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 INTRODUCTION 1



This Guide aims to help you understand job evaluation (JE) and how it determines your rate of pay. As well as explaining what JE is about, the Guide also sets out the background associated with the implementation of JE and the reasons why the County Council selected the Hay Scheme. All jobs in the County Council except teachers are evaluated using the Hay Scheme.



2



The trade unions are fully consulted and involved and representatives of the unions form part of job evaluation appeal panels.



3



The Guide is not a comprehensive manual of the Hay JE Scheme. However, it explains factors that are taken into account in arriving at a grade for a job, and describes the levels within these factors which are awarded to jobs. This should enable you to more fully understand how a job has been evaluated, but in depth knowledge can only be gained through specialised training and practical experience



BACKGROUND 4



A National Agreement was reached in 1997, which applied to all former Administrative, Professional, Technical and Clerical (APT & C) and manual employees. More commonly known as the Single Status Agreement, its purpose was to apply the same terms and conditions of employment to all former APT&C and manual employees. A key element of the Agreement required all local authority employers to review their existing pay structures for both groups and to undertake similar local reviews for Chief Executives and Chief Officers. This prompted the County Council to carry out a complete review of the process of grading jobs and developing a modern pay structure to restore fairness (i.e. having regard for Equal Pay legislation), discipline and credibility into the Council's pay policy.



5



After many months of consideration, locally elected Members of all political groups resolved in March 1999, that the Hay Scheme best suited the needs and circumstances of the County Council.



WHAT IS JOB EVALUATION? 6



JE measures the contribution made by a job to the function/service/department. JE does not take account of the performance of the job holder; that is a separate matter. Jobs are designed to enable them to be undertaken competently, and the evaluation assumes that the job is being done to a competent level. Jobs are evaluated on what they are now, not what they were in the past or what they might become in the future.



2



 7



Fundamentally, JE is a means to:• establish the appropriate rank of jobs in an organisation; • establish the relative distance between jobs within the ranking; • provide a systematic measurement of job size (i.e. total points score for job), relative to other posts, to enable salary comparisons to be made.



8



JE is not a remuneration package, but, as already mentioned, measures the size of a job relative to others. The question of its value in monetary terms is determined by the grade structure (a decision for the County Council not Hay).



9



Sound JE depends upon a consistent approach. In practical terms this means that every job, no matter what its position in the County Council, must be treated in the same way and with the same level of consideration.



THE HAY METHOD 10



The Hay method is a well-tried and tested JE scheme. The Hay scheme measures the size of a job in 'job units' - i.e. the score for the job. This is matched against an agreed grade structure to determine the job grade.



11



There are three basic elements of job content common to all jobs. These elements are:• KNOW-HOW



This is the sum of every kind of knowledge, skill and experience (however acquired) which the job holder requires for acceptable job performance.



• PROBLEM SOLVING



The level of complexity of thinking involved when the job holder applies KNOW-HOW to get the job done.



• ACCOUNTABILITY



The impact of the job and the limitations placed upon the job holder to take independent action.



3



 12



13



The three elements, Know-How, Problem Solving and Accountability are broken down into the following sub-elements. into the following sub • KNOW-HOW



- Depth and Breadth of Technical KnowHow - Planning, Organising and Controlling - Communication / Influencing



• PROBLEM SOLVING



- Thinking Environment - Thinking Challenge



• ACCOUNTABILITY



- Freedom to Act - Magnitude (Area of Impact) and Type of impact.



Each job is measured against these three elements. A numerical score for each is calculated against standard charts provided by Hay. There are two additional elements measured which may be present in some, but not all, jobs. These are: • PHYSICAL EFFORT - This measures the additional effort or strength involved in performing the job which would be in excess of that expected in a day-to-day office environment. • WORKING ENVIRONMENT - This measures any uncomfortable working conditions, which would be in excess of that expected in a dayto-day office environment.



14



A numerical score is determined for each of these two additional elements. These are added to the score of the three factors mentioned earlier (i.e. know-how, problem-solving and accountability), to produce a total score for the job.



15



The following paragraphs give a more detailed explanation of the three elements of Know-How, Problem Solving and Accountability and their subelements.



KNOW-HOW Technical Know-How 16



This measures the level of skill, experience and qualifications required to do the job. This does not necessarily mean that the higher the qualification, the higher the grade. Also, whether the required knowledge has been gained through formal qualification or by on-the-job experience is not important. What matters is possession of the knowledge. It includes "life skills" experience; such as may be required in caring jobs where, for 4



 example, the need to relate to, and understand the needs of, elderly service users is important. An important aspect of the Technical KnowHow score is that it will influence the levels allocated within Problem Solving and Accountability. This is explained more fully later in the Guide. 17



This part of the evaluation is shown in the scoreline as a letter from A through to H, dependent on the decision of the panel. It is possible, when deciding on the appropriate score, to “shade” the letter. For example, the panel may decide that the job justifies something greater than C but not as big as D. Therefore, if the job is felt to be nearer to C then C+ may be used. If it is nearer to D then D- may be more appropriate. By adding this shading, the number of job units scored will change up or down. With shading there are 22 levels of depth of knowledge possible. Descriptions of all the factor levels can be found in Appendix 1 at the end of this Guide. Planning/Organising/Controlling



18



This factor is concerned with the job requirements for planning, organising, controlling and developing the activities and operations of the County Council. What is important in this factor is the degree to which the job requires different elements to be brought together to achieve a satisfactory end result. These skills are required in varying degrees in jobs where end results are achieved by an individual, or through other people (e.g. a manager), or providing ideas/advice for others to execute (e.g. a specialist).



19



There are five principal areas to consider:• COMPLEXITY



How complex is the function of planning, organisation, controlling and developing in the job?H



• SCALE



Where the function demands a large and/or multi-specialist resource, the requirement for integration, co-ordination and communication is increased.



• ORGANISATION FUNCTIONS



What is the size of the function operation in relation to the County Council’s total operation?



• TIMESPAN



What is the time span of the activities controlled by the job?



• HORIZON



What is the limit of forward planning required by the job?



5



 20



The score for this element is influenced by the number of employees supervised or managed. However, jobs requiring a long-term strategic role within the department and, perhaps, beyond will also affect the score. For example, a senior job operating corporately across the whole organisation, responsible for 3 or 4 employees would score at a higher level than a supervisor of 12 employees who has a very clearly defined role. Following on from this, if a supervisor became responsible for 1 or 2 additional employees this would not necessarily be a case for re-evaluation. If the extra employees were bringing a new function it would certainly be valid to look again at the supervisor's job. However, if it was simply a matter of additional help needed because of increased workload, there may not be a case. This is because the Hay system is concerned with the quality of work rather than the quantity. More of the same does not necessarily produce a higher grade. Of course, there is a point where quantity eventually affects quality, if the workload increases sufficiently.



21



This part of the evaluation is shown in the scoreline as a Roman numeral ranging from O to IV. As with Technical Know How, it is possible to shade this element, giving 13 different levels available. Communicating/Influencing



22



This is about the necessity to communicate with others. We all need to communicate with others in the course of our jobs but it is the type of communication that is measured here. This ranges from ordinary courtesy - exchanging information with others (as with say, administrative jobs), through persuasiveness/assertiveness - including caring for the personal and emotional needs of others and supervising employees (caring, supervisory jobs), to critical, where the level of interpersonal skills may, for example, require negotiation within and/or outside the organisation or the development, motivation and assessment of employees (many senior managers are likely to fall into this category).



23



This part of the evaluation is shown in the scoreline as a 1, 2 or 3. There is no shading, therefore there are only 3 levels available.



24



To summarise the Know-How element, the areas of the job that are measured are:• Knowledge required – both formal qualifications and/or skills and experience acquired over a period of time, including “life skills”, where understanding of others’ needs is important. • Planning and organising – from an individual’s involvement in planning and prioritising their own work to the requirement for the strategic planning of a function/service/department • Communication skills – the need to communicate with, understand and 6 influence other people, whether employees or service users.



 PROBLEM SOLVING 25



This is the thinking required by the job for analysing, evaluating, creating, reasoning, arriving at and drawing conclusions. The raw material of Problem Solving/Thinking is knowledge of fact, principles and means. Ideas are put together from something already there – in plain words, “you think with what you know”. Problem solving is limited by the extent that thinking is governed by instructions and rules, covered by precedent or referral to others. Thinking Environment



26



This measures the extent to which the job is governed by rules and procedures. For example, a job where there are clearly defined rules to follow would score lower than one where, to some extent, the job holder can make decisions on the appropriate course of action to take. As with Technical Know-How, this score can be shaded. However, it is only possible to have positive shading.



27



The letters used in this part of the evaluation are the same as those in Technical Know How. The reason for this is that the level allocated for Thinking Environment should not be higher than Technical Know-How. If that were to occur, the system would be indicating that the complexity of the job is set beyond the knowledge required. Conversely, if the Thinking Environment were to be considerably lower than the Technical Know-How, the job holder is likely to be over qualified. The most appropriate relationship between the two is for Thinking Environment to be at the same level or, more likely, slightly lower than Technical Know-How. This then allows room for development within the job. Thinking Challenge



28



This factor measures the difficulty of the thinking required to solve problems. It assesses the complexity of the problem and the extent to which it lies within the required experience of the job holder. In practice, this can range from repetitive jobs requiring solutions by simple choice of things learned, to jobs requiring constructive thinking and a significant degree of evaluative judgement (i.e. assessing the merits or otherwise of a number of options).



29



There are five levels possible, numbered from 1 to 5, and as with Thinking Environment, shading can only be positive.



