are responsible for work in different locations?  Where?  Does this cause extra work for the manager? Please describe
	

	Knowledge and Skills
	How long does it take to acquire any detailed knowledge needed for this post? 


	

	Creativity & Innovation
	Please give examples of creativity and innovation needed for the role
	

	Contacts & Relationships
	What type of contact does the role have with people?
	

	
	How complex and contentious could that contact be?
	

	
	How often would the contact be contentious or complex?
	

	
	Are the issues they are dealing with at the forefront of the Council’s objectives?  Please describe
	

	Decisions – Discretion
	Give some examples of the decisions that the postholder makes.
	

	
	What access do they have to advice/procedures?
	

	
	How accessible is the guidance?
	

	Decisions - Consequences
	How quickly could a decision impact on DCC How long would it take for an issue to be identified?
	

	
	How significant is the impact?

	

	Resources
	What responsibility does the post have for plant, tools or system administration for data?

If so please describe the responsibility they have.
	

	
	Do they have responsibility for a Council vehicle?  If so please describe?  Is it shared with anyone?
	

	
	Are they a keyholder?  If so for where and is it shared with anyone?
	

	Work Demands
	Does work get interrupted regularly? How?
	

	
	Are the interruptions related to the same area of work?
	

	
	Are there deadlines or emergency interventions?  Please provide an example
	

	
	Does the work involve conflicting priorities?  Please describe
	

	Working Conditions
	Is the work mainly indoors? In an office environment?
	

	
	If work is outdoors please provide details of the frequency of exposure
	

	
	Are they regularly exposed to heat, cold or any unpleasant working conditions?
	

	Work Context
	What degree of risk to physical or emotional health & safety is there in the role?
	

	
	Are they a lone-worker?  If so how often?
	

	Additional Supporting Comments:

	


JOB EVALUATION REQUEST FORM 


& ADDITIONAL INFORMATION








CONTINUED ON PAGE 2
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