Breakdown of NJC Job Evaluation Factors

	
	Knowledge 
(Level 1 – Level 8)
This covers all knowledge required for the job including numeracy and literacy, knowledge of equipment and machinery; knowledge of theories, techniques, policies, procedures and practices.


	Level 1: The job requires knowledge of the procedures for a limited number of tasks and the operation of associated basic tools and equipment. The jobholder needs to be able to follow straightforward oral and written instructions and keep basic work records. 

Level 2: The job requires knowledge of the procedures for a range of tasks and the operation of associated tools and equipment. The jobholder needs basic literacy and numeracy skills.

Level 3: The job requires knowledge of the procedures for a range of tasks, some of which, singly or in combination, are relatively complex, and of the operation of associated equipment and tools. Literacy and numeracy skills are required.

Level 4: The job requires predominantly practical and procedural knowledge across a technical or specialist area or an equivalent level of organisational, procedural and policy knowledge.

Level 5: The job requires theoretical plus practical and procedural knowledge in a specialist area or an equivalent level of organisational, procedural and policy knowledge.

Level 6: The job requires advanced theoretical, practical and procedural knowledge across a specialist area or an equivalent level of organisational, procedural and policy knowledge.

Level 7: The job requires advanced theoretical, practical and procedural knowledge across a specialist area plus detailed knowledge of the associated organisational policies, practices and procedures or an equivalent level of organisational, procedural and policy knowledge.

Level 8: The job requires advanced theoretical, practical and procedural knowledge across a specialist area plus detailed knowledge of the associated organisational policies, practices and procedures for that and other related specialist areas or an equivalent level of organisational, procedural and policy knowledge.


	
	Mental Skills 
(Level 1 – Level 6) 
This covers analytical, problem-solving and judgemental skills.  It also includes creative and developmental skills, planning and strategic skills.


	Level 1: The job requires judgemental skills, in order to identify straightforward solutions to simple problems. 

Level 2: The job requires judgemental or creative skills, where there is some need to interpret information or situations and to solve straightforward problems.

Level 3: The job requires analytical and judgemental or creative and developmental skills, where there is need to interpret information or situations and to solve varied problems or develop solutions or plans over the short term.

Level 4: The job requires analytical and judgemental or creative and developmental skills to analyse and interpret complex information or situations and to solve difficult problems or develop solutions or plans over the medium term.

Level 5: The job requires analytical and judgemental or creative and developmental skills to analyse and interpret varied and complex information or situations and to produce solutions or strategies over the long term.

Level 6: The job requires analytical and judgemental or creative and developmental skills to analyse and interpret very varied and highly complex information or situations and to produce solutions or strategies over the long term.




	
	Interpersonal and Communication Skills

(Level 1 – Level 6)

This includes oral, linguistic, sign and written skills.  The emphasis is on the purpose of the skills (e.g. for training, promotion etc)

Interpersonal skills can also include caring, leadership, motivational, counselling and persuasive skills.


	Level 1: The job involves exchanging straightforward information, usually orally, and with work colleagues, but could include other people.

Level 2: The job involves exchanging orally or in writing information to inform other staff or members of the public. Some tact may be required.

Level 3: The job involves either: (a) exercising interpersonal caring skills, in order to meet the basic welfare needs of clients: or: (b) exercising training or motivational skills in relation to other members of staff: or: (c) exchanging orally or in writing varied information with a range of audiences: or: (d) exercising advisory, guiding, negotiating or persuasive skills: or: (e) using a language other than English where there is a need to exchange greetings and straightforward information in that language.

Level 4: The job involves either: (a) exercising developed interpersonal caring or training skills, in order to meet the more demanding needs of clients: or (b) exercising developed training, developmental, leadership or motivational skills in relation to other staff: or: (c) exercising developed advisory, guiding, negotiating or persuasive skills in order to encourage others to adopt a particular course of action: or (d) exchanging orally and in writing complicated or sensitive information with a range of audiences: or: (e) using one or more languages other than English where there is a need to exchange complicated information with individuals, or to identify and respond to the needs of clients, in that language.