7



 30



To summarise the Problem Solving element, the areas of the job that are measured are:• The need to make decisions – what actions need to be taken in order to carry out the duties of the job? • The level of decision making – are there simple rules to follow or is there a degree of freedom to determine the action to be taken?



ACCOUNTABILITY 31



Accountability is the answerability for action and for the consequences of that action. It is the measured effect of the job on end results. It has three dimensions: •



Freedom to Act: measured by the existence or absence of personal or procedural control and guidance



•



Magnitude (Area of Impact): indicated by the general size of the area(s) most clearly affected by the job (measured on an annual monetary basis where possible, otherwise regarded as ‘indeterminate’ – see below).



•



Type of Impact: the job’s degree of impact on the resources determined under Area of Impact. Impact is gauged in terms of the directness of the job’s influence on end-results in this area and answerability for them. (Magnitude and Impact must be considered jointly)



32



Freedom to Act This is similar in a way to Thinking Environment in Problem Solving. The difference is that, in Thinking Environment, a decision is made as to the course of action required whereas, in Freedom to Act, it has to be decided what authority the job holder has in taking that action. Freedom to Act may be limited by:• • • •



the need to refer certain decisions to others for approval; instructions, procedures, practices and policies which define or limit action; the nature of the work itself which may give little opportunity for change in action; the level of job in the organisation which may limit the authority 8



 for taking action These controls tend to diminish as seniority of post increases, in other words the Freedom to Act increases with organisational rank. 33



As with Technical Know How and Thinking Environment, letters A through to H are used to score this element. Freedom to Act should not be higher than Technical Know How or Thinking Environment. If this were to be the case it would mean that the responsibility being given to the job to get things done would be greater than the knowledge and Problem Solving required to be able to do those things. Similarly, Freedom to Act should not be too low. Both positive and negative shading are allowed on this element.



34



Magnitude (Area of Impact) This is dealt with in one of two ways. If there is a financial responsibility in the job then annual monetary figures, which will generally be budgets, are used. Sometimes it can be difficult when writing a job description questionnaire to decide which figure to use, because there may be more than one budgetary figure with which the job is involved. In cases such as these the best advice is to identify all possible figures and allow the job evaluation panel to decide which is/are the most appropriate. There are five levels available, numbered 1 – 5, which can be shaded according to the budgetary figure(s) used.



35



Some jobs do not have any financial responsibility or it may not be appropriate to measure it in those terms. In these cases what it called the “indeterminate” level is used. This is denoted as a ‘O’ on the Hay score line in between the Freedom to Act level and the Type of Impact level.



36



Whether it is financial responsibility or “indeterminate”, the level given is measured in conjunction with:



37



Type of Impact Where financial responsibility has been used, this measures the extent of the influence that the job has on the end results. There are 4 levels available: -



Remote – where provision of information for others to use is involved Contributory – this may be where there is responsibility for giving advice or facilitation which influences decisions Shared – where there is shared responsibility for the end result Prime - where the job has overall responsibility for the end



9



 result



38



For jobs that have no financial responsibility where the “indeterminate” level has been used, the influence is measured on the level of services provided and/or operation of plant or equipment. There are four levels available: nominal - A; moderate - B; major - C; critical - D. Positive and negative shading may be applied to this element.



39



To summarise the Accountability element, the areas of the job that are measured are:• • •



Responsibility for deciding what has to be done and the freedom allowed to achieve this without reference to others Financial responsibility – the amount of money involved and the level of influence on the money spent Responsibility for level of service provided or use of plant/equipment.



ADDITIONAL WORK ELEMENTS 40



Physical Effort/Strain Some jobs include an element of manual work in them. These jobs require physical effort beyond what might be expected in the performance of jobs in a day-to-day office environment. Examples of such activities could be lifting, bending, stretching or working in awkward positions. Frequency, duration, and intensity are all considered in the measurement of this element. Not all jobs will contain this element.



41



Working Environment Some jobs are required to be undertaken in unfavourable environmental conditions. For jobs to 'score' under this element, the exposure would be beyond what might be expected in a day-to-day office environment. Examples of unfavourable conditions would be dirt, heat, cold, fumes, unpleasant odours etc. Not all jobs will contain this element



CHECKING PROCESS 42



There are a number of features and in-built checks in the Hay Scheme that are aimed at both maintaining the integrity of the Scheme and



10



 achieving consistent evaluation results. The following paragraphs explain in more detail. 43



The Hay scoring system is based on 15% steps of difference between jobs. Anything less than a 15% difference is not treated as significant for grading purposes. Each step of 15% generally represents one pay grade.



44



A practical application of the 15% step principle is as follows:•



If the subordinate's job was one step less from the job of his/her supervisor/manager, the subordinate would be an obvious successor.



•



If the difference was two steps, the subordinate would be "a possible successor".



•



If the difference was three steps or more, the subordinate would be "an unlikely successor".



45



In a traditional reporting structure - as in the County Council - it is not realistic to evaluate a subordinate's job at the same level as their boss. It follows, therefore, that the scoring system has to reflect this reality. This is why the elements in a job of Planning, Organising and Controlling and Freedom to Act tend to increase with seniority.



46



Other validity checks are as follows: • Freedom to Act should not be at a higher level than Technical Know How To do otherwise would mean giving responsibility to the job holder to achieve an end result that would be greater than the knowledge necessary to achieve that end result.



47



•



Likewise, Thinking Environment should not be at a higher level than Technical Know How If it were, the evaluation would be indicating that the complexity of the job is beyond the knowledge required to do the job.



•



Freedom to Act should not be set higher than Thinking Challenge. To do so would be indicating, in blunt terms, that the job required action without sufficient thought.



The Panel applies the validity checks to all jobs. Where the checks indicate that something is questionable, the Panel re-assess the evaluation. The most likely reason for this occurring is that the requirements of the job are not fully explained in the Job Description 11



 Questionnaire. FINAL EVALUATION 48



Once the evaluation process has been completed, an evaluation line is produced that will look something like the following example. D+



Technical Know How



D



Thinking Environment D



Freedom to act Physical Effort Score



I



Planning, Organising, Controlling



3



Thinking Challenge 1+



Magnitude



2



= 175



Communication Skills



(29)



= 50



Problem Solving% C



= 66



Type of Impact



=0



Working Environment Score =6 This job would score a total of 297 (175+50+66+0+6) job units for grading purposes.



SUMMARY 49



The HAY Scheme is well tried and tested across a large number of public and private organisations. Members of the County Council’s Evaluation



12



 Panel have been trained by Hay consultants and have had extensive practical experience of operating the Scheme. The training and experience, together with quality assurance checks by Hay, enables Panel members to make sound and consistent judgements on the grading of individual jobs. 50



As mentioned earlier in the Guide, job evaluation is concerned with ranking jobs in terms of their size (ie, score). The level of salary paid for these same jobs is an entirely separate matter.



50 Further advice and guidance on the Hay Scheme can be obtained from your departmental HR team. 51 APPENDICES • • • •



Appendix 1 – Hay Factor Level Descriptions Appendix 2 – Corporate Job Family Descriptions Appendix 3 – Corporate Job Family Qualifications/Experience Comparison Appendix 4 – National Qualifications Framework
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 Appendix 1 HAY FACTOR LEVEL DESCRIPTIONS FACTOR 1 – Know How Technical Know How A



B



C



D



E



F



G



H



Jobs requiring Secondary education only: plus some work induction and/or on the job training. Knowledge and skills are normally acquired through demonstration in a matter of hours, and reinforced over a period of days Jobs requiring familiarisation in standardised work routines and/or simple use of equipment and machines. Knowledge and skills may be gained through some formal training, or relevant life experience reinforced by work experience over a period of months Jobs requiring thorough understanding of the techniques and procedures of a complex process or specialised system and which may involve facility in the specialised use of equipment. Knowledge and skills are normally acquired through broad training and significant work experience Jobs requiring authoritative knowledge in methods and procedures gained by extensive on the job experience +/ or through formal training possibly leading to part professional qualification. Jobs call for authoritative understanding of methods, systems and processes, but do not require the conceptual understanding to create them or change them fundamentally Requiring applied and theoretical knowledge, and an ability to work out problems or devise new approaches from first principles. This level is normally associated with a professional or academic qualification or gained through a detailed grasp of involved practices and procedures Jobs requiring self-sufficiency in a technical, scientific or specialised field gained through broad and deep experience built on concepts and principles, or through wide exposure to complex practices and precedents Jobs requiring determinative mastery of concepts, principles and practices gained through deep development in a highly specialised field or through wide experience and authoritative command of operations and functions Jobs requiring outstanding knowledge and command of a profound discipline at a pre-eminent level
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 Planning, Organising Controlling O



I



II



III



IV



Performance of a task or tasks highly specific as to objective and content and not involving the supervision of others nor any responsibility for forward planning Performance or supervision of an activity with a specific objective and content, with awareness of and contact with related activities. The work involves forward planning; the normal focus is for weeks and months ahead, but with a contribution to longer term development Internal integration of operations or services which are generally related in nature and objective, and which involve co-ordination with associated functions. The work emphasises forward planning over a significant timescale (of years), and includes establishing functional or service priorities Development and integration of a major service or group of services which have a significant impact across the local authority or the central co-ordination of strategic functions which support the delivery of all local authority services Leadership of corporate-wide processes and co-ordination of the delivery of the full range of local authority services and support functions



Communication 1 2 3



Ordinary courtesy and effectiveness in dealing with others is required Understanding, influencing, empathising and communicating with people are important considerations in achieving job objectives Influencing, developing and changing the motivation and behaviour of people are frequently and regularly required, and are central to the achievement of objectives



