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NJC JOB RECORD DOCUMENT (JRD)

GUIDANCE NOTES

General notes regarding completion of the approval sheet

· Reason for evaluation – include here the reason why the job record document is being submitted for evaluation.  If you do not know the reason why, your line manager should provide this information.
For example: -

· New post

· Post which is being reviewed after 6 months

· Change to job description or content of post

· Request for re-grading of post

· Review due to re-structure of team or business unit

· Employee details – include here all of your personnel details.  If you are not sure of your post reference number or employee reference number your local Human Resources team will be able to provide you with this information.  Please note that when a form is being submitted on behalf of a group of staff, only one person need complete this section.  All other postholder’s details should be entered on pages 4-6.  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.
· Date of JRD discussion, etc – once you have completed the JRD, you should have a discussion regarding this form with your line manager, and any comments arising from this discussion should be recorded here.  You should also sign and date this section, and print your name.

· Signature of line manager – your line manager needs to sign and date this section, and print their name.

· Signature of Director or appointee – the senior manager responsible for signing off the form (usually Assistant Director or Director) should sign and date this section, and print their name.

General notes regarding the Job Record Document (JRD)
· What is a Job Record Document?

· The Job Record Document (abbreviated to JRD) is broadly split into 4 sections (Knowledge & Skills, Effort & Demands, Responsibilities and Environmental Demands) and then sub-divided into 13 Factors (detailed in the form).
· The JRD can be completed by hand or electronically.

· What is the purpose of a JRD?

· It provides further detailed information on a particular job.

· It is used in conjunction with the Job Description, Person Specification and Organisation Structure Chart (where available).

· If you need any assistance regarding completion of this form, please contact either the Pay & Reward Team on 01609 535585 or your local Human Resources Team.  We cannot write the form for you, but we can talk you through the process.
· You may find it useful to keep a work diary (perhaps for up to a week) which could help you in listing the tasks, duties and responsibilities of your job.

· You are welcome to have a colleague or Trade Union representative assist you in the completion of this record document, but no signature is necessary from this person.

· All sections which are shaded grey must be completed in order for the evaluation to go ahead.  If these are not completed, your form will be returned to you for these areas to be filled in.

· Those areas which are not shaded grey are optional – only fill these in if they are appropriate to you.

· The sections which are shaded with diagonal stripes are to show examples only and do not need to be completed.

NJC JOB RECORD DOCUMENT
APPROVAL SHEET
	REASON FOR EVALUATION e.g. new post
	


	JOB TITLE
	

	DIRECTORATE
	

	BUSINESS UNIT / TEAM
	

	POST REF #
	

	EMPLOYEE REF #
	


APPROVAL:   We confirm that this questionnaire conveys a full and accurate description of the job detailed above.
NB:  Any additional postholders should sign and date on the following page
	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

NJC JOB RECORD DOCUMENT (JRD)

SCORING & WEIGHTING MATRIX
The NJC evaluation process measures jobs by assessing their content against the descriptions for each of the thirteen factors and the panel agreeing on the most relevant factor level description for the post for each of the thirteen factors. The level scores are then recorded and are reviewed by a moderation panel. After moderation, the scores are converted into points from the NJC chart below and it is these points which relate to the resulting pay scales.
	LEVEL
	KNOWLEDGE & SKILLS
	EFFORT & DEMANDS
	RESPONSIBILITIES
	ENV. DEMANDS

	
	Knowledge
	Mental Skills
	Interpersonal & Communication Skills
	Physical Skills
	Initiative & Independence
	Physical Demands
	Mental Demands
	Emotional Demands
	Responsibility for People
	Responsibility for Supervision
	Responsibility for Financial Resources
	Responsibility for Physical Resources
	Working Conditions

	1
	20
	13
	13
	13
	13
	10
	10
	10
	13
	13
	13
	13
	10

	2
	40
	26
	26
	26
	26
	20
	20
	20
	26
	26
	26
	26
	20

	3
	60
	39
	39
	39
	39
	30
	30
	30
	39
	39
	39
	39
	30

	4
	80
	52
	52
	52
	52
	40
	40
	40
	52
	52
	52
	52
	40

	5
	100
	65
	65
	65
	65
	50
	50
	50
	65
	65
	65
	65
	50

	6
	121
	78
	78
	
	78
	
	
	
	78
	78
	78
	78
	

	7
	142
	
	
	
	91
	
	
	
	
	
	
	
	

	8
	163
	
	
	
	104
	
	
	
	
	
	
	
	


Please see example table below which shows how a score is comprised.

