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Reason for Evaluation/Re-evaluation: 




New Post:                          Re-eval changed                     Service Re-structure:  
                                           responsibilities:              

Have the job responsibilities/changes been discussed with any existing employee? Yes/No

Has the Job Profile been discussed with People and Finance Yes/No

Has consultation taken place with Trade Union?      Yes/No

Copies of draft Job Profile, including structure chart and existing Job Overview should be included with all submissions for evaluation.




PART 1 - GENERAL INFORMATION	
Please discuss with the People and Finance Manager prior to completing this questionnaire
	
Job Title:
	

	
Service:
	

	
Section:
	

	
Line Manager’s Job Title:
	



Please answer all of the questions that follow as they relate to the job, and its normal day-to-day routine.
PART 2 - MAIN PURPOSE OF JOB
Please describe here, in general terms, the purpose of the job. Try to do this in one paragraph. It may be helpful to think how you would phrase an advert for your job.
The main purpose of the job is…





PART 3 - THE DEMANDS OF THE JOB
This section is set out under the 13 factor headings of the Scottish Joint Council’s Job Evaluation Scheme:
Factor 1 – Working Environment
DEFINITION - this factor considers the predominant physical environment in which the job is carried out. 
It covers exposure to disagreeable, unpleasant, uncomfortable or hazardous working conditions such as dust, dirt, temperature extremes and variations, humidity, noise, vibration, fumes and smells, human or animal waste, steam, smoke, grease or oil, inclement weather; and discomfort arising from the requirement to wear protective clothing.
The factor also considers hazardous aspects of the working environment which are unavoidable and integral to the job, such as the risk of illness or injury arising from exposure to diseases, toxic substances, machinery, lone working or work locations. Health and safety regulations and requirements are assumed to be met by both the employer and the employee.
The factor takes into account the nature and degree of unpleasantness or discomfort, the frequency and duration of exposure to particular conditions in the course of normal working; and the effect of variations or combinations of disagreeable conditions
QUESTION:  What best describes the typical working environment of the job? 
Please tick:
	Indoors
	

	Outdoors & cannot take shelter
	

	Outdoors & can take shelter
	

	Travelling between locations
	



Note: "Outdoors & cannot take shelter" means that work cannot be stopped or reorganised during adverse weather conditions e.g. school crossing patroller. 
Note: "Outdoors & can take shelter" means that the jobholder can undertake alternative duties in an indoor or sheltered environment to avoid adverse weather conditions.

	Please provide examples of any unpleasant or disagreeable conditions the jobholder is exposed to?


If exposed to unpleasant conditions, what is the proportion of the working week or the amount of time they would be exposed to these conditions?



Does the postholder wear PPE? If so give examples?





Factor 2 – Physical Co-ordination
DEFINITION - this factor considers the predominant demands for physical co-ordination required to do the job. 
It covers manual and finger dexterity, hand-eye co-ordination, and co-ordination of limbs and/or senses required in the course of normal working.  
This factor takes into account the nature and degree of co-ordination required; and any need for speed or precision in undertaking the specified tasks
QUESTION:  In the course of normal working, what is physical co-ordination needed 
MAINLY for? Please tick (only 1):

	Keyboarding or other computer use
	

	Other activities
	

	Driving
	

	Not required
	



	From the selection made, please describe what the post requires to use co-ordination for, providing examples :

If keyboarding – what will the post mainly be doing or producing? 
(E.g. data input, letters, reports and/or graphs. If using CAD/GIS – to what extent?)


If other activities – what are these activities? 
(E.g. Mainly using a pen/pencil, using cleaning equipment, chopping, digging, using measuring equipment)


Does the post holder require to work at a predetermined speed that they have no control over?


If driving is the main co-ordination, please state the type of vehicle and any attachments or towing required.  If towing, what is being towed? 

Do they need to manoeuvre the vehicle into/out of restricted spaces as a regular part of the job?

If driving is NOT the main requirement for co-ordination, but there is also driving needed, why will the post need access to a vehicle?