FACTOR 2 – Problem Solving (Freedom to Think) Thinking Environment A B C



Thinking within detailed rules, and/or instructions and/or rigid supervision (by a person or system). Action steps are defined Thinking within standard instructions and/or continuous close supervision (by a person or system). Most action steps are defined Thinking within well defined procedures and precedents somewhat diversified, and/or regular supervision. Detailed action is not defined only the approach 15



 D



E F G H



Thinking within substantially diversified, established procedures and standards, and general supervision. Most problems or cases can be tackled based on experience, but the most complex will mean getting advice Thinking within clearly defined policies, principles and specific objectives, under readily available direction from senior management Thinking within broad functional policies and objectives, under general direction only Thinking within general policies, principles and goals, under guidance Thinking within business philosophy and/or principles controlling human affairs



Thinking Challenge 1 2 3 4 5



Identical situations requiring solution by simple choice of things learned Similar situations requiring solution by discriminating choice between things learned Differing situations requiring the identification and selection of solutions through the application of acquired knowledge Situations requiring analytical, interpretative and/or constructive thinking and a significant degree of evaluative judgement Pathfinding situations requiring creative thinking, the development of new concepts and approaches contributing significantly to the advancement of knowledge and thought



FACTOR 3 – Accountability Freedom to Act A



B



C



D



These jobs are subject to:Direct and detailed instructions Close supervision by an individual or system These jobs are subject to:Instructions and established work routines Close supervision These jobs are subject, wholly or in part to: Standardised practices and procedures General work instructions These jobs are subject, wholly or in part to: Practices and procedures which have clear precedents or are covered by closely defined policies Managerial control Review of results
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 E



These jobs are subject to: Broad practice and procedures covered by functional precedents and policies Managerial direction These jobs are subject to: Functional policy objectives General direction These jobs are subject only to broad political guidance and direction on major areas of policy These jobs are subject only to Parliamentary and/or Ministerial review and public reaction



F



G H



Magnitude (Area of Impact) 1



Indeterminate Area of Impact (non-financial)



Nominal A Moderate B



Major C



Critical D



2 1 2 3 4 5



Provision of incidental services for use by others in relation to some important end results Operation or maintenance of ancillary plant or equipment Provision of support services usually of a informational or recording nature within closely defined accuracy, quality requirements Provision of practical/personal support services within a defined programme of work Operation or maintenance of major plant or equipment Provision of support services usually of a facilitating or interpretative nature across one or several departments Co-ordination of practical/personal support services, typically through others to a group of clients Control of a major process unit Provision of support services, usually of an advisory or diagnostic nature



Magnitude (financial) Very Small Small Medium Large Very Large



£37,500 - £375,000 £375,000 - £3.75m £3.75m - £37.5m £37.5m - £375m £375m - £3,750m
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 Impact of job on end results INDIRECT



DIRECT



REMOTE: Informational, recording or incidental services for use by others in relation to some important end result CONTRIBUTORY: Interpretative, advisory or facilitating services for use by others in taking action SHARED: Jointly accountable with another/others (except own subordinates and superiors) within or outside the organisational unit, in taking action and exercising a controlling impact on end results PRIME: Controlling impact on end results, where shared accountability of others is subordinate



FACTOR 4 – Additional Work Elements



A



B



C



1



Physical Effort and/or strain: the Physical effort and/or strain on the standard acceptable job holder in performing the job to the required standard. This takes account of effort by or strain on any part of the body as a result of activities such as lifting, bending, stretching, repeated execution of movements and working in awkward or uncomfortable positions. It should consider to what extent the job involves physical effort/strain over and above what would normally be incurred in a day-today office environment. LOW The job could include: physical strength, endurance, working in awkward positions. Effort would not be continuous MODERATE A degree of physical effort would be a frequent element of the jobs at periods throughout the day and may involve a combination of factors HIGH Physical activity is a dominant feature of the post, and is continuous throughout the day, normally requiring physical strength or endurance Working Environment: the unfavourable environmental conditions to which the job holder is necessarily exposed in order to perform the job to the required standard. This covers for example dust, dirt, heat, cold, fumes, steam, moisture, noise and direct physical contact with substances unpleasant to the touch. It should consider to what extent is the job exposed to objectionable, uncomfortable or noxious conditions over and above what would normally be experienced in a day-to-day office environment Some Unfavourable Conditions – Generally in a comfortable environment but regular exposure to mild discomfort from factors such as unpleasant odours, temperatures etc. Posts may be able to exercise some control over when tasks are undertaken in this environment
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 2



3



At times unpleasant, frequent exposure to factors such as temperature variations/extremes, fumes, loud noise etc. Elements within the environment (e.g. heat, noise odour) would be present periodically throughout the day High Level of Unfavourable Conditions, Constant Exposure to a combination of factors which cause discomfort. Key to awarding this level could be the constancy of exposure to one extreme factor, or combination of factors. Not always able to predict or plan for the elements faced



19



 Appendix 2 ADMINISTRATION JOB FAMILY . Level 1



Representative Activities



Administrative Officer I – Grade 3 •



Files documents, after familiarisation with filing system, in accordance with file location/reference identified by supervisory jobholder.



•



Photocopies/faxes documents as instructed after training in operation of equipment.



•



Undertakes post duties including collecting, opening, date stamping incoming post and enveloping and despatch of outgoing post



•



After basic telephone operation and answering skills training, answers the most routine enquires and/or takes messages.



•



Gives out routine information/documentation to members of the public or other employees.



•



Assists other employees in team/section with tasks as instructed.



Jobholder carries out work issued on a daily basis with laid down priorities. Jobholder is not normally required to plan workload. Close but not continuous supervision – supervisor readily available. Qualifications/Experience Minimal or no previous experience
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 Level 2



Representative Activities



Administrative Officer II – Grade 4 •



Operates standard office equipment e.g. photocopiers, fax machines.



•



Receives general telephone enquiries, internal or external, answering routine queries where possible or referring to appropriate person.



•



Inputs straightforward data onto computer systems to meet fixed time scales.



•



Checks documents, e.g. invoices, timesheets etc, for completeness in preparation for data entry and tries to resolve routine queries.



•



Provides word processing/typing services for other staff in team/section.



•



May assist in preparing documentation packs for onward transmission (e.g. recruitment packs)



Jobs require familiarity with office routines and in operating office equipment. May have specific tasks to do, including deadlines to meet on a day to day basis. Self-management is limited to prioritising short-term operational tasks. Qualifications/Experience Limited basic clerical experience desirable but not essential. Numeracy, literacy and keyboard skills.
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 Level 3



Representative Activities



Administrative Officer III – Grade 5 •



Inputs information onto computer database and extracts information as instructed, which may require some manipulation.



•



Maintains office stationery stock by re-ordering against predetermined levels and within prescribed budget for approval by supervisor.



•



Produces typed documents from hand-written/audio information, making layout presentation decisions.



•



Answers standard enquires by telephone or in person from public/other employees and makes routine calls to obtain information/resolve queries.



•



Undertakes routine cash handling duties, including receiving and recording payment, issuing receipt and preparing for banking.



•



Opens, sorts and distributes incoming post and ensures despatch of outgoing post.



•



Processes documentation (e.g. invoices, orders, timesheets, and claims) by checking for completeness and/or errors, resolving routine queries, and recording details before passing for certifying.



•



Responds to routine correspondence from standardised information – e.g. acknowledgements, requests for routine information.



•



Assists senior employees in team/section as required.



Jobholder has specific tasks to do and is told what deadlines are to be met. Some freedom in organising/planning daily workload. Queries referred to supervisor who is generally available. Qualifications/Experience Experience of routine clerical tasks. Numeracy, literacy, and ICT skills.
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 Level 4



Representative Activities



Administrative Officer IV – Grade 6 •



Carries out discrete area of work prioritising tasks, deciding on how to perform task, using own initiative to get task completed (i.e. resolving non-complex queries, problems). •



May allocate work, training and guidance to junior employees in procedures/using equipment.



•



Interrogates databases to produce less routine reports (may involve designing simple spreadsheets), identifying and problems/issues with data produced.



•



Arranges meetings at request of senior officer and takes notes of informal meetings, e.g. team meetings. •



Responds to less routine correspondence, requiring nonstandardised factual response for signature by supervisor.



•



Undertakes cash handling duties as in Level 3 and maintains Imprest Account.



•



Answers enquiries by telephone or in person from public/other employees on area of work, giving guidance and advice within laid down procedures.



•



Processes documentation (e.g. invoices, payments, and timesheets) to check or allocate codes, verify calculations, obtain incorrect or missing information before passing for certifying.



•



Prepares and places orders for office equipment after identifying options and obtaining agreement from senior officer.



•



Produces a range of typed documents from a variety of sources involving use of different software packages, e.g. Access, Excel and PowerPoint.



Jobholder has good understanding of procedures related to job and how they fit into function of office/section. Needs to organise and prioritise work to meet deadlines that may be at least weekly or monthly. Refers out of the ordinary queries to supervisor who is generally available.
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 Administrative Officer IV Continued... Qualifications/Experience Experience of a range of clerical tasks. NVQ Level 2 or equivalent, or equivalent level of experience. ICT proficiency in specific software packages as required by job.
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 Level 5



Representative Activities



Administrative Officer V – Grade 7 •



Takes minutes at formal meetings, where the need for accuracy particularly the recording of decisions, is very important, e.g. meetings involving service users, trade unions and outside bodies. •



Uses databases to produce ad hoc summaries and analyses of information involving manipulation of data and creating new spreadsheets as required.



•



May have formal responsibilities for supervision of junior employees, e.g. allocation of work, ensuring deadlines are met and checking quality of work, dealing with queries.