	SUMMARY
	KH
	MS
	I/C
	PS
	I/I
	PD
	MD
	ED
	RP
	RS
	RF
	RPh
	WC
	TOTAL
	BAND

	LEVEL
	5
	4
	4
	2
	4
	1
	3
	1
	2
	4
	3
	3
	1
	37
	10

	SCORE
	100
	52
	52
	26
	52
	10
	30
	10
	26
	52
	39
	39
	10
	498
	


NJC JOB RECORD DOCUMENT (JRD)
INTRODUCTORY QUESTION 1 – The purpose of your job
Give in one or two sentences the basic reason why your job exists.  
NB: It may be helpful to refer to your job description, which should have a basic statement regarding the purpose of your job.
	Purpose of the job

	E.G. To manage the local plans section of the department and deal with local plan preparation.

	


INTRODUCTORY QUESTION 2 – Main tasks/duties and responsibilities of your job
A. What are the main tasks/duties and responsibilities of your job?  

B. Approximately what percentage of your working time do you spend on each?  
NB: Please indicate this percentage in the column on the right-hand side of the table.
C. What do you consider is the relative importance of each?  
NB: Please indicate the order of importance in the column on the left-hand side of the table (greatest to least important).
	Order of importance
	Main tasks/duties and responsibilities
	% of working time

(approximate)

	
	
	


INTRODUCTORY QUESTION 3 – occasional or ‘seasonal’ tasks/duties and responsibilities of your job
A. Are there any tasks and/or duties which you do occasionally or at certain times in the year?  If NO, please go to the next question.  If YES please complete the box below, listing the tasks and providing information on the frequency they are carried out and the order of importance of each.    
	Order of importance
	Occasional tasks and/or duties
	Frequency

	1
	E.G. Production of quarterly reports
	4 x per year

	2
	E.G. Clearing snow from pathways at office
	12 x per year

	
	
	


1.
KNOWLEDGE

This factor measures the knowledge required in order to do the job.  It takes into account the breadth, diversity and range of knowledge, and the depth and complexity of understanding required.
1.1
Under the listed headings, please provide information on the knowledge needed to be able to do your job properly, as well as the reasons why it is needed and how it is normally acquired.
	Type of knowledge
	What is this knowledge?
	Why is it needed – what is it used for?
	How normally acquired

	E.G. Systems knowledge
	Microsoft Access
	Inputting and extracting information from a database
	In-house training

	E.G. Organisational knowledge
	Need to know about the work of other departments in the Directorate
	So that I can pass on queries and questions to the relevant person or department
	On-job training and experience

	E.G. Specialist knowledge
	Knowledge of theories in relation to Human Resources
	In order to advise employees correctly on Human Resources matters
	Via professional qualifications and experience

	Written & numerical skills
	
	
	

	Systems knowledge
(incl. equipment used  and admin and ICT systems/applications)
	
	
	

	Procedural & policy knowledge (incl. legislation)
	
	
	

	Organisational knowledge (incl. knowledge about others outside own team)
	
	
	

	Specialist (e.g. finance, social work, other languages and cultures), including practical, theoretical and conceptual knowledge
	
	
	


1.2
Are there any other knowledge requirements that is not covered above that you think would assist the job evaluation panel in understanding the knowledge needed to do your job?  If YES, please provide details below.
	Type of knowledge
	What is this knowledge?
	Why is it needed – what is it used for?
	How normally acquired

	Any other knowledge
	
	
	


2.
MENTAL SKILLS
This factor measures the mental skills required in order to do the job.  It takes into account creative, developmental, analytical and problem-solving skills, as well as any planning and strategic skills needed.

NB: In the boxes below, please provide examples only if the question is appropriate to your job role.  Please also indicate how often you would expect to deal with the problem/situation.
2.1
Please provide an example of how you use your judgemental skills in order to identify straightforward solutions to simple problems.
	Example
	Frequency

	E.G. Deciding where documents need to be filed.
	Once per day

	
	


2.2
Please provide an example of how you use your judgemental or creative skills when there is some need to interpret information/situations in order to solve straightforward problems.

