GUIDANCE NOTE PB3

JOB EVALUATION

MANAGERS GUIDE TO WRITING A 

JOB DESCRIPTION :  APT&C STAFF

1.
INTRODUCTION


It is the policy of the Council that a current job description should exist for every post.  The purpose of this document is to provide practical guidance on the preparation of job descriptions to promote a consistent approach throughout the Council and to make those concerned aware of the general objectives and overall requirements.

2.
PURPOSE OF A JOB


A job exists to help the organisation achieve its purpose, and combinations of jobs achieve the purpose of the total organisation.


It is necessary to have a full understanding of a job, including not only its content but also its context within the organisation and an effective job description should convey that understanding.  A job exists to be done independently of the PERSON undertaking it at any point in time.  Purpose and accountabilities within an organisation are characteristics of jobs and not of people.


A job description is an organised factual statement of the duties and responsibilities of a particular job, and should specify:‑






WHAT is done 






HOW it is done






WHY it is done


It should reflect only the current position and not what may have happened in the past, nor what the manager or incumbent thinks should happen, nor what may happen in the future.  It should enable the reader to grasp the essential and significant features of the post.  In cases where new posts are being created, these will need to be based on the best information available.

3.
STYLE OF PRESENTATION


A job description should not be complicated or lengthy and should not attempt to set down every single activity that can conceivably occur in the job.  Such detail should be found in a procedure or job manual.


A lengthy and detailed description can often be confusing and may hinder the reader's understanding of the key features of the job.  IT SHOULD:-


(i)
focus on important and significant features


(ii)
follow a uniform outline


(iii)
be written in clear, concise language


(iv)
avoid unnecessary repetition, detail and trivia


(v)
Avoid the characteristics of the person doing the jobs.

4.
COMPLETING THE JOB DESCRIPTION FORM (JE1)


To promote uniformity, a revised standard job departmental description form (JE1) has been prepared and is available from the Group Personnel Manager. (copy attached).


The following guidance notes are intended to explain the purpose and steps necessary in completing each section of the job description form


1.
Post Details


This section is for reference purposes.


2(a) 
General Purpose of the Job


This section requires a general statement of the scope and objectives of the post, sufficient to give the reader an understanding of the nature and purpose of the job and its relative position within the organisation.  One or two sentences should be sufficient to achieve this.



You may find it helpful to write this statement after completing the rest of the description.


2(b)
Specific Duties



This section forms the principal part of the job description and should consist of a factual summary of the job.  It should be written logically and precisely so that an informed reader can readily appreciate and understand the duties and responsibilities of the post.



Only the significant and recurring activities of the job should be included and it should be remembered that the description of duties is not intended as a job manual setting out the detailed procedural activities of the job.



Orderly presentation and consistent style are important and careful preparation is necessary to produce the desired result.



The main duties of job content are most effectively expressed by listing a number of headings representing key areas of responsibility, each followed by one or more task descriptions set out in short numbered paragraphs.  It is accepted that, where one exists, the written narrative of duties by the postholder should be the accepted starting point.  Therefore the Job Evaluation Request Form (JER) should be used to draw up a list of functions and duties from which key areas of responsibility can be identified.  These can then be simplified by grouping related tasks and eliminating detail, ensuring also that only the significant and regular activities are included.  It should be remembered that an exhaustive list of tasks is not required and that one of the main difficulties in describing job content is deciding what to leave out.  The general aim is to highlight the key aspects of the job.  Experience shows that most jobs can be broken down into between three and eight key areas of responsibility.


Once the initial preparation has been completed and items for inclusion identified:‑


-
decide on an appropriate sequence of presentation.  This may be according to frequency of performance, relative importance, chronological order or a logical order relating to the main processes of management, ie planning, co-ordinating etc;


-
describe each key area of responsibility in a succinct heading eg 'Provision of Typing Facilities', that will form a natural introduction to the related tasks to follow and will provide clarity in understanding the job's purpose;


-
describe each task in a short sentence or two with sufficient precision to enable the reader to understand what is done, how it is done and why it is done; eg "monitors expenditure (what) by checking monthly summaries of orders placed (how) to ensure adherence to budget provision (why)";


-
aim to distinguish between tasks performed by the job occupant, eg "prepares records" and the accountability of the job occupant for others carrying out those tasks, eg "ensures that records are maintained";


-
be specific and precise, rigorously excluding excessive language.  Sentences of great length are likely to be ambiguous;


-
introduce tasks which some but not all job holders perform with the word "may";


-
avoid imprecise phrases like "responsible for", "deals with" etc;


-
exclude opinion, emotive comment, excessive detail of procedures and explanation of peripheral activity; if the direct supervision of staff is a main duty, specify the number, job titles and grades of employees controlled.


When complete, a final check should be made to ensure that the what, how and why of the responsibilities and duties of the job are clearly explained.


The overall length of the section should not normally exceed two pages.


The final Job Description should be accompanied by an organisation chart of the Section/Division with the relevant post indicated.


A copy of the forms are attached.
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