•



May deal with senior employees in other departments or outside bodies, and with more difficult members of the public, e.g. advising on laid-down procedures, requiring higher interpersonal/communication skills. •



Places orders for specialist equipment, after determining requirements and agreement from senior officer and may identify most appropriate supplier.



•



Processes complex and/or variable types of documents/information which may require complex calculations, involving contact with internal and external sources, e.g. debtor accounts, VAT documentation, allocation procedure for school places, reconciliation of Imprest Account.



•



Assists with budget preparation and monitoring of income and expenditure involving collection, inputting, sorting and extracting information on financial databases.



Jobholder has detailed understanding of office procedures within team/section and their importance to overall function. Able to deal with all but most complex problems, and take appropriate action within known limits. Refers complex issues to manager who is not always available. Qualifications/Experience Experience of carrying out a range of administrative tasks. Some supervisory experience may be required. NVQ 2 or equivalent, or equivalent level of experience. 25



 Level 6



Representative Activities



Administrative Officer VI – Grade 8 •



Uses databases to produce reports requiring analysis and recommendations for action to be made to manager.



•



Oversees routine ordering procedures and personally undertakes more complex, specialised ordering requiring research into product, to determine best product, price and supplier.



•



Deals with the most difficult/complex queries/problems referred by junior employees, involving senior managers within the County Council, outside organisations and members of the public. •



Gives advice and/or information on matters relating to the job holder’s work and/or section, including those requiring investigation and the identification of alternative solutions. This may be via the telephone, by letter or by e-mail and may involve liaison with the public, managers and outside bodies.



•



May have formal responsibility for supervising the work of others, including routine monitoring, prioritising tasks, assisting with recruitment, selection and induction of new employees.



•



Represents section at project meetings in connection with job holder’s work and/or section (e.g. section meetings, working groups).



•



Ensures employees are conversant with specific departmental packages, systems or procedures (e.g. information systems, financial procedures).



•



Oversees the collection, collation and basic manipulation of a wide range of information (e.g. EO monitoring, statistics etc) including the maintenance of specific databases.



•



Attends meetings to take formal minutes and carries out necessary follow-up action to identify and clarify decisions in certain circumstances.



•



Assists with the organisation, co-ordination and other arrangements of facilities management for the section/department (e.g. co-ordinate office moves, office maintenance arrangements, and election duties).
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 Administrative Officer VI Continued… •



Assists with the monitoring of corporate policies and procedures (e.g. corporate complaints policy).



•



Assists with the control and/or management of budgets in accordance with financial instructions.



•



May undertake basic health and safety checks (e.g. in respect of office or IT equipment).



•



Contributes to the development of systems and procedures within section, e.g. information systems, monitoring procedures.



•



Monitors and analyses management information and procedures including information on meeting targets, performance indicators and Quality Assurance.



•



May undertake section presentation, including the design and development of material.



•



Assist with the development of marketing/promotional material or initiatives in respect of jobholder’s section/department.



Jobholder requires considerable experience of office procedures to undertake the more complex operations within the section and will typically co- ordinate work of junior employees. Will have a good understanding of how the work of the section relates to others and familiarity with Council activities and services. Qualifications/Experience BTEC National or NVQ Level 3 or equivalent, or equivalent level of experience. Experience of a range of administrative procedures, likely to require supervisory experience.
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 Level 7



Representative Activities



Administrative Officer VII – Grade 9 •



Gives more complex advice on matters relating to the jobholder’s work. •



May be responsible for planning and prioritising the work of others.



•



May be responsible for the management and supervision of employees on more than one site.



•



Produces a range of more complex written documentation.



•



Monitors and evaluates higher-level management information and procedures.



•



Assists in the development of new departmental administrative procedures and systems.



•



Involved in the development of other initiatives and policies.



•



Regularly required to make decisions where the consequence of error is important.



•



Undertakes section/departmental presentations including the design and development of material.



•



Controls and/or manages section budgets in accordance with departmental powers.



•



Required to interpret detailed documentation, to identify any necessary action and to provide written notes (employment terms and conditions, legislative papers etc).



•



Regularly attends departmental or corporate meetings.



•



Undertakes the training of employees within the section as appropriate.



•



Contributes to the service/business planning process for section.
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 Administrative Officer VII Continued… •



Attends meetings of outside bodies as representative of department.



•



May undertake section project management work as required.



•



Ensures the work of the section is marketed appropriately.



•



Responsible for health and safety issues.



•



May be involved in consultation and negotiation processes within the department.



Jobholder requires well-developed administrative skills to ensure the efficient provision of support services in a specific work area. Will be required to give information and advice on their own area of activity and understand the various services provided by the County Council. Qualifications/Experience BTEC Higher or NVQ 4 (or equivalent) or equivalent level of experience. Considerable experience of a range of administrative procedures, likely to include managerial experience for employees and/or resources.
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 Level 8



Representative Activities



Administrative Officer VIII – Grade 10 •



Monitors and evaluates more complex management information, policies and procedures.



•



Accountable for decisions where the consequence of error is significant.



•



Responsible for the management and supervision of employees, including their welfare, development, appraisals, recruitment and selection, induction and assisting with competency issues.



•



Gives more complex advice on matters relating to jobholder’s work and/or team/section.



•



Required to interpret complex documentation, to identify any necessary action and to provide written reports (e.g. Acts of Parliament etc).



•



Regularly attends and/or chairs departmental meetings (e.g. IT Steering Group).



•



Attends meetings of outside bodies representing their department or the County Council.



•



Undertakes departmental project management work as required (e.g. new departmental IT packages).



•



Involved in the consultation and/or negotiation processes within the department.



•



Produces the service/business plans for the team/section and contributes to the departmental plans.



•



Ensures the work of the section is marketed appropriately and assists with the development of the marketing strategy.



•



Responsible for Health and Safety issues.



•



Undertakes training within the department as appropriate (e.g. corporate complaints procedure).
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 Administrative Officer VIII Continued… •



Responsible for the development of new departmental administrative procedures and systems.



•



Manages budgets/income and has the authority to spend within specific financial limits.



Jobholder will have considerable administrative skills often gained through many years’ experience. Will manage both their own work activities and, in most cases, those of a team/section. Will have authoritative knowledge of their own area of work and a good understanding of how the County Council functions. Qualifications/Experience BTEC Higher or NVQ 4, or equivalent level of experience. Experience of developing, implementing and managing administrative systems and procedures to support a service area.
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 FINANCE (ACCOUNTANCY) JOB FAMILY Level 1



Representative Activities



Accountant I – Grade 8 •



•



Assists accountants with budget preparation, monitoring and final accounts involving collection of financial data (including trading accounts) for use of others, standard arithmetical calculations (e.g. calculating inflation cost), identification of variances and some analysis. Use of financial information systems to include the input of information and creation of reports.



•



Reconciliation of financial information systems from different sources e.g. local and corporate finance systems at a detailed level.



•



Assists in compilation of statistical returns and other information as appropriate.



•



Ensures financial records are accurately and regularly maintained to comply with financial regulations.



This is the entry level to the provision of professional financial services across the County Council and requires a sound understanding of the financial systems specific to jobholder’s area of work. Generally dealing with factual issues and established practices and procedures. Will typically be undertaking initial accountancy qualifications. Qualifications/Experience Intermediate AAT qualification or NVQ Level 3 (Accountancy) or equivalent or equivalent level of experience. Some relevant financial experience including budgeting, management accounting and general accounting.
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 Level 2



Representative Activities



Accountant II – Grade 10 •



Provides information and liaises with budget holders and finance business managers to assist in the preparation and monitoring of budgets (revenue and capital). This will include calculation of inflation, checking and investigating detail, consolidation, monitoring and investigation of variances, input of forecasts and analysis.



•



Assists in the production of final accounts (revenue and capital) at budget holder level, including the assembly and evaluation of relevant financial data.



•



Produces and reports periodic monitoring statements to relevant budget holders and managers on a timely basis ensuring accuracy.



•



Ensures that financial records are accurately and regularly maintained to comply with financial regulations.



•



Financial advice and exchange of financial and other information with managers, external partnership bodies and government departments, FSSC.



•



Completes statistical returns e.g. grant claims, government returns including clients and ensures compliance with set requirements. May supervise a small team of finance assistants.



• •



Assists on relevant areas in the design and development of financial procedures/systems.



Jobholder will typically be responsible for providing budget holders with accurate financial data to support their responsibilities. Will be experienced in financial systems and may be working towards gaining full professional accountancy qualification. Qualifications/Experience Final AAT + relevant post qualification experience or part (year 2) CCAB + relevant experience or equivalent relevant experience. Considerable experience of a range of accounting processes.
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 Level 3



Representative Activities



Accountant III – Grade 12 •



Ensures that an effective and efficient financial management, accounting and risk management service is provided to key customers and stakeholders including service managers, members and Leicestershire residents. This could include budget preparation, provision of monitoring information, production of accounts, taxation advice and financial modelling.



•



Provision of high quality financial advice and information to all stakeholders to ensure decisions are based on good quality information and relevant factors are taken into account.



•



Ensures that financial and other reports are timely, clear, comprehensive and accurate and meet the needs of report recipients.



•



Ensures that services comply with all external financial and other standards and are developed to ensure ‘best practice’ services are provided.



•



Ensures that all services operate within an effective service planning framework, an innovative plan is produced that addresses the key risk s facing the service and the objectives of the plan are met.



Jobholder will have considerable accountancy experience and may undertake specialist work for part of a service. Will make evaluations and recommendations to aid senior managers in financial decisionmaking.