	Example
	Frequency

	E.G. When taking a call from a member of the public, deciding who the call needs to be passed to.
	5 times per day

	
	


2.3 Please provide an example of how you use your analytical and judgemental or creative and development skills when there is a need to interpret information/situations in order to solve varied problems.
	Example
	Frequency

	E.G. Dealing with a claim for benefits from a client and assessing their benefit entitlement.
	3-4 times per week

	
	


2.4
Please provide an example of how you use your analytical and judgemental or creative and development skills to analyse and interpret complex information/situations and to solve difficult problems.
NB: Complex information is where it is not straightforward and of more than one type or more than one source.  Complex situations are not straightforward and involve more than one party or conflicting information.
	Example
	Frequency

	E.G. Dealing with a complicated planning application and arriving at a solution which meets planning regulations.
	2-3 times per week

	
	


2.5
Please provide an example of how you use your analytical and judgemental or creative and development skills to analyse and interpret varied and complex information/situations.

	Example
	Frequency

	E.G. Assessing whether a development or maintenance task contravenes legislation then advising and negotiating alterations.  Analysing, interpreting and monitoring biodiversity initiatives.  
	5-10 times per week

	
	


2.6
Please provide an example of how you use your analytical and judgemental or creative and development skills to analyse and interpret very varied and highly complex information/situations.

	Example
	Frequency

	E.G. Leading on the development and implementation of major changes to the Directorate in terms of staffing structures, budget changes and distribution of work.
	Twice per year

	
	


2.7
Does your work require you to plan ahead or organise for the future?  If YES, over what period do these planning activities take place?  Please provide details in the appropriate boxes below.
NB: This question refers to the period over which planning activities take place, not the timescale for what is planned.
	Short term (days, up to several weeks)
	Medium term (months, up to a year)
	Long term (more than a year)

	
	
	


3.
INTERPERSONAL AND COMMUNICATION SKILLS

This factor measures the interpersonal and communication skills required in order to do the job.  It focuses on the purpose for which the skills are used, and takes into account the nature, diversity and size of the intended audience(s).

3.1
Under the listed headings, please provide information on the interpersonal and communication skills needed to be able to do your job properly, as well as the reasons why they are needed and who these skills are used with.

	Form of skill
	What is this skill?
	Why is it needed – what is it used for?
	Who is the skill used with?

	E.G. Caring skills
	Providing personal services to clients in their homes
	In order to make clients lives more comfortable and easy
	Elderly clients in their own homes

	E.G. Negotiating, persuading and influencing skills
	Negotiating skills
	In order to negotiate tender contract details
	Potential and existing contractors

	Oral (spoken) communication skills
	
	
	

	Written communication skills
	
	
	

	Caring skills
	
	
	

	Advising, guiding or counselling skills
	
	
	

	Motivation or team leading skills (includes own staff)
	
	
	

	Negotiating, persuading and influencing skills
	
	
	

	Advocacy skills, which can include representing those who cannot represent themselves (for e.g. in a court situation) or presenting on behalf of others
	
	
	

	Oral presentation skills and / or training skills
	
	
	

	Any other interpersonal or communication skills (e.g. sign language, Makaton, other languages)
	
	
	


4.
PHYSICAL SKILLS

This factor measures the physical skills required in order to do the job.  It covers manual dexterity, hand-eye and sensory co-ordination.  It takes into account the purpose for which the skills are used and any demands for speed and precision.
4.1
Please provide details of any physical skills in relation to information technology or administrative work undertaken.  Please also explain any requirements for precision or speed in the use of these skills, as well as the approximate amount of working time spent utilising these skills.
NB: Please include here any need for specific qualifications in relation to physical skills (e.g. AutoCAD, RSA).  
	Physical skill – information technology or administrative
	% of working time (approximate)

	E.G. Manual dexterity for using a keyboard for word processing.  RSA level 3 is required.
	50%

	
	


4.2
Please provide details of any physical skills in relation to any driving work undertaken.
NB: Please include here details of the size and type of vehicle driven and purpose of driving, as well as any need for specialist driving licence(s).