Factor 3 – Physical Effort
DEFINITION - this factor considers the strength and stamina required to do the job.
It covers all forms of physical effort required in the course of normal working, for example, standing, walking, lifting, carrying, pulling, pushing, working in awkward positions such as bending, crouching, stretching; for sitting, standing or working in a constrained position.
The factor takes account of the greatest demands on the jobholder in terms of the nature and degree of physical effort required; and the other main demands in terms of the frequency and duration of the physical effort required to do the job.
Please select the most demanding level of Physical Effort required to do the job; (please select only one option.) and the average percentage of working time spent on this most demanding level of physical effort.
	Type of Physical Effort
	
	Working Time

	Lifting/Carrying
	
	
	<5%
	

	Pushing/Pulling
	
	
	5-20%
	

	Applied Physical Effort
	
	
	21-40%
	

	Working in constrained positions
	
	
	41-60%
	

	Working in awkward positions
	
	
	61-80%
	

	Standing/Walking
	
	
	81-100%
	



Please select the type of Physical Effort most frequently required; (please select only one option.) and the average percentage of working time spent on the most frequently required level of physical effort
	Type of Physical Effort
	
	Working Time

	Lifting/Carrying
	
	
	<5%
	

	Pushing/Pulling
	
	
	5-20%
	

	Applied Physical Effort
	
	
	21-40%
	

	Working in constrained positions
	
	
	41-60%
	

	Working in awkward positions
	
	
	61-80%
	

	Standing/Walking
	
	
	81-100%
	



 

	Please provide examples of the most demanding physical tasks the jobholder will undertake (i.e. those requiring the highest level of physical effort identified previously)  and examples of the physical activities  which take up the most time (i.e. those involving the most frequent type of physical effort identified previously)










Factor 4 – Mental Skills
DEFINITION - this factor considers the predominant thinking requirement in the job.  
It includes problem solving, options appraisal, creativity and design, innovation, imaginative and developmental skills, analytical and strategic thinking, research, planning, and the ability to conceptualise.
The factor takes into account the predominant nature and complexity of the mental tasks undertaken.
QUESTION: Is the jobholder required to solve problems			Yes/No
Problem Solving
Please give some examples of the types of problems the jobholder encounters and how they would solve them e.g. using procedures and guidelines, referring to instruction manuals, site inspections, seeking specialist,  professional or legal advice, system or data analysis. Examples should include the sources of information used.









QUESTION: Does the job involve forward planning or scheduling activities? 
Note: Development of Plans includes – amending rolling plans e.g. planned service maintenance; determining activities that need to be carried out at a future date.
Note: Forward Scheduling includes – allocating staff to a rota or confirming annual leave arrangements; deciding on dates for a series of visits to clients or site visits or setting meeting dates. 
Please tick:
	No
	

	Yes, forward scheduling
	

	Yes, development of plans
	

	Yes, both scheduling and planning
	



Planning 
Please give examples of any planning or forward scheduling of tasks that the jobholder carries out, the variables they need to take into account e.g. financial, personnel, legal aspects of these plans and the how far ahead  they are forward scheduling or planning. 

















Factor 5 - Concentration
DEFINITION - this factor considers the concentration required to do the job. 
It considers the nature, degree and duration of the concentration, mental alertness and attention required to do the job on a daily basis.  It cons
QUESTION: On a day to day basis, what is the highest level of concentration required in the course of normal working?  




General				Enhanced				Focused
	 


	What is the post holder concentrating on, that requires General, Enhanced or Focused attention? (E.g. Report writing, calculations, working with children, painting, digging, working with machinery or in traffic)




What is the typical duration of sustained attention without interruption?
	Up to 1 hour

	
	1 to 2 hours
	
	More than 2 hours
	



On a day to day basis, which aspect of the job creates the MOST pressure for the jobholder?  Please tick only one box:
	Repetitive work
	

	Deadlines
	

	Switching from one thing to another
	

	Conflicting or simultaneous demands
	

	Interruptions
	

	None of these
	



From your selection above please explain and provide examples of why this creates the most pressure on the jobholder.

