
Hay Job Description Questionnaire
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	REASON FOR EVALUATION e.g. new post
	


	JOB TITLE
	

	DIRECTORATE
	

	BUSINESS UNIT / TEAM
	

	POST REF #
	
	HAY REF. # (OFFICE USE ONLY)
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NB:  Any additional postholders should sign and date on the following page
APPROVAL:   We confirm that this questionnaire conveys a full and accurate description of the job detailed above.
	DATE OF JRD DISCUSSION BETWEEN POSTHOLDER AND LINE MANAGER
	

	COMMENTS
	

	SIGNATURE OF POSTHOLDER
	

	PRINT NAME PLEASE
	

	DATE
	


	SIGNATURE OF LINE MANAGER
	

	PRINT NAME PLEASE
	

	DATE
	


	SIGNATURE OF DIRECTOR OR APPOINTEE
	

	PRINT NAME PLEASE
	

	DATE
	


	SIGNATURE OF ADDITIONAL POSTHOLDER
	

	PRINT NAME PLEASE
	

	POST REF #
	

	EMPLOYEE REF #
	

	DATE
	


	SIGNATURE OF LINE MANAGER (for additional postholder)
	

	PRINT NAME PLEASE
	

	DATE
	


	SIGNATURE OF ADDITIONAL POSTHOLDER
	

	PRINT NAME PLEASE
	

	POST REF #
	

	EMPLOYEE REF #
	

	DATE
	


	SIGNATURE OF LINE MANAGER (for additional postholder)
	

	PRINT NAME PLEASE
	

	DATE
	


	SIGNATURE OF ADDITIONAL POSTHOLDER
	

	PRINT NAME PLEASE
	

	POST REF #
	

	EMPLOYEE REF #
	

	DATE
	


	SIGNATURE OF LINE MANAGER (for additional postholder)
	

	PRINT NAME PLEASE
	

	DATE
	


	SIGNATURE OF ADDITIONAL POSTHOLDER
	

	PRINT NAME PLEASE
	

	POST REF #
	

	EMPLOYEE REF #
	

	DATE
	


	SIGNATURE OF LINE MANAGER (for additional postholder)
	

	PRINT NAME PLEASE
	

	DATE
	


NB:  Please photocopy these pages if space is needed for additional signatures

1
PURPOSE OF YOUR JOB
Give in one or two sentences the basic reason why your job exists.  e.g.  To manage the local plans section of the department and deal with local plan preparation.

2
DIMENSIONS


Quote figures which give a picture of your job as follows:

(a)  
Annual budgetary amounts with which your job is either directly or indirectly concerned; include revenue and capital expenditure, or if you have or do work that has an impact on another budget. State the nature of impact that you have on the budget e.g. direct or indirect responsibility for the financial resources.
(b) 
 Number of subordinate staff, direct and indirect reports, if any. You can include contractors or other organisations, e.g. District councils, NHS etc
(c) 
Any other financial or other statistics relating to your work.  E.g. Targets to be met.
d) 
Does your job impact on any other resources, if so what are they?

3.
PRINCIPAL ACCOUNTABILITIES
List your principal accountabilities after reading the guidance notes attached to this questionnaire. 
When accountabilities are complete, estimate the relative importance of each one at the current time, using a rank order with 1 being most important part of your job.  Please also allocate a % of time spent on each accountability statement, ensuring the total of all the statements add up to 100%
	Principal accountability Statement
	Rank Order
	% of time spent doing task

	
	
	


4
HARDEST/MOST COMPLEX PART OF YOUR JOB

Describe what is the most difficult, complex or challenging part of your job and explain why. This does not mean areas of personal difficulty – we are looking for examples which show the nature and scope of problem solving, etc

5
WORK EXAMPLES
Describe the impact of your work.  This could be through giving examples of past actions, current activities or forward planning and the complexity; this should build on your accountabilities given in section 3.  Give two or three detailed examples to cover no more than 2 pages.  
Work Examples continued (if required):

6
ORGANISATION

(a) 
Draw or attach an organisation chart that shows clearly your job, your immediate manager, colleagues who also report to your manager, and your subordinates, giving full titles. Show direct reports and numbers reporting to them.   Please also add any indirect working relationships you have with other organisations through the use of a broken line.
(b) 
Briefly describe the major responsibilities of your immediate subordinates, stating number of direct and indirect reporing staff, their job titles and nature of their work.

(c) 
Briefly describe the nature of the reporting relationship which exists between yourself and your line manager to whom you are accountable. Describe what sort of activies you carry out to completion without needing to seek higher referral.  Describe the types of issue you would refer before taking action. 
d) 
Please describe any relationship you have with other departments/directorates or organisations external to NYCC that are an integral part of your job

7
JOB CONTEXT

The purpose of this section is to aid understanding of your job by setting it in its proper context.