	Physical skill - driving
	% of working time (approximate)

	E.G. Driving a minibus with child passengers from school to selected drop-off points and back (e.g. local pool).
	20%

	
	


4.3 Are there any other forms of physical skill (dexterity, co-ordination or sensory skills) required for your job?  If YES, what skills are required and for what purpose?  Please also explain any requirements for precision or speed in the use of these skills.
	Skill
	Used for
	Precision and speed needed

	E.G. Manual dexterity
	Peeling and chopping vegetables
	Precision for portion control, speed because of need to produce meals on time

	
	
	


5.
INITIATIVE AND INDEPENDENCE

This factor measures the scope allowed to the postholder to exercise initiative, take independent actions and plan their own work.  It takes into account the level and degree of direction and guidance provided by supervision, policies, precedents, procedures and regulations.
5.1
How do you know what you should be doing in your role?  Please include here the kind of direction/instructions you receive from your manager/supervisor.

	E.G. Shift rota is set by the supervisor.  There are set tasks each day (e.g. cleaning toilets daily) with some regular tasks (e.g. monthly ‘spring-clean’ of offices).  Work is routine with little alteration on a day to day basis.

	


5.2
Please provide 2 examples of the most difficult/complex problems or situations you would deal with yourself, without reference to a manager/supervisor.
In box 1, please provide information on the type of problems or situations which are usual or regular.
In box 2, please provide information on the type of problems or situations which are unusual or exceptional.

	1.

	2.


5.3
Please provide 2 examples of problems or situations you would refer to a manager/supervisor.  Include here the reasons why you would refer the problem or situation to your manager/supervisor.  For example, is it due to policy, procedure, knowledge or skill?

	Problem / Situation
	Reason why referred

	E.G. Passing invoices for authorisation.
	Line manager is authorised signatory.

	
	

	
	


5.4
What kinds of responsibilities are delegated to you by your manager/supervisor?
	Responsibilities
	Reason why delegated

	E.G. Dealing with complaints from members of the public
	My role is first point of contact when complaints are received

	
	


5.5
What procedures, policies and legislation govern your work?
	E.G. Health and safety at work to ensure safety of clients in an elderly persons home

	


6.
PHYSICAL DEMANDS

This factor measures the type, amount, continuity and frequency of the physical effort required in order to do the job.  It takes into account all forms of bodily effort which form a part of your core job role (e.g. sitting, lifting, stretching, or working in a constrained position).

It is assumed that all relevant Health & Safety policies, procedures and regulations are adhered to and that proper equipment is used to carry out physical tasks (e.g. hoists and other safety equipment).
6.1 If your job requires long periods of sitting in a fixed or constrained position (e.g. at a keyboard or driving) please provide details below.
	 What is the activity?
	How long per occasion?
	Frequency (% of working time)

	E.G. Word processing
	5 hours
	Every working day – 80% of time

	
	
	


6.2
If your job requires long periods of standing and/or walking, please provide details below.
	What is the activity?
	How long per occasion?
	Frequency (% of working time)

	E.G. Site visits – walking.
	2 hours
	Once per week – 10% of time

	
	
	


6.3
Does your job require lifting/carrying items of equipment (more than light office equipment such as pens, pencils, small quantities of paper)?  If YES, what do you lift/carry and why?  What are the weights involved, how far are these weights carried and what is the frequency?

	What is the activity?
	Why
	How heavy?
	How far?
	How long per occasion?
	Frequency (% of working time)

	E.G. Bucket of water
	Washing floor
	5kg
	50m (up 1 flight stairs)
	5 minutes
	Once per day (2%)

	
	
	
	
	
	


6.4
Does your job require pushing/pulling?  If YES, what do you push/pull and why?  What are the weights involved, how far are these weights pushed/pulled and what is the frequency?

	What is the activity?
	Why
	How heavy?
	How far?
	How long per occasion?
	Frequency (% of working time)

	E.G. Wheelchair
	Transporting elderly resident
	70kg
	10-50m (in grounds of elderly persons home)
	10-30 minutes
	5-8 times per day (5-10%)

	
	
	
	
	
	


6.5
Does your job require rubbing, scrubbing, digging or a similar form of physical effort?  If YES, what is involved and what is the frequency?
	What is the activity?
	How long per occasion?
	Frequency (% of working time)

	E.G. Digging when preparing flower beds for planting.
	2 hours
	5%

	
	
	


6.6
Does your job require any other form of physical effort?  If YES, what is involved and what is the frequency?

	What is the activity?
	How long per occasion?
	Frequency (% of working time)

	
	
	


7.
MENTAL DEMANDS

This factor measures the degree and frequency of the mental concentration, alertness and attention required in order to do the job.  It also takes into account features which may make concentration more difficult, and other work-related pressures.
Sensory attention covers attention of the senses (eyes, ears, smell).  Concentrated sensory attention occurs when you need to be particularly alert, for example to traffic, the actions of children, or concentrating on visual or aural activities such as typing and data input. 
7.1
If applicable in your role, please provide information on the form(s) of sensory attention required in order to do your job, why they are needed and the approximate frequency with which they occur.