Qualifications/Experience CCAB professional qualification with relevant experience or MAAT with relevant post qualification experience, or equivalent and continuing professional development. Significant experience of a wide range of accounting processes including critical analysis of financial management and production of reports, analysis and interpretation of financial data and explaining implications to senior managers and playing a full part in annual budget process and financial accounts.
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 Level 4



Representative Activities



Accountant IV – Grade 13 •



Leads on identifying needs, provision of advice and making recommendations on development of integrated corporate financial systems.



•



Identifies and understands changing needs of users at all levels and ensures systems development takes account of these. Ensures advice, training and guidance is available to users in these systems. •



Develops, monitors and reviews system controls to ensure business continuity and compliance with corporate policy, legislation and financial regulations.



•



Ensures the integrity, accuracy and timeliness of financial information available to users.



Jobholder will identify financial business needs and develop financial related systems to enable the Authority to fulfil its obligations to meet local and national policy initiatives for strategic finance, improving efficiency and provision of information.



Qualifications/Experience CCAB or equivalent with substantial experience of accounting procedures in a complex financial environment, significant supervisory experience and continuing professional development. Experience of a wide range of accounting processes including planning, developing, implementing and managing processes/systems. .
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 Level 5



Representative Activities



Accountant V – Grade 14 •



Coordinates the production of corporate financial information eg the Authority’s Statutory Accounts, Medium Term Financial Strategy. •



•



Ensures the corporate monitoring of the Revenue Budget and Capital Programme.



Manages the provision of corporate financial and management accounts services, and for external bodies where appropriate, including information for reports, publications, statistical returns and benchmarking. •



Provides financial information and advice to Members, Chief Officers in the strategic planning and policy making process.



•



Ensures compliance with relevant accounting practices e.g. Financial Regulations, Financial Reporting Statement, etc. This will include maintaining the integrity of the Council’s financial systems.



•



Responsibility for the management of financial processes e.g. debtors/creditors, VAT, bad debts, etc.



•



Writes financial reports for Cabinet/Scrutiny Commission.



•



Writes comments and provides opinions on financial aspects of reports produced by others.



•



Interprets new legislation and guidance and the financial impact of Council decisions external factors.



•



Liaison with external ‘partnership bodies’ on financial implications of the working relationship.



•



Supervision of completion of statistical returns e.g. grant claims, performance indicators, etc. and awareness of implications.



•



Management of a team of employees. This will include allocation of work, recruitment, development and motivation and dealing with grievance/disciplinary issues.
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 Accountant V Continued… Jobholder will have considerable expertise in the financial systems of a large function or service area and be responsible for the provision of accounting services. Will contribute to the formulation of policy plans and proposals, preparing and presenting revenue estimates year end accounts. Qualifications/Experience CCAB or equivalent with significant experience at a professional level and significant supervisory experience and continuing professional development. Experience of a wide range of accounting processes including planning, developing, implementing and managing processes/systems, advising on policy and completion of accounts. Significant managerial experience of employees or resources.
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 HUMAN RESOURCES JOB FAMILY Level 1



Representative Activities



Human Resources I – Grade 8 •



Supports the provision of, and provides sound advice and professional HR advice and support as required, eg conditions of service, conduct, attendance management, and assisting, where appropriate, with the preparation of casework.



•



Supports the formulation, review and implementation of HR policies and practices including specific procedures to meet corporate/ departmental/schools requirements ensuring consistency at all times.



•



Supports the formulation, review and implementation of resource planning strategies, including workforce planning, performance management, recruitment and retention, pay and rewards, and equality and diversity.



•



Supports the provision of management information and maintains appropriate MIS, undertaking analysis of statistics for management information and performance/statistical returns.



•



Responds to enquiries referred from Employee Service Centre appropriate to level of experience.



•



Produces reports on a range of HR topics when required.



•



Supports appropriate training on a range of HR policies, procedures and practices to LCC customers and partner organisations.



•



Maintains current awareness of employment legislation, case law and best practice.



This is the entry level to the provision of HR services across the County Council and requires some relevant experience, a sound understanding of national and local conditions of service, employment legislation and case law, and a good understanding of corporate and service requirements. Qualifications/Experience Certificate in Personnel Practice or NVQ Level 3 and/or relevant experience as an alternative to CPP or NVQ.
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 Level 2



Representative Activities



Human Resources II – Grade 9 •



Supports the provision of, and provides sound advice and professional HR advice and support as required, eg conditions of service, conduct, attendance management, and assisting, where appropriate, with the preparation of casework.



•



Supports the formulation, review and implementation of HR policies and practices including specific procedures to meet corporate/departmental/schools requirements ensuring consistency at all times.



•



Supports the formulation, review and implementation of resource planning strategies, including workforce planning, performance management, recruitment and retention, pay and rewards, and equality and diversity.



•



Supports the provision of management information and maintains appropriate MIS, undertaking analysis of statistics for management information and performance/statistical returns.



•



Produces reports on a range of HR topics when required.



•



Supports appropriate training on a range of HR policies, procedures and practices to LCC customers and partner organisations. •



Maintains current awareness of employment legislation, case law and best practice.



•



Responds to enquiries referred from Employee Service Centre appropriate to level of experience.



•



Limited contact with trade union representatives in respect of routine matters.



•



Contributes to the administration and co-ordination of training events.



•



Undertakes ad-hoc projects appropriate to Level, including researching topic, drafting report and recommending action. May also include involvement in implementation and training.



•



Attends appropriate corporate working groups on HR issues.
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 Human Resources II Continued… Jobholder will typically provide standard HR information, but, under guidance, will also deal with more complex issues than Level 1 eg conduct issues, supporting the formulation and implementation of policies and procedures and providing advice to managers. Will be involved in inter-departmental meetings examining procedural HR issues. Qualifications/Experience Certificate in Personnel Practice or NVQ Level 4 and/or be studying for CIPD (Graduate CIPD) or appropriate degree and /or relevant HR experience as an alternative to CPP/NVQ/appropriate degree.
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 Level 3



Representative Activities



Human Resources III – Grade 10 •



Supports the provision of, and provides sound advice and professional HR advice and support as required, eg conditions of service, conduct, attendance management, and assisting, where appropriate, with the preparation of casework.



•



Contributes to the formulation, review and implementation of HR policies and practices including specific procedures to meet corporate/departmental/schools requirements and to local variations of agreed terms and conditions to meet local need ensuring consistency at all times.



•



Supports the formulation, review and implementation of resource planning strategies, including workforce planning, performance management, recruitment and retention, pay and rewards, and equality and diversity.



•



Supports the provision of management information and maintains appropriate MIS, undertaking analysis of statistics for management information and performance/statistical returns.



•



Provides advice on non-routine matters to Human Resources staff and managers, recommending other sources of advice/guidance as necessary



•



Prepares reports and paperwork independently on standard/routine HR topics as required.



•



Assists with negotiations/consultations by liaising with Trade Unions, exchanging information, attending joint meetings etc.



•



Support s appropriate training on a range of HR policies, procedures and practices to LCC customers and partner organisations. •



Maintains current awareness of employment legislation, case law and best practice.



Jobholder will be a qualified HR professional with a good understanding of HR practice, together with knowledge of professional trends and developments, employment and case law.
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 Human Resources III Continued… They will work in accordance with established HR policies and procedures dealing with a range of HR issues of a more complex nature than Level 2, including consultation and negotiation with Trade Unions at the appropriate level. Qualifications/Experience Graduate CIPD or appropriate degree and/or relevant HR experience as an alternative to CIPD/appropriate degree.
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 Level 4



Representative Activities



Human Resources IV – Grade 11 This is a generic HR Adviser’s job which covers the two separate service areas, the Advisory Service and the Strategic Development Team. Advisory Service: • Provide sound and professional high level advice and support as required, e.g. conduct issues, attendance management and assist where appropriate with the preparation and presentation of case material. •



Interpret terms and conditions of employment, policies and procedures as they relate to more complex issues and those that have corporate or precedent implications. This may include the development and delivery of training.



•



Provide support to managers as appropriate in the delivery of key service specific initiatives identified within Service and Corporate Plans.



Support the HR Team Manager, representing the service at both informal and formal consultations/negotiations with the various Trades Unions/Professional Bodies. Strategic Development: • Assist in the formulation, review and implementation of HR policies and practices including specific procedures to meet corporate/departmental/schools requirements ensuring at all times the maintenance of consistency. •



•



When required produce and present reports on a range of HR topics for management as appropriate



•



Contribute as appropriate to the formulation, review and development of equality ant diversity policies and assist in their implementation within departments to achieve and maintain the Council’s equality objectives within the HR Strategy and departmental service plans.



•



Provide as appropriate training on a range of HR policies, procedures and practices to customers across the Council including partner organisations.



•



Maintain up to date knowledge of employment legislation, case law and best practice.
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 Human Resources IV Continued… Organisational Change • Support key stakeholders through departmental reviews or restructurings, including all consultation/negotiation processes as appropriate, some of which may result in potential redundancy situations. Resourcing • Contribute to the formulation, review and implementation of resource planning strategies, including workforce planning, performance management, recruitment and retention, pay and rewards and equality and diversity. •



Ensure the provision of management information and maintenance of MIS, including timely and accurate information for performance/statistical returns.



Jobholder will be qualified HR professional providing advice and guidance to managers at various levels. Will be involved in interdepartmental working groups examining both procedural and policy Human Resources issues and in consultations/negotiations with trade unions. Will have good understanding of employment and case law and corporate and service requirements Qualifications/Experience Relevant Degree or professional/management qualification Or Relevant and significant operational experience at the level equivalent to the above qualification. Member of the Chartered Institute of Personnel and Development.
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 Level 5



Representative Activities



Human Resources V – Grade 12 This is a generic Senior HR Advisor’s job which covers the two separate service areas, the Advisory Service and the Strategic Development Team.