If they are interrupted, what is interrupting their concentration and how quickly do they need to deal with the other demand?




Factor 6 – Communication Skills
DEFINITION - this factor considers the most demanding requirement for spoken and written communication in the course of normal working.  
The factor takes into account the purpose of the communication, the sensitivity, complexity or contentiousness of the subject matter, and the nature and diversity of the intended audience. This factor considers communication with others, not with the jobholder’s own colleagues or team.
QUESTION:  What best describes the communications MAINLY undertaken in the course of normal working?  Please tick:
	Spoken

	
	Written
	
	Both
	



	What best describes the purpose of the most demanding type of communication routinely involved? (Please tick only one and provide specific examples)
	Type of Communication
	Tick 1 only
	Provide example

	Exchanging Information 
	
	


	Seeking/Providing Information
	
	


	Eliciting/Explaining Information
	
	


	Advising/Guiding/Persuading
	
	


	Training
	
	


	Presenting
	
	


	PR/Promoting
	
	


	Counselling
	
	


	Advocacy
	
	




What is the jobholder communicating about?



To whom are they communicating with?









Factor 7 – Dealing with Relationships
DEFINITION - this factor considers the additional demands on the jobholder in terms of service delivery arising from the circumstances and/or behaviour of those he/she comes into contact with.  
It covers the interpersonal skills needed to deal with and/or care for other people (excluding the jobholder’s immediate work colleagues) who are upset, unwell, difficult, angry, frail, confused, have special needs, are at risk of abuse, are terminally ill, or are disadvantaged in some way.  It also considers the need to cope with abuse, aggression, the threat of violence, and/or to deal with conflict.
The factor takes account of the extent of dealing with such contacts in the course of normal working; and the frequency and duration of the contact.
Does the Jobholder deal with people who are demanding as described above?



Yes				No
Is it within the jobholders remit to directly respond to the circumstances or behaviour that makes them demanding?


Yes				No

QUESTION: For what PERCENTAGE of working time does the jobholder deal directly with demanding people? Please tick:
	Up to 20%
	

	20-50%
	

	Over 50%
	



	Please give examples of the types of behaviours or circumstances the jobholder will have to deal with and what response/actions they would need to take to deal with the behaviour or circumstances.












Factor 8 - Responsibility for Employees 
DEFINITION - this factor considers the predominant responsibility of the jobholder for the supervision, co‑ordination or management of employees, or equivalent others.
It includes responsibilities for work allocation and planning, checking, evaluating and supervising the work of others; providing guidance, training and development of own team/employees, motivation and leadership; and involvement in personnel practices such as recruitment, appraisal and discipline.

The factor takes account of the nature of the responsibility, rather than the precise numbers of employees supervised, co-ordinated or managed; and the extent to which the jobholder contributes to the overall responsibility for employees.

Does the jobholder have RESPONSIBILITY for the work of other employees or others in an equivalent position (e.g trainees, students, work placements, sub-contractors)? 
Please tick:
	
No
	
	
Yes, occasionally
	
	
Yes, daily
	
	Yes, regular but not daily
	



Does the jobholder have responsibility for the implementation of HR policies and procedures or do they direct others to implement the policies?  Please tick:
	
No
	
	Yes,
implementation
	
	Yes, directing others to implement
	



	Please detail the nature of the jobholders responsibility, giving specific examples of supervisory or management duties.  Also include how performance is managed within the team and the jobholders responsibility within this.