	Form of sensory attention
	What is this attention needed for?
	For how long is it needed?
	Frequency (% of working time)

	E.G. Visual and oral attention
	Alertness to traffic when setting up new road-working site
	2 hours average per time
	Once per week – approx 5% of time

	
	
	
	


Enhanced mental attention occurs for example when undertaking checking of documents for completeness or correctness, carrying our occasional calculations, etc.  
7.2
If applicable in your role, please provide information on the type of enhanced mental attention required in order to do your job, why they are needed and the approximate frequency with which they occur.

	What is the enhanced mental attention needed for?
	For how long is it needed?
	Frequency (% of working time)

	E.G. Checking key performance indicator data before it is published internally
	4 hours average per time
	Twice per year – approx 1% of time

	
	
	


Concentrated mental attention occurs for example when undertaking repeated manual calculations or other work with figures, or ordering of facts, such as report writing or preparing a presentation.  
7.3
If applicable in your role, please provide information on the type of concentrated mental attention required in order to do your job, why they are needed and the approximate frequency with which they occur.
	What is the concentrated mental attention needed for?
	For how long is it needed?
	Frequency (% of working time)

	E.G. Preparing reports and papers for court
	1 ½ hours average per time
	4 times per week – approx 20% of time

	
	
	


7.4
Is your job subject to work-related pressures (e.g. regular deadlines, frequent interruptions, and conflicting demands)?  If YES, please provide information below on the form of work-related pressure, the source of the pressure, how long it lasts and how often it occurs.
NB: When completing the box below, take into consideration features which make concentration more difficult, for example repetitive work, interruptions or the need to switch between tasks, conflicting work demands and the level of responsiveness you need to apply.
	Form of work-related pressure
	What is the source of this pressure?
	For how long does it occur?
	Frequency (how often it occurs)

	E.G. Deadlines
	Financial reporting deadlines
	2 hours average per time
	Once per month

	
	
	
	


7.5
Does your job involve any other form of mental demand?  If YES, please provide information below on the form of this demand, the source of the demand, how long it lasts and how often it occurs.

	Form of mental demand
	What is the source of this demand?
	For how long does it occur?
	Frequency (how often it occurs)

	
	
	
	


8.
EMOTIONAL DEMANDS

This factor measures the nature and frequency of the emotional demands placed on the postholder which arise from contact or work with other people where this contact forms an expected part of the job role.  For instance, contact or work with people who are upset or unwell, or in circumstances which may cause stress to the postholder (e.g. terminally ill, at risk of abuse or disadvantaged in some way).
DO NOT provide details here of verbal abuse (however upsetting) as this is taken into account under the Working Conditions factor and information should be provided in that section (section 13).

8.1
Does your job involve direct contact with, or work for, people who by their circumstances or behaviour cause you emotional stress or upset?  If YES, please provide details in the box below regarding who the contact is with, what your relationship is with them, the cause of the emotional demand and the frequency with which the demand occurs.

	Who is the contact with?
	What is your relationship to them?
	Cause of emotional demand
	Frequency

	E.G. Elderly clients
	Direct carer providing personal services in elderly persons home
	Death of resident
	5 times per year

	
	
	
	


8.2
Does your job involve any other form of emotional demand?  If YES, please provide details in the box below regarding what that demand is, the cause of the emotional demand and the frequency with which the demand occurs.

	Emotional demand
	What is the cause of the demand?
	Frequency

	
	
	


9.
RESPONSIBILITY FOR PEOPLE

This factor measures the responsibility of the postholder for the health and safety and/or well-being of individual or groups of people (e.g. members of the public, service users and clients).  It does not cover employees managed or supervised by the postholder.

9.1
Do you undertake any tasks or duties which have a direct impact on people?  If YES, please provide details in the box below, including information on who benefits and how.
	Task or duty
	Who benefits?
	How do they benefit?

	E.G. Preparing and serving meals.
	Children in primary school (approx 100).
	Regular nutritious meals.

	E.G. Prompt processing of benefit payments.
	Clients applying for benefits.
	Financial well-being is maintained.