•



Represent the HR Team Manager as required.



•



Lead on HR projects as directed by the Team Manager or HR Manager (Corporate Services)



•



Assist the Team Manager in the recruitment, motivation and career development of HR staff in order to achieve optimum service performance



Responsible for overseeing the allocation of work to the Assistant HR Advisers ensuring completion to required standards and agreed time-scales. Advisory Service: • Provide sound and professional high level advice and support as required, e.g. conditions of service, conduct issues, attendance management and assisting where appropriate with the preparation and presentation of case material, including Appeal Hearings. •



•



Assist the Team Manager as appropriate in the promotion and marketing of Service Level Agreements in order to achieve the development and delivery of an effective and high quality Human Resource service; including advising and liaising with key stakeholders within agreed time-scales on high level people management issues. In the absence of the Team Manager, ensure the continued delivery of the service.



•



Support Managers as appropriate in the delivery of key service specific initiatives identified within Service and Corporate Plans.



•



Assist the HR Team Manager, representing the service at both informal and formal consultations/negotiations with the various Trades Unions/Professional Bodies.
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 Human Resources V Continued… Organisational Change: • Support key stakeholders through departmental reviews or restructurings, including all consultation/negotiation processes as appropriate, some of which may result in potential redundancy situations. Strategic Development: • Assist and when required take the lead on the formulation, review and implementation of HR policies and practices including specific procedures to meet corporate/departmental/schools requirements ensuring at all times the maintenance of consistency. •



When required produce and present reports on a range of HR topics for senior management as appropriate



•



Assist and when required take the lead on the formulation and development of equality and diversity policies and assist with the implementation within departments to achieve and maintain the Council’s equality objectives within the HR Strategy and departmental service plans.



•



Lead and provide, as appropriate, training on arrange of HR policies, procedures and practices to customers across the County Council including partner organisations.



Maintain current awareness of employment legislation, case law and best practice. Resourcing: • Assist and when required take the lead on the formulation, review and implementation of resource planning strategies, including workforce planning, performance management, recruitment and retention, pay and rewards, and equality and diversity. •



•



Ensure provision of management information and maintenance of appropriate MIS, including provision of timely and accurate information for performance/statistical returns and in conjunction with the HR Team Manager establishes effective links with the appropriate Data Managers to ensure accurate information on to the HRMS system.
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 Human Resources V Continued… Jobholder will have substantial experience of delivering effective HR services, formulating, advising on complex HR issues and implementing HR policies and procedures, and supporting change. May be responsible for other HR staff, projects and may lead inter- departmental groups on developing HR policies. Extensive knowledge of employment and case law, corporate and service needs. Qualifications/Experience: Relevant degree or professional/ management qualification or Relevant and significant operational experience at the level equivalent to the above qualification Member of CIPD (MCIPD)
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 Level 6



Representative Activities



Human Resources VI – Grade 14 This is a generic HR Team Manager’s post which covers the two separate service areas, the Advisory Service and the Strategic Development Team. • Represent the Corporate HR Manager as required. •



Participate as a member of the Corporate HR Management Team.



•



Maintain effective working relationships with HR Business Partners, the Learning and Development Manager, the Health & Safety and Welfare Service and the Employee Service Centre.



• •



Act as first point of contact for relevant staff at a senior level. Ensure the effective programme management of the service, including efficient service delivery, meeting all relevant timescales.



•



Promote an explicit focus on quality and performance, setting appropriate performance targets, ensuring effective monitoring and taking any corrective action. Take key role in developing and delivering the HR Business Plan in line with the organisational strategy and objectives.



•



•



Play a key role in the delivery of the People Strategy.



•



Promote the Council’s values and principles when working with stakeholders and partners.



•



Contribute to the Equality and Diversity agenda.



•



Assist with the learning and development of colleagues within the HR function.



• Ensure adherence to relevant health and safety procedures. Advisory Service • Manage effectively a specified HR function, providing a defined service, (either across the Council, or for a department or dedicated service area). •



•



Ensure that all advice given is based on a thorough understanding of the business need, taking into consideration any management information, cost issues and budget constraints. Where appropriate, ensure the effective delivery of ‘sold’ services.
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 Human Resources VI Continued… •



Contribute to the achievement of corporate and departmental objectives through the provision of solution based advice and guidance to stakeholders.



•



Support the HR Business Partners in the preparation and implementation of the HR aspects of departmental business and service plans.



•



Support HRMT in the promotion and maintenance of effective employee relations, including leading specific joint consultation and negotiation processes as required.



• Where appropriate, will be responsible for managing a budget.. Strategic Development • Develop, formulate and implement key organisational strategies which support and deliver the organisation’s corporate agenda. •



Identify areas of ‘new initiative’ which will add value to the performance of the organisation.



•



Appraise and review Council employment policies to enable managers to manage performance effectively.



•



Take lead responsibility for monitoring and evaluating the effectiveness of all HR strategies.



Take lead responsibility in ensuring that policy development and advice reflects changes in employment legislation, case law, best practice and guidance. Organisational Change • Act as point of contact for the Change Management Unit for the provision of advice. This may include attendance at Programme, Project Board and team meetings, providing information to Programme and Project Managers for inclusion within business cases. •



•



Lead, as appropriate, in the provision of advice and support to programmes, projects and processes, linked, for example, to reorganisations, service reviews, amalgamations, including TUPE.



•



Ability to design organisational structures in line with the organisation’s design principles.
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 Human Resources VI Continued… Support HR Business Partners in reviewing service performance, identifying areas for improvement and efficiencies in specified areas. Resourcing • In liaison with the HR Business Partner, support the development of resource planning strategies, both corporate and departmental thus effectively contributing to the organisational development agenda, including:• Workforce Planning • Performance Management • Recruitment and Retention • Pay and Rewards • Equality and Diversity •



•



Assist the HR Business Partners in developing workforce initiatives which support the short, medium and long term skills profile requirements, including researching the national scene, analysing trends and providing recommendations for change.



•



Ensure the provision of management information and the maintenance of appropriate Management Information Systems, including the provision of timely and accurate information for performance/statistical returns.



Jobholder has considerable experience at Level V within a large, complex organisation and takes a lead role in directing and managing the provision of a defined HR service area to customers, including internal/external stakeholders and partners, ensuring the service is focussed on delivering innovative business solutions. Qualifications/Experience Relevant degree or professional/management qualification or relevant and significant operational experience at a level equivalent to the above qualification Member of CIPD (MCIPD)
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 SECRETARIAL JOB FAMILY Level 1



Representative Activities



Secretary I – Grade 4 •



Produces mainly standardised typed documents from machine dictation and hand-written drafts, planning layout and applying correct punctuation and spelling.



•



Performs routine duties such as filing, receiving and opening post, photocopying, faxing.



•



Receives incoming telephone calls, takes messages, answers routine questions or refers to appropriate person.



•



Maintains diary of appointments as required.



•



Assists other secretarial staff as required.



This is a first secretarial appointment requiring secretarial technical skills and knowledge of word processing packages, but minimum experience. The jobholder will typically support more senior secretaries by performing basic secretarial tasks. The jobholder will be expected to prioritise work received in order to meet deadlines on a day to day basis. Qualifications/Experience RSA II typing/word processing (35/40wpm). Literacy skills. Previous experience not essential.
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 Level 2



Representative Activities



Secretary II – Grade 5 •



Produces typed documents from shorthand/machine dictation and hand-written drafts using various software packages.



•



Sends out standardised correspondence e.g. acknowledgement letters, as directed by manager.



•



Acts as first point of contact for telephone calls and visitors to manager, answers routine questions, takes messages or refers elsewhere if necessary.



•



Maintains diary, arranges appointments and meetings as specified by manager.



•



Maintains filing system and may undertake some administrative tasks.



•



Opens, sorts and distributes incoming post and ensures despatch of outgoing post.



•



Maintains office stationery and re-orders when required.



Jobs at this level provide a secretarial service for one or more managers and require sound secretarial skills, previous secretarial experience at Secretary I level, and a good understanding of the department’s business and procedures. Jobholders will be expected to deal with others in a polite and courteous manner and, as a first point of contact for a manager or section, must be helpful and responsive. Jobholders may be directly responsible to the manager or report to a senior secretary or administrative post. Qualifications/Experience RSA III typing/word processing (60 wpm). Experience of routine secretarial tasks. Literacy skills and experience of software packages. .
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 Level 3



Representative Activities



Secretary III – Grade 6 •



In addition to the activities at Secretary II level, composes and sends out routine letters as directed by manager.



•



May draft more complex correspondence for approval.



•



Attends and minutes meetings as requested by manager.



•



Co-ordinates arrangements for a variety of meetings and assembles appropriate materials.



•



Performs administrative tasks such as collation and analysis of information.



•



May give guidance and allocate work to junior secretarial staff.



•



Screens telephone calls to manager, answers general enquiries and acts as receptionist for visitors.



Jobs at this level require well-developed secretarial skills, previous experience at Secretary II level, a sound understanding and involvement in the work of the department and awareness of the activities carried out across the County Council. Jobs at this level require the capability to deal with others with tact and sensitivity. Qualifications/Experience Experience of a range of secretarial tasks and competent in a range of software packages.
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 Level 4



Representative Activities



Secretary IV – Grade 7 •



In addition to the activities at Level III, will normally work for the head of a departmental branch or large service function, or report to a support services manager.



•



May supervise clerical staff undertaking routine work.



•



Managing the diary of appointments and meetings and screening incoming telephone calls becomes increasingly important at this level to assist their manager cope with the conflicting demands on their time.