Factor 9 – Responsibility for Services to Others
DEFINITION - this factor considers the jobholder’s predominant responsibility in terms of the quality and delivery of service provision. 
The factor takes account of the nature of the responsibility and the extent of the jobholder’s impact on individuals or group e.g. providing personal services, advice and guidance, or other forms of assistance; applying, implementing or enforcing regulations; or designing, developing, implementing and/or improving services or processes.
Which of the following best describes the responsibility for services to others in the course of normal working? Please tick only one:
	Provision of Support Service
	

	Personal Delivery of a Frontline Service
	

	Applying Regulation or East Ayrshire Leisure Policy
	

	Assessing needs or service requirements
	



Note: "SUPPORT" refers to the provision of services to mainly internal contacts e.g. clerical or secretarial support, vehicle or plant maintenance, IT help desk.
Note: "FRONT LINE" refers to the personal delivery of services to mainly external contacts including individual clients/customers/service users/members of the public e.g. in the role of Home Support, Gardener, Refuse Collector, Receptionist.
Note: "APPLYING REGULATIONS OR POLICY" refers to the provision of specialist/professional advice on the application and/or enforcement of regulations or policy e.g. environmental health, building control, licensing, health and safety.  

Note: "ASSESSING NEEDS OR SERVICE REQUIREMENTS" refers to identifying individual, community or internal needs for services e.g. housing, finance, roads maintenance, refuse collection, ICT, planning, individual client care plans. 

Which of the following best describes the scope of responsibility for delivering services to others? Please tick only one:
	Processes
	
	Programmes
	

	Activity
	
	Service
	

	Function
	
	Department
	

	Corporate
	
	
	



"PROCESSES" - refers to the completion of tasks required to deliver a service.
"PROGRAMMES" - refers to a plan of services necessary to meet client needs or fulfil customer requirements – the scope of responsibility would include implementing programmes, managing their provision/delivery, contributing to their design/development and improvement or leading on their design, delivery and improvement.
 “ACTIVITY” - refers to responsibility for the work of a single team or section delivering one of a range of activities within a service.
“SERVICE” - refers to a number of teams or sections delivering a range of related activities, for example, treasury management and budget preparation might be activities within the accounting service. 
“FUNCTION” - refers to a number of services relating to a professional discipline for example, Corporate Accounting and Revenue & Benefits are services within the Finance & IT function. 

“DEPARTMENT" - refers to a range of functions managed together at a strategic level within the organisation, for example, both Finance & IT and Planning & Economic Development are functions within Economy & Skills.
“CORPORATE” in this context generally equates to, for example, multi-functional, multi-departmental or Council wide initiatives.

	Please provide examples of the jobholder’s responsibilities and how they contribute to the delivery of services to others. 














Factor 10 – Responsibility for Financial Resources
DEFINITION - this factor considers the jobholder’s predominant responsibility for financial resources.
It covers responsibility for cash, vouchers, cheques, debits and credits, invoices, and responsibility for the range of budgetary activities - including project, expenditure and income budgets, income generation and the generation of savings, assessments of risk/grants, loans/investments.
It takes into account the nature of the responsibility, for example, accuracy, processing, checking, safekeeping, security, authorising, monitoring, accounting, auditing, budgeting, estimating, business and financial planning, control and long term development of financial resources.  It also takes into account the need to ensure economy, efficiency and effectiveness in the use of financial resources, and the need to ensure financial probity.
The factor takes into account the extent to which the jobholder contributes to the overall responsibility, rather than just the value of the financial resources.
Does the Jobholder have any financial responsibility?
	
No
	
	
Yes, direct
	
	
Yes, indirect
	



Please tick the predominant nature of the financial responsibility:
	Handling Cash, cheques or equivalent
	

	Accounting for/auditing financial resources
	

	Budgetary
	

	Security of cash, cheques or equivalent
	

	Processing financial documents/transactions
	



If the Jobholder has responsibility for budgets please details the approximate amount of budget responsible for £______________

	Please detail some examples of the type of Financial Responsibilities of the post, for example Cash handling, security, budgetary. Describe the extent to which the job contributes to the overall responsibility, and the value of the financial resources 










Factor 11 – Responsibility for Physical & Information Resources
DEFINITION - this factor considers the jobholder’s primary and secondary responsibilities for the East Ayrshire Leisure’s physical and information resources.
It covers tools, equipment, instruments, vehicles, plant and machinery, materials, goods, produce, stocks and supplies, paper based or electronic information used in the course of normal working. It also covers responsibility for offices, buildings, fixtures and fittings; East Ayrshire Leisure databases, information systems and records; land and construction works.