	
	
	


9.2
Are any people reliant (i.e. personally dependent) on you for their care and welfare?  If YES, who is reliant on you, what are their needs and what do you do for them?
NB: If the answers to question 1 also apply here, there is no need to duplicate, just enter ‘as above’ in the box.
NB: Any assessment of needs, devising of programmes of care and implementation of care should be included in your answer.  

· Assessment means - you would be responsible for reviewing the needs of a client on a regular basis and either making recommendations to your manager/supervisor or devising a care programme yourself.

· Devising means - you would be responsible for drawing up a care programme for a client.

· Delivering means - you would be responsible for provision of the care package or plan for a client.

	Reliant people (i.e. who benefits)
	Needs of the people (i.e. how they benefit)
	What are the tasks / duties done?

	E.G. Elderly people in their own homes.
	Physical and social support to enable clients to live at home.
	Cleaning of home, food preparation, bathing, shopping, and talking to clients (including assessing their needs and state of health).

	
	
	


9.3
Do you implement or enforce any Statutory Regulations which have a direct impact on the health, safety or well-being of people?  If YES, what regulations, who do they have a direct impact on and what is the nature of the impact?
NB: Implement means – advise, raise awareness, give recommendation to carry out a basic statutory requirement.

Enforce means – take action, ensure compliance and/or instigate prosecution against failures to comply.
	What regulations do you implement?
	Who is the direct impact on?
	Nature of impact

	E.G. Chapter 8 – Highways Act.
	Users of the highway.
	Ensuring health and safety of road users.

	
	
	

	What regulations do you enforce?
	Who is the direct impact on?
	Nature of impact

	E.G. Sale of Goods Act.
	Consumers – i.e. members of the public.
	Ensuring consumers have their rights upheld under the Act.

	
	
	


9.4
Do you have any other responsibilities (not listed above) which impact either directly or indirectly on the well-being of people?  If YES, what are these responsibilities, who do they have a direct impact on and what is the nature of the impact?  This can cover, for example, development of policies, or providing advice, guidance or interpretation of procedures or regulations which impact on the well-being of people.
NB: Only include within this answer any responsibility which has as its main focus the well-being of people.
	Responsibility
	Who is the direct impact on?
	Nature of impact

	E.G. Provision of advice.
	Clients and members of the public.
	Ensuring the well-being of people.

	
	
	


9.5
Do you have any other responsibilities for people, including health and safety?  If YES, what are these responsibilities, who do they have a direct impact on and what is the nature of the impact?
	Responsibility
	Who is the direct impact on?
	Nature of impact

	E.G. Carrying out risk assessments.
	Employees of the department.
	Health and safety of employees.

	
	
	


10.
RESPONSIBILITY FOR SUPERVISION / DIRECTION / CO-ORDINATION OF EMPLOYEES
This factor measures the responsibility of the postholder for the management, supervision or co-ordination of employees, including those in an equivalent position (e.g. contractors, volunteers, student placements).
If possible, please forward with your completed JRD an up-to-date organisation chart which shows yourself, your managers and subordinates.

10.1
Does your job involve demonstrating your own duties, giving advice and guidance or training other employees?  If YES, to whom do you demonstrate duties, give guidance or train, and how often?

	Whom (individuals or job groups)?
	What (e.g. demonstrating, guiding, training)?
	How often does this occur?

	E.G. New starters in the team.
	Demonstrating own duties.
	Once per month.

	
	
	


10.2
Does your job directly involve the management, supervision or co-ordination of employees or others (e.g. contractors, volunteers, student placements)?  If YES, please provide details in the box below.
NB: Under ‘location code’ please enter ‘S’ for same workplace, but if more than one workplace, please indicate the number in this box (e.g. 1 = 1 other workplace, 10 = 10 other workplaces).
	Whom (individuals or job groups)?
	Type of work
	Regular instructions
	Regular checking work
	Regular allocation of work
	Organisation of work
	Evaluation and appraisal of work
	Evaluation of working methods
	Employee development
	Recruitment
	Discipline
	Co-ordination and management
	Location Code (see note above)

	E.G. 4 Benefits Assistants        
	Grants processing
	√
	√
	√
	√
	
	
	
	
	
	√
	1

	E.G. 2 Clerical Assistants
	Typing/word processing
	√
	√
	√
	√
	
	
	
	
	
	√
	S

	
	
	
	
	
	
	
	
	
	
	
	
	