Level 5: The job involves either: (a) exercising highly developed interpersonal caring or training skills. in order to meet the very demanding needs of clients: or: (b) exercising highly developed advisory, counselling, negotiating or persuasive skills, or advocacy, in order to convince others to adopt courses of action they might not otherwise wish to take: or (c) exchanging orally and in writing complex and contentious information with a range of audiences, including non-specialists: or: (d) using one or more languages other than English where there is a need to exchange orally and in writing complicated information with groups and individuals, or to identify and respond to the demanding needs of clients, in that language.

Level 6: The job involves either: (a) exercising very highly developed caring or training skills, in order to meet the exceptionally demanding needs of clients: or: (b) exercising very highly developed influencing, counselling, negotiating and persuasive skills, or advocacy, in order to convince others to adopt policies and courses of action they might not otherwise wish to take: or: (c) exchanging orally and in writing wide ranging complex and contentious information with a range of audiences, including non-specialists.



	
	Physical Skills

(Level 1 – 5)

This covers manual and finger dexterity, hand-eye co-ordination, co-ordination of limbs and sensory co-ordination.

Considers the purpose of the skills required.


	Level 1: There are no particular requirements for developed physical skills.

Level 2: The work requires dexterity, co-ordination or sensory skills, where there is some demand for precision in the use of these skills.

Level 3: The work requires dexterity, co-ordination or sensory skills, where there is either: (a) some demand for both precision and speed: or: (b) considerable demand for precision, in the use of these skills.

Level 4: The work requires dexterity, co-ordination or sensory skills, where there are: either: (a) considerable demands for both precision and speed: or: (b) high demands for precision, in the use of these skills.

Level 5: The work requires dexterity, co-ordination or sensory skills, where there are very high demands for precision in the use of these skills.






	
	Initiative and Independence
(Level 1 – 8)
Measures the scope allowed for a job holder to exercise initiative and take independent actions.

Consideration is given to: Nature and level of supervision of the job holder; Level and degree of direction and guidance provided by policies, precedents, procedures and regulations; Requirements to organise and quality check own work.


	Level 1: The job involves following instructions which define the tasks in detail. Minimal personal initiative is required. The job is subject to supervisory or customer checks or close supervision.

Level 2: The job involves working from instructions, but making minor decisions involving the use of initiative Problems are referred to a supervisor/ manager. Little close supervision is necessary beyond that provided by working arrangements and methods.

Level 3: The job involves working within recognised procedures, which leave some room for initiative. The work may involve responding independently to unexpected problems and situations. The jobholder generally has access to a supervisor/ manager for advice and guidance on unusual or difficult problems.

Level 4: The job involves working within recognised procedures, within which the jobholder is required to organise own workload. The work involves making decisions as to when and how duties are to be carried out, and responding independently to unanticipated problems and situations. The jobholder generally has access to a supervisor/ manager for advice and guidance on serious problems.

Level 5: The job involves progressing a series of activities within recognised guidelines. The work involves making frequent decisions and exercising initiative without ready access to more senior officers. The jobholder consults a supervisor/ manager for advice on policy or resource issues.

Level 6: The job involves working within broad practice or guidelines. The work involves using discretion and initiative over a broad area of activity, with little access to more senior officers. The job is subject to managerial direction.

Level 7: The job involves working within Council policies. The work involves using wide discretion and initiative over a very broad area of activity, with little access to others. The job is subject to general managerial direction.

Level 8: The job involves working within the overall policy of the Council. The work involves using very wide discretion and initiative over a very broad area of activity, without recourse to others. The job is subject to minimal managerial direction.



	
	Physical Demands
(Levels 1 – 5)
Measures the type, amount, continuity and frequency of physical effort required by the job.


	Level 1: Tasks or activities are undertaken mainly in a sedentary position, and allow for considerable flexibility of movement. There may be limited requirements for standing, walking, bending or stretching; or an occasional need to lift or carry items.

Level 2: The job involves either: (a) some ongoing physical effort (for example, regular sitting in a constrained position, or standing, or walking at a normal pace, for long periods); or: (b) normally limited physical demand, but with periodic requirements for considerable physical effort (for example, lifting or carrying, pushing or pulling items of light to moderate weight, rubbing or scrubbing, or working in an awkward position).