It takes into account the nature of the jobholder’s primary responsibility for resources and any secondary responsibility, for example, safekeeping, confidentiality and security; deployment and control; maintenance and repair; requisition and purchasing; planning, organising, or design and long term development of physical or information resources.

The factor takes into account the degree to which the jobholder contributes to the overall responsibility; and the value of the resource.

Please note down the primary (1)  and secondary(2)  resources which the jobholder has a responsibility for and what their involvement with those resources consists of e.g operating, maintaining, updating, planning, security etc
	Primary & Secondary resources
	1 or 2
	Provide examples of the responsibilities

	Plant, vehicles, equipment and/or tools *

	
	

	Information

	
	

	Buildings, premises, external locations or equivalent

	
	

	Supplies and/or stocks*
 
	
	



	*Indicate an approximate value associated with plant, vehicles or stocks and supplies where these options are chosen as primary or secondary responsibility.



If information is chosen please indicate, the type of information the jobholder is responsible for and what it is used for. E.g. Confidential, commercially sensitive, used by external stakeholders.









Factor 12 – Initiative and Independence
DEFINITION - this factor considers the jobholder’s scope to exercise initiative and the extent to which they have freedom to act.
It takes into account the predominant nature and degree of supervision and guidance of the jobholder provided by instructions, procedures, practices, checks, policy, precedent, regulation, strategy and statute.
QUESTION:  What best describes the type of initiative you are required to exercise in the course of NORMAL working? Please tick one only:
	Working to Instructions
	

	Following Routine Working Practice
	

	Following Established Procedures
	

	Working within policy guidelines
	

	Working within the framework of East Ayrshire Leisure policy
	



	Please note down the extent to which the jobholder exercises initiative in the course of normal working; and the type and extent of guidance available to them. 


What best describes the types of problems the jobholder is expected to deal with? E.g. routine, predictable, unanticipated. Please provide examples. 


Is the jobholder expected to deal with problems or would the problems be referred for someone’s attention?













Factor 13 - Knowledge
DEFINITION - this factor considers what the jobholder predominantly needs to know to do the job.  
It covers all practical, procedural, technical, specialist, policy and organisational knowledge required for the job, including knowledge of equipment and machinery, numeracy and literacy, culture and techniques, ideas, theories and concepts necessary to do the job.  

It considers the minimum qualifications or experience which will typically be needed to do the job, but does not take into account qualifications specified as recruitment criteria to fill the post.  These minimum qualifications and experience will therefore not necessarily be those held by any individual jobholder.
What best describes the predominant (MAIN) type of knowledge needed to do the job? Please tick (one only): 
	Practical
	

	Technical
	

	Specialist
	

	Procedural
	

	Organisational
	

	Clerical
	

	Administrative
	



	What qualifications and/or experience are essential for this role?

How is knowledge typically acquired? 
For example: on the job, vocational (SVQ/HNC), Professional/Diploma/Degree. 



Is a post graduate qualification essential? Why?


What type of tasks does the job need knowledge of (Please give examples of the range of tasks knowledge will be needed for) and what would be the timeframe for a jobholder to become comfortable with all aspects of the job?


Does the jobholder need to have knowledge of other jobs? For example a Housing Officer may also need knowledge of construction practices, social work, benefits. 





If a formal qualification is required, what is the length of additional on the job experience that would typically be needed? E.g. Under 5 years/Over 5 years? Why would this be the case?








PART 4 - ANY OTHER RELEVANT INFORMATION
Please use this page to provide any other information that you consider to be relevant in considering the content of the job: 
	




	Submission Manager :

	


	Designation:
  
	

	Signature:
 
	

	Date: 

	

	
Senior Manager authorisation:

*I approve/do not approve the submission of the above Job Profile, Questionnaire and all associated 
documents for Evaluation. Full consideration has been given to service structure and impact.
*Delete as appropriate.


	Name:

	

	Signature:

	

	Date:
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LIVING YOUR BEST LIFE