10.3
Do you have any other responsibilities, not listed above, which impact on staff even though there is no direct managerial or supervisory relationship?  NB: Please only include here any responsibility which has as its main focus the ways in which the authority’s employees are managed, disciplined or paid.
	Responsibility
	Nature of impact
	Employees affected (give numbers and job type where relevant)

	E.G. Giving legal advice on employee discipline and employment tribunal cases
	Affects individual managers and overall management
	Staff and managers throughout the Directorate

	
	
	


11.
RESPONSIBILITY FOR FINANCIAL RESOURCES

This factor measures the responsibility of the postholder for financial resources.  It takes into account the nature of the responsibility and degree of direct control regarding financial resources, as well as the frequency with which the responsibility is exercised and the value of the resources.
11.1
Are you directly responsible for any financial resources?  If YES, what are you responsible for, what is the value of the resources, the nature of the responsibility and the frequency with which the responsibility is exercised?
The following definitions may assist you when completing the box below: -

· ‘Handling/processing’ = an active responsibility, for example checking invoices and cheques to identify errors.

· ‘Accounting for’ = give reckoning of, explain, monitor, audit, authorise payment of invoices from committed expenditures (covers receipts as well as expenditures).

NB: Regarding the value, please indicate the value of the resource PER TIME the responsibility is exercised (e.g. £500 twice per month).
	Financial responsibility
	Value of financial resources (approximate)
	Nature of responsibility
	Frequency

	
	Up to £5,000
	£5,000 - 100,000k
	£100,000 - £500,000
	£500,000 - £2m
	£2m+
	
	

	E.G. Handling cash
	£500
	
	
	
	
	Distribution and recording of petty cash
	Twice per month

	E.G. Provision of financial information to others
	
	
	£250,000
	
	
	Entering details into spreadsheet for manager to use for budget monitoring
	Once per year

	Handling cash
	
	
	
	
	
	
	

	Security of cash and other resources
	
	
	
	
	
	
	

	Handling of cheques, invoices, financial documents
	
	
	
	
	
	
	

	Provision of financial information to others
	
	
	
	
	
	
	

	Accounting for receipts or expenditures
	
	
	
	
	
	
	

	Authorising expenditures
	
	
	
	
	
	
	

	Committing expenditure from a given budget
	
	
	
	
	
	
	

	Budget setting
	
	
	
	
	
	
	

	Budget monitoring
	
	
	
	
	
	
	

	Long term financial planning
	
	
	
	
	
	
	

	Income generation or collection
	
	
	
	
	
	
	

	Any other financial responsibilities
	
	
	
	
	
	
	


11.2 Do you have any other responsibilities which focus on the authority’s financial policies or well-being?  For example, a responsibility for developing financial policies or procedures; or for providing advice/guidance/interpretation of policies or procedures.  
NB: Please only include here any responsibility which has as its main focus the authority’s financial policies or well-being.
	Responsibility
	Nature of impact

	
	


12.
RESPONSIBILITY FOR PHYSICAL RESOURCES

This factor measures the responsibility of the postholder for physical resources.  It takes into account the nature and frequency of the responsibility as well as the value of the resources.

12.1
Are you responsible for any manual or computerised information?  If YES, what is this information, what is the nature of the responsibility and how often is this responsibility exercised?
NB: Please provide clear details here regarding the need for confidentiality, what exactly the information is you deal with and what you do with that information.

	Information for which you are responsible
	Nature of responsibility
	Frequency

	E.G. Computerised personnel and sickness absence data (500 records).  These records contain data regarding employee’s home addresses and contact details and full sickness absence information.
	Input and update information, maintain confidentiality and security, provide management data when requested.
	Daily

	
	
	


12.2
Are you responsible for the adaptation, design or development of any information systems?  If YES, what systems, what is the nature of the responsibility and how often is this responsibility exercised?
	Systems for which you are responsible
	Nature of responsibility
	Frequency

	E.G. Departmental accounts system with 500 cost centres and 100 cost codes.
	Draw up specification for information to be held and analysis requirements for programmer to execute.
	Once per year

	
	
	


12.3
Are you responsible for the adaptation, design or development of land, buildings, other construction works or equivalent?  If YES, what are they, what is the nature of the responsibility and how often is this responsibility exercised?
	Land / building, etc.
	Nature of responsibility
	Frequency

	E.G. Gardens – approximately 1 acre.
	Landscaping of borders.
	Twice per year

	
	
	


12.4
Do you use any office or other equipment, tools or instruments, or vehicles, plant and machinery?  If YES, what is the value, what is the nature of the responsibility and the frequency with which this responsibility is exercised?