Jobs at this level provide a full secretarial service for a senior manager, requiring a detailed understanding of the work of their department and knowledge of the activities carried out elsewhere in the County Council. The jobholder will be dealing with elected members, members of the public and senior officers in outside organisations and the ability to both identify and handle sensitive issues is essential. Qualifications/Experience Experience of the full range of secretarial duties at a senior level, supervisory experience may be required.
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 Level 5



Representative Activities



Secretary V – Grade 8 •



In addition to the activities at Secretary III and IV level, job holder will normally work for a Chief Officer in a major department.



•



May supervise a small team providing secretarial services to departmental management team.



•



Responds on the Chief Officer’s behalf to straightforward correspondence, undertake various administrative tasks without supervision and carries out ad hoc activities within general guidelines.



These jobs require a fully experienced secretary with a thorough understanding of the role of the Chief Officer they support and of the department in which they work, as well as a good general understanding of the activities of the County Council as a whole. The emphasis is on the provision of a good all round support service rather than just technical secretarial skills. Qualifications/Experience Experience of providing a full secretarial/PA service at a senior management level, including supervisory experience.
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 Level 6



Representative Activities



Secretary VI – Grade 9 •



In addition to the activities at Secretary V, employees at this level will work for the highest level of senior management.



•



Such jobs require an experienced secretary who would have a thorough understanding of their managers’ role within their department and the organisation overall.



•



Posts at this level whilst not necessarily responsible for staff in general, or a team of secretaries, would have an overview of the standards of secretarial services and the secretarial function itself across the authority.



•



The experience required at this level will encompass having considerable political awareness, sufficient to operate to a manager having a high profile role within the organisation.



This is the highest secretarial level in the County Council and as such sets the standard for secretarial services throughout the County Council. The jobholder will have considerable experience of working in a senior secretarial position within the County Council and be able to deal effectively with elected members, Chief Officers and senior managers from outside authorities. Qualifications/Experience Experience of providing a full secretarial/PA service at a senior management level, including supervisory experience.
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 TECHNICAL JOB FAMILY Level 1



Representative Activities



Technician Level I – Grade 4 •



Operation and cleaning of simple machines/equipment specific to the job, e.g. photocopier/franking machine/test tubes/models/light table etc.



•



Basic day-to-day maintenance of machine/equipment referring non-routine faults to the supervisor, e.g. replacing ink cartridges/toner/tape heads/OHP’s etc.



•



Provision of general support activities, e.g. conveying/carrying equipment/technical plan filing/first point of contact etc.



•



Taking of simple messages and or notes e.g. by telephone.



•



Maintenance of simple databases, using IT equipment as necessary, requiring only the basic ICT skills, e.g. inputting and retrieval not manipulating data.



•



Basic work on technical plans from detailed instruction, e.g. colouring/planfolding etc.



•



Ability to undertake the simplest of arithmetic calculations e.g. adding, subtracting, dividing by means of computer/calculator etc.



Jobholder requires familiarity with straightforward technical routines and simple equipment. Minimal work planning is needed in order to meet deadlines on a day to day basis. Qualifications/Experience Numeracy, literacy and keyboard skills. Limited experience desirable but not essential.
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 Level 2



Representative Activities



Technician Level II – Grade 5 •



Inputs information onto computer database and extracts information that may require some manipulation of data.



•



Maintains stock levels of stationery/technical consumables by reordering against pre-determined levels within budget for approval by supervisor.



•



Processes basic information, e.g. worksheets, checking for completeness and/or errors, resolving routine queries.



•



Operation and maintenance of equipment and machinery specific to the work of the section.



•



Respond to routine correspondence from standardised information e.g. requests for routine information.



•



Undertakes routine calculations, using calculator/computer.



•



Assists as directed in carrying out work on technical plans.



•



Answers standard enquires by telephone or in person from public/other employees and makes routine calls to obtain information/resolve queries.



Jobholder carries out range of routine tasks within set procedures and deadlines. Some freedom in organising daily workload. Supervisor is generally available to answer queries. Qualifications/Experience Experience of routine technical support tasks. Numeracy, literacy, and ICT skills.
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 Level 3



Representative Activities



Technician Level III – Grade 6 •



Orders/requisitions equipment and materials for use in job (approved by supervisor) e.g. general consumables etc.



•



Completion of relevant work documentation, e.g. worksheets / costing / timesheets etc.



•



May provide guidance/advice to others e.g. general assistance/monitoring of work on an ad hoc basis (not a constant feature of job), answers routine queries both verbally and in writing.



•



Establishes customer requirements within limited alternatives through direct dialogue using own initiative/experience.



•



Operation and/or basic maintenance of machines/equipment, e.g. theodolite / multimeter for testing of machines in schools etc.



•



Undertakes more difficult calculations using IT equipment as necessary, e.g. job costing from set prices, checking quantities etc.



•



Required to draft standard correspondence including note taking using IT equipment as necessary, e.g. letters/memo’s/electronic mail etc.



•



Gives advice on simple work related issues, e.g. work policies and procedures/basic fact giving (answers will be well established) etc.



•



May have responsibility for certifying that a visual check of equipment has been carried out.



Jobholder has good understanding of technical procedures related to job and how they fit into function of section/work area. Organises and prioritises work on at least a weekly basis, requires minimal supervision to complete tasks within set procedures. Qualifications/Experience Experience of a range of technical support tasks. NVQ Level 2 or equivalent, or equivalent level of experience. ICT proficiency in specific software packages as required by job.
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 Level 4



Representative Activities



Technician Level IV – Grade 7 •



May have responsibilities for the supervision of junior colleagues, e.g. allocation of work, ensuring deadlines are met, checking quality of work. •



Responsible for diagnosing and rectifying routine faults and problems with specialised machines and equipment.



•



Processes various types of documents requiring a degree of calculations, some of which may be complex e.g. variations to contracts.



•



Uses databases to produce analyses of information, e.g. spreadsheets, which may require some manipulation of data. •



Answers general enquires from contractors, clients, members of the public within own sphere of work.



•



May assist on site undertaking surveys, attending progress meetings with contractors.



•



Produces documents e.g. technical drawings, tender documentation involving the use of computer packages.



•



Responsible for the health and safety of self and others in context of own job.



•



May be involved in monitoring income/expenditure of schemes/projects, involving collection, inputting, sorting and extracting information on databases.



Jobholder requires in-depth knowledge of technical procedures relevant to job in order to carry out a range of tasks to a required standard. Plans and prioritises own work within established routines, referring only complex issues to manager. Qualifications/Experience Experience of carrying out a range of technical support tasks. Some supervisory experience may be required. NVQ 2 or equivalent, or equivalent level of experience.
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 Level 5



Representative Activities



Technician Level V – Grade 8 •



Works to established procedures requiring some specialist knowledge, e.g. drawing plans/advice on hearing aids/tenancy agreements/operation of portable appliance test equipment. •



Orders/requisitions equipment and materials (using value for money criteria) for use by self and others within appropriate delegated authority.



•



Verification of documentation and subsequent action, e.g. worksheets/costing/insurance claims etc.



•



Ensures tasks are completed to appropriate quality control standards. •



Establishing customer requirements (may be on site) giving detailed advice, e.g. to general public/land owners/Parish Councils/Members/other departments etc.



• May have formal responsibility for supervising the work of others, including routine monitoring, prioritising tasks, assisting with recruitment, selection and the induction of new employees.



•



Responsible for diagnosing and rectifying more complicated faults/problems with specialist machines/equipment, e.g. theodolite/faulty power supply/audio visual equipment etc.



•



Undertakes more complicated calculations using IT equipment as necessary, e.g. analytical work/data manipulation/interpretations/use of scale rules etc.



•



Produces a range of written documentation and works instructions using IT equipment as necessary, e.g. notes/letters/minutes/quotations/works orders etc.



•



Giving advice as appropriate on a range of technical work related matters, e.g. within defined financial procedures, attending court as witness/information to solicitors on boundary issues, etc.



•



May be responsible for safety of others in context of own job.
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 Technician Level V Continued … Jobholder will be competent in a range of technical skills and able to organise own work with little reference to manager in order to meet deadlines/targets. May involve contact with the public, contractors giving advice, guidance etc. Qualifications/Experience BTEC National or NVQ Level 3 or equivalent, or equivalent level of experience. Experience of a range of technical procedures, likely to require supervisory experience.
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 Level 6



Representative Activities



Technician Level VI – Grade 9 •



Works to policies and procedures where some degree of interpretation and/or evaluation may be required, e.g. planning permission, contract documentation, etc. •



Orders equipment/materials for use by self and/or others within appropriate delegated authority, e.g. IT equipment.



•



Drawing up and completing a range of technical documents, e.g. plans, specification, contract documents worksheets.



•



Ensures jobs, including those carried out by contractors, are carried out to appropriate standards, e.g. QA/value for money cost and time targets and/or final claims etc. •



Provision of information/data to other bodies/organisations to secure any available funding, e.g. school threshold payments/Student grants etc.



•



Giving specific technical advice within own sphere of work, e.g. legal, financial etc.



•



Responsible for the work of others, e.g. output/quality giving instructions/on the job training etc.



•



Responsible for diagnosing and rectifying more complicated faults with IT systems e.g. schools SIMS programme, FEASTPLUS etc.



•



Undertakes more complex mathematical calculations subject to verification, e.g. design calculations (both manual and computerised)



•



Produces a range of complex written documentation both manual and computerised e.g. giving general response to Members on straightforward issues/contribution to committee reports etc.



•



Responsible for the design of small permanent or temporary works, e.g. traffic schemes etc.



•



Giving higher level advice on matters requiring some interpretation, e.g. Awards Regulations/Orders/Legislation etc.



