LONDON BOROUGH OF HAVERING
COMPOSITE JOB EVALUATION DOCUMENT

 GLWC JOB EVALUATION SCHEME; JOB EVALUATION QUESTIONNAIRE

	Date of JE Panel:

	Result:

	Effective Date:


The purpose of this questionnaire is to provide additional key information about the job to assist in the job evaluation process. This questionnaire should not merely duplicate information contained in the Job Description.

The information is confidential and should relate to the post and not the person who at present holds it.

The questionnaire should be completed by the post holder and signed by the line manager.

Please ensure you attach an up-to-date:
(a)
Job description *


(b)
Organisation Chart *


*  Failure to attach these items could result in delay


Name:

Payroll Number:

Post title:

Post No:

Grade:

Date:

Directorate/Department:

Section:


Responsible to:



If applicable, date job previously evaluated (approximately):


JOB PURPOSE
1.1
In one or two sentences describe the overall purpose of your job. i.e. why your job exists. (This should only be completed if you need to add to the items shown in the `Main Purpose of the Job’ section of the Job Description itself)

MAIN RESPONSIBILITIES

1.2
Identify the main responsibilities and tasks of your post,. Where this merely duplicates the `Major Duties and Responsibilities’ section of the Job Description,  please cross refer to the Job Description in indicating the average percentage of time spent on each responsibility.

i.
Details of responsibility



%  time


ii.
Details of responsibility

iii. etc.
Details of responsibility

SUPERVISORY RESPONSIBILITY
2.1
If you supervise other staff, is the supervision shared?  If yes, with whom?

2.2
If you supervise other staff, explain the nature of your responsibility in relation to:

i
Allocation and Control of Work:

ii
Quantity / Quality of Work:

iii
Training:

iv
Appraisal

v
Discipline:

2.3
Do you have any deputising responsibility?  If you do, explain precisely what it is and state how often it occurs:

2.4
Have you any responsibility for contract or agency workers?  If ‘yes’, explain how and state how many:

2.5
Are the staff you supervise dispersed in more than one location?  If they are, describe how (e.g. separate area offices):

CREATIVITY
3.1
Give examples of creativity which your post requires (e.g. creativity in communication, problem solving, case work, design, counselling, writing etc.):

3.2
To what extent is your work assisted by written or verbal guidelines and/or procedures and  systems?  Indicate how these affect your work:

3.3
Give details of instances where you had to find a solution or original response:

CONTACTS
4.1
Describe contacts within the section or directorate/department, with other directorates/departments of the authority, with members of the public, external groups and organisations, their purpose (e.g. advising, fact-finding interviewing etc.) and frequency:

4.2
Do you negotiate on behalf of the Council; if so, are you the sole negotiator? Please give details

DECISIONS

Discretion

5.1
Give examples of the most important decisions which your post requires.  Distinguish between (i) decisions for which you have sole authority and (ii) where you make recommendations to others.


Define the extent of the effects of your decisions on, for example:


Your Directorate/Department/Section, Clients, Other Directorates/Departments, Service Provision, Whole authority, Contracts, Corporate Policy

5.2
What policies, procedures, working standards or other guidelines affect your decisions?

5.3
Describe how advice is available from your manager or other sources.  Is it, for example, available all the time, daily, weekly, etc.?  Is your manager at another location?  If so, where?

5.4
On what issues do you go to your manager for advice?

CONSEQUENCES
5.5
What would be the likely effects of any error of judgement?

5.6
How quickly would any error be rectified and how?

KNOWLEDGE AND SKILLS
6.1
What type of specific knowledge and skill is required by your post?  (e.g. caring, communication skills, academic, dexterity, linguistic, literacy, numeracy, supervisory, technical etc.)

6.2
If more than one area of knowledge or skill is required, please indicate which are the most important:

6.3
Describe the type of experience required for the post.  (e.g. domestic/non-work environment/voluntary work/academic work/other)

6.4
Is there a statutory requirement for qualification for the post?  If ‘yes’, what is it?

WORK CONTEXT
Work Demands

7.1
Do you work to an established or regular programme of tasks?  If ‘no’, how is it interrupted?

7.2
Do the demands of work fluctuate?  If ‘yes’, in what way?

7.3
Are there sudden changes of work in the job?  If ‘yes’, what are they and how frequently do they occur?

7.4
Does the job require management of complex and conflicting priorities?  If ‘yes’, give examples:

WORK ENVIRONMENT
7.5
Describe the environment in which you normally work:

7.6
Do you work with other people?

7.7
To what extent can you call upon the support of other members of staff?

7.8
What other sources of assistance or systems are available?

OTHER OBSERVATIONS

8.1
Are there any other points you wish to make which you consider have not been adequately covered in this questionnaire?

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

Signed:   ...............................................................(Postholder)          Date:  ..................................................

Signed: ……………………………………………… (Line Manager)    Date: ……………………………………
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