	Equipment used
	Value (approximately)
	Nature of responsibility
	Frequency

	
	Less than £5,000
	£5,000 - £30,000
	More than £30,000
	
	

	E.G. Lawnmower, rotavator and hedge cutter
	£1,500
	
	
	Use and general cleaning and greasing as necessary.
	Daily

	E.G. School minibus
	
	£20,000
	
	Maintenance and repair.
	Monthly

	
	
	
	
	
	


12.5
Do you order or control the stock of any equipment or supplies?  If YES, what do you order or control, what is the value and what is the frequency with which this responsibility is exercised?
NB: Regarding the value, please indicate the value of the resource PER TIME the responsibility is exercised (e.g. £500 twice per month).
	Equipment / supplies ordered or controlled
	Value (approximately)
	Frequency

	
	Less than 

£5,000
	£5,000 

- £30,000
	More than £30,000
	

	E.G. Ordering and stock control of departmental stationery from central supplies
	£500
	
	
	Monthly

	
	
	
	
	


12.6
Are you responsible for the cleaning, maintenance or repair of buildings (or equivalent)?  If YES, what are these buildings, what is the nature of the responsibility and the frequency with which this responsibility is exercised?
	Building / location
	Nature of responsibility
	Frequency

	E.G. County Hall offices.
	Inspection of cleaning work undertaken.
	Daily

	
	
	


12.7
Are you responsible for the security of any buildings (or equivalent)?  If YES, what are these buildings, what is the nature of the responsibility and the frequency with which this responsibility is exercised?

	Building / location
	Nature of responsibility
	Frequency

	E.G. Area office building (15 occupants).
	Key holder and emergency contact person.
	Daily

	
	
	


12.8
Are you responsible for any personal possessions of others?  If YES, what are these possessions, what is the nature of the responsibility and the frequency with which this responsibility is exercised?

	Personal possessions
	Nature of responsibility
	Frequency

	E.G. Clothing of clients (value £100).
	Washing, ironing and repair.
	Daily

	
	
	


12.9.1 Do you have any other form of responsibility for physical resources?  If YES, what are the physical resources involved, what is the nature of the responsibility and the frequency with which this responsibility is exercised?
NB: Please include here any responsibility for planning, purchasing and development of physical resources.  Also include any responsibility for developing policies or procedures in relation to physical resources and any responsibility for provision of advice, guidance or interpretation of policies and procedures?
	Physical resources involved
	Nature of responsibility
	Frequency

	E.G. Food for all schools in region (value approximately £10m per annum).
	Securing most economical purchase of food to appropriate quality standards in accordance with procurement procedures.
	Continuously

	
	
	


13.
WORKING CONDITIONS

This factor measures exposure to disagreeable, unpleasant or hazardous working conditions arising from the physical environment or contact with people.  It takes into account the frequency, intensity and duration of exposure to these conditions.
13.1
What kind of place do you normally work in?  (E.G. office, clients’ homes, public buildings, gardens).  Please provide details in the box below, including an approximate percentage of working time spent in each location.

	Places of work
	Percentage of time

	
	


13.2
If you work outside, are you required to do so in all weather conditions?

YES / NO
If NO, when are you not required to work outdoors?
	


13.3
Do you experience any unpleasant environmental working conditions?  If YES, what are these conditions and what is the frequency of occurrence?  NB: Please include in this box any details regarding protective equipment/clothing required.
	Environmental working condition
	Nature of condition
	For how long at one time?
	Frequency (% of working time)

	E.G. Chemicals
	Handling chemicals e.g. cleaning fluids.  Need to wear protective gloves and apron.
	1 hour per time
	5 times per week (20% of working time)

	
	
	
	


13.4
Do you experience any verbal abuse, aggression or other anti-social behaviour from people (not including work colleagues)?  If YES, what, for how long and how often does it occur?
	Nature and source
	For how long at one time?
	Frequency (% of working time)

	E.G. Swearing from clients over the telephone and in person
	5 minutes maximum
	Once per week (1% of working time)

	
	
	


ANY OTHER INFORMATION

Please use the box below to record any other information you feel is not fully covered in the main document or which you think would assist the evaluation panel in understanding your job.
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