Level 3: The job involves either: (a) ongoing considerable physical effort (for example, regular lifting or carrying, pushing or pulling items of moderate weight, rubbing or scrubbing, or working in awkward positions): or: (b) normally limited or some physical demand, but with periodic requirements for high physical effort (for example, lifting or carrying, pushing or pulling items of heavy weight, or working in very awkward positions).

Level 4: The job involves either: (a) ongoing high physical effort (for example, frequent lifting or carrying, pushing or pulling items of moderate or heavy weight, rubbing or scrubbing, or working in very awkward positions): or: (b) normally considerable physical demand, but with periodic-requirements for very high physical effort (for example, lifting or carrying, pushing or pulling items of very heavy weight, or manual digging).

Level 5: The job involves ongoing very high physical effort (for example, frequent lifting and carrying, or pushing and pulling, items of heavy or very heavy weight, or manual digging).

	
	Mental Demands
(Level 1 – 5)

Measures the degree and frequency of mental concentration, alertness and attention required to do the job.

Considers features which may hinder concentration, e.g. repetitive work, interruptions or the need to switch off between varied tasks or activities.


	Level 1: The job requires general awareness and sensory attention with short periods of concentrated sensory attention or short periods of enhanced mental attention.

Level 2: The job requires general awareness and sensory attention, with either: (a) medium periods of concentrated sensory attention: or (b) medium periods of enhanced mental attention: or (c) short periods of concentrated mental attention: or (d) some work-related pressure, for example, from deadlines, interruptions or conflicting demands on the jobholder.

Level 3: The job requires general awareness and sensory attention, with either: (a) lengthy periods of concentrated sensory attention: or (b) lengthy periods of enhanced mental attention: or (c) medium periods of concentrated mental attention: or (d) considerable levels of work-related pressure, for example, from deadlines, interruptions or conflicting demands on the jobholder.

Level 4: The job requires general awareness and sensory attention with either: (a) prolonged periods of concentrated sensory attention: or (b) prolonged periods of enhanced mental attention: or (c) lengthy periods of concentrated mental attention: or (d) high levels of work-related pressure, for example, from deadlines, interruptions or conflicting demands on the jobholder.

Level 5: The job requires general awareness and sensory attention with either: (a) prolonged periods of concentrated mental attention or: (b) lengthy periods of concentrated mental attention over a range of different activities: or: (c) very high levels of work-related pressure, for example, from deadlines, interruptions or conflicting demands on the jobholder.



	
	Emotional Demands
Level 1 – 5

Measures the nature and frequency of emotional demands placed on the job holder arising from contacts or work with other people.

Covers demands arising from people-related features of the job (as opposed to work-related features).


	Level 1: The job involves limited contact with, or work for, other people, which through their circumstances or behaviour place minimal emotional demands on the jobholder.

Level 2: The job involves contacts with, or work for, people, which through their circumstances or behaviour occasionally place emotional demands on the jobholder.

Level 3: The job involves contacts with, or work for, people, which through their circumstances or behaviour either: (a) regularly place emotional demands on the jobholder or: (b) occasionally place significant emotional demands on the jobholder.

Level 4: The job involves contacts with, or work for, people, which through their circumstances or behaviour either: (a) regularly place significant emotional demands on the jobholder or (b) occasionally place intense emotional demands on the jobholder.

Level 5: The job involves contacts with, or work for, people, which through their circumstances or behaviour regularly place intense emotional demands on the jobholder.






	
	Responsibility for People
Level 1 – 6

Measures the responsibility of the job holder for individual or groups of people other than employees supervised or managed by the job holder.

Emphasis is on the nature or extent of the direct impact on the well-being of individuals/groups.

People are those who receive services provided by the local authority or are direct beneficiaries of its activities.


	Level 1: The job involves limited, or no, direct impact on the well-being of individual, or groups of, people. The work may require common courtesy or consideration where encountering members of the public incidentally in the course of normal duties.

Level 2: The job involves some direct impact on the well-being of individual, or groups of, people, through undertaking tasks or duties which are to their direct benefit, or impact directly on their health and safety.

Level 3: The job involves considerable direct impact on the well-being of individual, or groups of, people, through either: (a) an assessment of needs and implementation of appropriate care or welfare for those who are reliant on the jobholder for their basic needs or (b) implementing regulations which have a direct impact on the health, safety or well-being of people.