Describe:

(a)
Key features of legislation, resource constraints and the Council’s policies, procedures and protocols within which you have authority to operate. 
(b)
How your job relates to the work of other offices, groups, committees, and general public, both within and outside the Council.  In particular you should identify the nature and extent of contact you must maintain with elected members outside of formal Committee meetings.

8
KNOWLEDGE, EXPERIENCE AND QUALIFICATIONS

What education, qualifications, training and experience are necessary / needed to enable you to perform your job fully and effectively.  Note that this information should relate to qualifications and length of experience required to fulfil the purpose of the job as it is currently performed and may not be the same as your own qualifications.
9
ADDITIONAL INFORMATION

Briefly explain any aspects of your job which you think have not been adequately covered in previous sections and which you feel are important in understanding your various duties.  Include also any temporary features.  

For example, involvement in a specific project, indicating your level of responsibility and duration of involvement.  
NOTES FOR GUIDANCE IN COMPLETING JOB DESCRIPTION QUESTIONNAIRES

General Notes

· Please ensure all sections of the form are completed, with full evidence and as many examples as possible.    Try and be as concise as possible.
· Employee details – The first section of the form asks for your Personnel details.  If you are unsure about your Post ref. Number (e.g. ED1234) or employee (Payroll) number, please contact your directorate Human Resources Department.

· Please note that when a form is being submitted on behalf of a group of staff, only one person need complete page 1.  All other postholder’s details should be entered on pages 2-3.   The line manager also needs to sign off each additional postholder.  All postholder’s signatures must be on the form, signed off by the appropriate line manager(s) before the JRD is sent to the Director/Appointee for final signature.

· Please do not use jargon or any kind of abbreviations without explaining what they mean.  
· The blank spaces in between questions are a guide to how much information we would like you to provide us with.
Principal Accountabilities - See Question 3

The object of statements under this heading is to identify clearly, the major parts of the work for which you are accountable.  This involves identifying the most significant responsibilities of the job, which have a clear end result for the achievement of which you will be held accountable.  Note in particular:

i
Accountability statements are different to a list of tasks, actions and duties, because a whole series of these can contribute to one end result.

ii
Accountability statements are timeless, i.e. they do not change unless the job changes significantly.

iii
In well structured jobs, there are between FOUR and EIGHT principal accountabilities, which may cover such areas as planning, organising, directing, innovating, budgeting, staffing, as well as meeting specific objectives within the scope of the job purpose.

iv
Each statement should consist of one sentence in this form:

	Action Verb
	Object of Action
	End Result

	Control
	Cash flow
	To optimise financial return and to meet expenditure commitments


As a guide, more examples of accountability statements are listed below:

· Formulate and gain acceptance for annual budgets to secure the resources necessary to achieve agreed work programmes.

· Recruit within establishment, motivate, train and develop within agreed policies and practices staff to maintain an effective workplace capable of meeting its objectives.

· Keep under review and recommend organisational changes to optimise working practices and staff career development.

· Produce detailed designs and drawings which meet the specifications of the project brief.

· File correspondence so that material can be retrieved immediately when required.

· Type standard letters from shorthand or audio and compose routine letters as directed by executive.

Below is a list of ACTION VERBS which you may find useful.

	Accumulate

Achieve

Advise

Analyse

Appraise

Approve

Ascertain

Assess

Assign

Assist

Assure

Authorise

Budget

Build

Check

Collate

Collect

Compile

Complete

Communicate

Conduct

Consolidate

Consult

Contact

Contribute

Control

Co-ordinate

Counsel

Create 

Design

Determine

Develop

Dictate

Direct

Distribute

Draft

Ensure 

Establish


	Evaluate 

Examine

Facilitate

Follow-up

Forecast

Formulate 

Fulfil

Furnish

Gather

Give

Help

Hire 
Identify

Implement

Influence

Inform

Interview

Inspect

Issue

Interpret

Improve 

Keep

Liaise

Limit

Manage 

Maintain

Meet

Monitor 

Motivate 

Operate

Organise

Oversee

Participate

Perform 

Persuade

Plan

Prepare


	Present

Process

Produce 

Propose

Provide

Receive

Recommend

Recruit

Reject

Report

Represent

Review

Safeguard

Search

Secure

See

Select

Sell

Serve

Seek 

Service

Set

Specify

Standardise

Store

Structure

Study

Submit

Supply

Support

Survey

Take 

Train

Update 

Uphold

Verify

Write
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