•



May have responsibility for safety in work area, e.g. service users, employees etc.
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 Technician Level VI Continued… Jobholder requires well-developed technical skills in order to carry out a range of complex activities and meet set objectives. May supervise junior staff of contractors to ensure required standards are met. Qualifications/Experience BTEC Higher or NVQ 4 (or equivalent) or equivalent level of experience. Considerable experience of a range of technical procedures, likely to include managerial experience for employees and/or resources.
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 Level 7



Representative Activities



Technician Level VII – Grade 10 •



Ensures completion of jobs/contracts/projects to appropriate standard and time scales including preparation of financial claims and financial monitoring. •



May be responsible for the management and/or supervision of employees including contractors, e.g. coaching/counselling or competency issues.



•



Undertakes more complex mathematical calculations where the consequences of errors are significant, e.g. bridge slab design/heating system calcs, etc.



•



Produces a range of more complex written documentation making use of IT equipment as necessary, e.g. drafting committee reports, letters giving complex explanations including to Members.



•



Giving higher level advice on matters requiring interpretation and identification of alternative solutions, e.g. restoration of artefacts/site construction issues/new software/Award Regulations, may involve negotiations with other bodies etc.



•



Responsible for the design of small to medium schemes, e.g. shuttering for structures etc.



•



May have responsibility for site safety. E.g. risk assessments, contractors.



•



Orders equipment/materials for use by self and/or others within appropriate delegated authority.



•



Represent the Council at meeting of external bodies giving evidence and answering a range of questions, e.g. Parish Councils/District Councils/Public Hearings/Consultations/Public Inquires etc.



•



Responsible for the completion and submission of competitive bids for funding, e.g. lottery monies.



Jobholder will have considerable technical skills often gained through many years’ experience. Will manage their own work activities and may manage the activities of others e.g. junior staff, contractors. Will have authoritative knowledge of their own area of work and give specialist advice/guidance. 65



 Technician Level VII Continued… Qualifications/Experience BTEC Higher or NVQ 4, or equivalent level of experience. Experience of carrying out complex technical procedures to support a service area.
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 Appendix 3



JOB EVALUATION FAMILIES - GRADES AND ESSENTIAL QUALIFICATIONS/EXPERIENCE Grade



Pay Points



Admin Quals/Exp



3 4



4 to 5 6 to 8



5



9 to 11



Minimal or no prev exp Limited basic clerical experience desirable but not essential. Numeracy, literacy and keyboard skills Experience of routine clerical tasks. Numeracy, literacy, and ICT skills.



6



12 to 15



Experience of a range of clerical tasks. ICT proficiency in specific software packages as required by job. NVQ 2 or equivalent, or equivalent level of experience.



7



16 to 19



Experience of carrying out a range of administrative tasks. Some supervisory experience may be required. NVQ 2 or equivalent, or equivalent level of experience.



8



20 to 23



BTEC Nat or NVQ3 or equiv or equivalent level of experience. Experience of a range of administrative procedures, likely to require supervisory experience.



Finance Quals/Exp



HR Quals/Exp



Secretarial Quals/Exp



Technical Quals/Exp



RSA II typing/WP (35/40 Numeracy, literacy and keyboard wpm) literacy skills. Previous skills. experience not essential. Limited experience desirable but not essential.



Intermediate AAT qualification or NVQ Level 3 (Accountancy) or equivalent or equivalent level of experience. Some relevant financial experience including budgeting, management accounting and general accounting.



Certificate in Personnel Practice (CPP) OR NVQ Level 3 and/or relevant experience as alternative to CPP or NVQ



RSA III typing/WP (60 wpm). Experience of routine secretarial tasks. Literacy skills and experience of software packages. Experience of range of secretarial tasks and competent in a range of software packages.



Experience of routine technical support tasks. Numeracy, literacy, and ICT skills.



Experience of the full range of secretarial duties at a senior level, supervisory experience may be required.



Experience of carrying out a range of technical support tasks. Some supervisory experience may be required. NVQ 2 or equivalent, or equivalent level of experience.NVQ2 or equiv. +



Experience of providing a full secretarial/PA service at a senior management level, including supervisory experience.



BTEC National or NVQ Level 3 or equivalent, or equivalent level of experience. Experience of a range of technical procedures, likely to require supervisory experience.



Experience of a range of technical support tasks. NVQ Level 2 or equivalent, or equivalent level of experience. ICT proficiency in specific software packages as required by job.
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 9



24 to 27



BTEC Higher or NVQ4 (or equiv) or equivalent level of experience. Considerable experience of a range of administrative procedures, likely to include managerial experience for staff and/or resources.



10



28 to 31



BTEC Higher or NVQ4 or equiv level of experience. Experience of developing, implementing and managing administrative systems and procedures to support a service area.



11



32 to 35



12



36 to 39



Certificate in Personnel Practice (CPP) or NVQ Level 4 and/or studying for CIPD (Graduate CIPD) or appropriate Degree and/or relevant HR experience as an alternative to CPP/NVQ/appropriate Degree Final AAT + relevant post Graduate CIPD or qualification experience or appropriate Degree and/or part (year 2) CCAB + relevant HR experience as relevant experience or an alternative to equivalent relevant CIPD/appropriate Degree experience. Considerable experience of a range of accounting processes. Relevant Degree or professional/management qualification or Relevant and significant Operational experience at the level equivalent to the above qualification. Member of CIPD. CCAB professional Relevant degree or qualification with relevant professional/management experience or MAAT with qualification relevant post qualification or experience, or equivalent Relevant and significant and continuing operational experience at professional development. the level equivalent to the Significant experience of a above qualification wide range of accounting Member of CIPD (MCIPD) processes including critical analysis of financial management and production of reports, analysis and interpretation of financial data and explaining implications to



Considerable experience of providing a high level secretarial/PA service at a Senior management level, including supervisory experience.



BTEC Higher or NVQ 4 (or equivalent) or equivalent level of experience. Considerable experience of a range of technical procedures, likely to include managerial experience for employees and/or resources.



BTEC Higher or NVQ 4, or equivalent level of experience. Experience of carrying out complex technical procedures to support a service area.
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 13



40 to 43



14



44 to 47



senior managers and playing a full part in annual budget process and financial accounts. CCAB or equivalent with substantial experience of accounting procedures in a complex financial environment, significant supervisory experience and continuing professional development. Experience of a wide range of accounting processes including planning, developing, implementing and managing processes/systems. CCAB or equivalent with significant experience at a professional level and significant supervisory experience and continuing professional development. Experience of a wide range of accounting processes including planning, developing, implementing and managing processes/systems, advising on policy and completion of accounts. Significant managerial experience of employees or resources.



Relevant degree or professional/management qualification or Relevant and significant operational experience at a level equivalent to the above qualification Membership of CIPD (MCIPD)
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 Appendix 4 QUALIFICATIONS FRAMEWORK NQF level Entry



General (Academic)



Vocational



Occupational



- Entry level certificates



- Skills for Life



- basic knowledge and skills



- Functional Skills at entry level (English, maths and ICT)



- English for Speakers of Other Languages (ESOL)



- ability to apply learning in everyday situations - not geared towards specific occupations



Other Languages (ESOL) 1 Entry



- GCSEs grades D-G - OCR Nationals



- Key Skills level 1 - Skills for Life



- NVQs at level 1



- basic knowledge and skills - ability to apply learning with guidance or supervision - may be linked to job competence



- good knowledge and understanding of a subject - ability to perform variety of tasks with some guidance or supervision



- BTEC Introductory Diplomas and Certificates 2



- GCSEs grades A*-C



- Key Skills level 2



- NVQs at level 2



- OCR Nationals



- Skills for Life



Foundation Modern Apprenticeship



- BTEC First Diplomas and Certificates 3



- A levels



- BTEC Diplomas, Certificates and Awards



What they give you



- appropriate for many job roles



- NVQs at level 3



- ability to gain or apply a range of knowledge, skills and understanding, at a detailed level
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 - Advanced Extension Awards



- BTEC Nationals



Advanced Modern Apprenticeship



- appropriate if you plan to go to university, work independently, or (in some cases) supervise and train others in their field of work



- GCE in applied subjects - International Baccalaureate - OCR Nationals



- Key Skills level 3



4



-Certificate of Higher Education



- BTEC Professional Diplomas, Certificates and Awards



- NVQs at level 4



- Diploma of Higher Education



- HNCs and HNDs



- NVQs at level 5



- Diploma of Further Education



- BTEC Professional Diplomas, Certificates and Awards



- specialist learning, involving detailed analysis of a high level of information and knowledge in an area of work or study - appropriate for people working in technical and professional jobs, and/or managing and developing others - ability to increase the depth of knowledge and understanding of an area of work or study and respond to complex problems and situations



5



- Foundation Degrees



- involves high level of work expertise and competence in managing and training others - appropriate for people working as higher grade technicians, professionals or managers



- Higher National Diplomas



6



- Honours Bachelors Degrees



- BTEC Professional Diplomas, Certificates and



- a specialist, high-level knowledge of an area of work or study, to enable you to
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 7



- Graduate Certificates and Diplomas



Awards



use your own ideas and research in response to complex problems and situations - appropriate for people working as knowledge based professionals or in professional management positions



- Masters degrees



- BTEC Advanced Professional Diplomas, Certificates and Awards



- highly developed and complex levels of knowledge, enabling you to develop original responses to complicated and unpredictable problems and situations - appropriate for senior professionals and managers



- Postgraduate certificate and diplomas



8



- BTEC Advanced Professional Diplomas, Certificates and Awards - Specialist awards - Doctorates



- opportunity to develop new and creative approaches that extend or redefine existing knowledge or professional practice - appropriate for leading experts or practitioners in a particular field
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