Level 4: The job involves high direct impact on the well-being of individual, or groups of, people, through either: (a) an assessment of the needs and implementation of appropriate programmes of care or welfare for those who are reliant on the jobholder: or: (b) enforcing regulations which have a high direct impact on the health, safety or well-being of people. 

Level 5: The job involves a major direct impact on the well-being of individual, or groups of, people, who are reliant on the jobholder; and involves assessment of their complex needs and arranging for the delivery of appropriate programmes of care or welfare. The jobholder has responsibility for taking decisions which may affect the future well-being and circumstances of individual clients.

Level 6: The job involves a very major direct impact on the well-being of substantial numbers of people, who are reliant on Council services for their care or welfare; and involves assessment of the needs of the relevant group of people and determining how appropriate programmes of care or welfare should be delivered. The jobholder has responsibility for taking decisions which will affect the future well-being of individual, and groups of, clients.



	
	Responsibility for Supervision/Direction/Co-ordination of Employees
(Level 1 – 6)

Measures the direct responsibility of the job holder for the supervision, management or co-ordination of employees or others in an equivalent position.

It includes work planning and allocation, checking and evaluating work of others, training, development and guidance.

Emphasis is on the nature of responsibility rather than the precise number of employees supervised, co-ordinated or managed.
	Level 1: The job involves limited, or no, direct responsibility for the supervision, direction or co-ordination of other employees. The work may involve demonstration of own duties, or advice and guidance, to new employees, or others.

Level 2: The job involves some direct responsibility for the supervision, coordination or training of other employees. The work regularly involves advising, instructing, checking work, or training other employees.

Level 3: The job involves considerable direct responsibility for the supervision, direction, co-ordination or training/development of other employees. The work involves the allocation of work to a small group or team, checking of work, and the direction of staff, including, where appropriate, on-the job training.

Level 4: The job involves high direct responsibility for the supervision or management, direction, co-ordination or training/development of other employees. The work involves supervising, directing and co-ordinating the work of a group of staff covering more than one area of activity or in more than one workplace, including allocation of work, and evaluation and appraisal of the work carried out.

Level 5: The job involves a major direct responsibility for the management, direction, coordination and development of significant numbers of other employees, covering several different areas of activity or in several geographically dispersed workplaces. The work involves the organisation, allocation and reallocation, as appropriate, of areas of work and the evaluation of activities and working methods.

Level 6: The job involves a very major direct responsibility for the management, direction, co-ordination and development of substantial numbers of other employees, covering many different areas of activity or in many geographically dispersed workplaces. The work involves overall responsibility for the organisation, allocation and re-allocation, as appropriate, of areas of work and the evaluation of activities and working methods.

	
	Responsibility for Financial Resources
(Level 1 – 6)

Measures the direct responsibility of the job holder for financial resources including cash, vouchers, cheques, credits and debits, invoices, budgets and income.  Consideration is given to: correctness and accuracy; safekeeping; confidentiality and security; deployment and degree of direct control; budgetary and business planning; planning, organising and long-term development of financial resources.  Also considers the degree to which other employees contribute to the overall responsibility.  Jobs are evaluated primarily according to the nature and extent of responsibility rather than the monetary values.  

	Level 1: The job involves limited, or no, direct responsibility for financial resources. The work may involve occasionally handling small amounts of cash, processing cheques, invoices or equivalent.

Level 2: The job involves some direct responsibility for financial resources. The work regularly involves either: (a) handling of cash, or processing of cheques, invoices or equivalent or: (b) accounting for considerable sums of money, where care and accuracy are important: or: (c) being accountable for small expenditures from an agreed budget or equivalent income.

Level 3: The job involves considerable direct responsibility for financial resources. The work involves either: (a) accounting for large sums of money, in the form of cash, cheques, direct debits, invoices, or equivalent, where care, accuracy and security are important or: (b) being accountable for considerable expenditures from an agreed budget or equivalent income. The responsibility may include contributing to the setting and monitoring of the relevant budget and ensuring effective spend of budgeted sums.

Level 4: The job involves high direct responsibility for financial resources. The work involves either: (a) accounting for very large sums of money, in the form of cash, cheques, direct debits, invoices, or equivalent, where care, accuracy and security are important or: (b) being accountable for large expenditures from an agreed budget or equivalent income. The responsibility may include contributing to the setting and monitoring of the relevant budget and ensuring effective spend of budgeted sums.

Level 5: The job involves a major direct responsibility for financial resources. The work involves being accountable for very large expenditures from an agreed budget or equivalent income. The responsibility includes contributing to the setting and monitoring of the relevant budget(s) and ensuring effective spend of budgeted sums.

Level 6: The job involves a very major direct responsibility for financial resources. The work involves being accountable for extremely large expenditures from an agreed budget or equivalent income. The responsibility includes contributing to the setting and monitoring of the relevant budget(s), long-term financial planning and changing the nature, level and composition of expenditure to meet service or other requirements.



	
	Responsibility for Physical Resources

(Level 1 – 6)

Measures the direct responsibility of the job holder for physical resources including manual and computerised information, data and records, office and other equipment, tools and instruments etc.Consideration is given to the nature of responsibility, e.g. safekeeping, confidentiality and security, planning, organising and long-term development of physical resources etc.

Responsibility for Physical Resources  cont…

	Level 1: The job involves limited, or no, direct responsibility for physical resources. The work may involve limited handling or processing of information or careful use of low value equipment or care of the limited personal possessions of others.

Level 2: The job involves some direct responsibility for physical resources. The work regularly involves either: (a) handling and processing of manual or computerised information, where care, accuracy, confidentiality and security are important or: (b) careful use of expensive equipment or (c) cleaning of buildings, external locations or equivalent or: (d) some responsibility for security of buildings, external locations or equivalent or: (e) day-to-day maintenance of equipment or premises: or: (f) care of the personal possessions of others: or: (g) ordering, or stock control of, a limited range of supplies. 

Level 3: The job involves considerable direct responsibility for physical resources. The work involves either: (a) handling and processing of considerable amounts of manual or computerised information, where care, accuracy, confidentiality and security are important or: (b) cleaning, maintenance and repair of a range of equipment, buildings, external locations or equivalent or (c) regular careful use of very expensive equipment or: (d) security of buildings, external locations or equivalent or: (e) ordering, or stock control of, a range of equipment and supplies.

Level 4: The job involves high direct responsibility for physical resources. The work involves either: (a) adaptation, development or design of significant information systems or (b) adaptation, development or design of a wide range of equipment, land, buildings, other construction works or equivalent or: (c) security of a range of high value physical resources or: (d) ordering of a wide range of equipment and supplies or: (e) making a significant contribution to the adaptation, design or development of either large-scale information systems for use by others, or of a range of equipment, land, buildings, other construction works or equivalent.

Level 5: The job involves a major direct responsibility for physical resources. The work involves either: (a) adaptation, development or design of large-scale information systems for use by others or: (b) adaptation, development or design of a wide and high value range of equipment, land, buildings, other construction works or equivalent or (c) security of a wide and very high value range of physical resources or: (d) ordering of a wide and high value range of equipment and supplies. 
Level 6: The job involves a very major direct responsibility for physical resources. The work involves overall responsibility for the procurement and deployment of substantial physical resources. The responsibility includes long-term planning of the procurement and deployment of physical resources and changing the source, nature, level and composition of such resources to meet service or other requirements.



	
	Working Conditions
(Level 1 – 5)
Measures exposure to disagreeable, unpleasant, uncomfortable or hazardous working conditions arising from the environment.  Covers frequency, duration and nature of conditions.  Emphasis is on the degree of discomfort or unpleasantness.  The individual responses to these factors are not assessed rather it is the degree and nature of unpleasantness that is assessed.


	Level 1: The job involves minimal exposure to disagreeable, unpleasant or hazardous: - environmental working conditions: or: - people related behaviour.

Level 2: The job involves some exposure to disagreeable, unpleasant or hazardous: - environmental working conditions: or: - people related behaviour.

Level 3: The job involves considerable exposure to disagreeable, unpleasant or hazardous: - environmental working conditions: or: - people related behaviour.

Level 4: The job involves high exposure to disagreeable, unpleasant or hazardous: - environmental working conditions: or - people related behaviour

Level 5: The job involves very high exposure to disagreeable, unpleasant or hazardous: - environmental working conditions: or - people related behaviour
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