	GLPC JOB EVALUATION QUESTIONNAIRE



	The purpose of the questionnaire is to record the key information and the job content required to compile an accurate role profile and to supply the necessary information for the role to be evaluated under the GLPC scheme.

Information supplied in this questionnaire should relate to the post and not to the person currently in role.  

The questionnaire should be:

· completed by the post holder, ideally involving their trade union representative

· signed off by the line manager

· submitted for evaluations, together with both the final role profile and an organization chart.


	Job Title:


	Job Title of Line Manager:

	Department/Section:
	Pre-Evaluation Grade:



	Post Number:


	Date Questionnaire Completed:

	Name of Post Holder:


	Name of Post Holder’s Line Manager

	CONTENTS AGREED

Name of post holder:         

Signature of post holder:

Date:

Name of line manager:

Signature of line manager:

Date:



	1. Main Purpose/Reason for the job role 

 In one or two sentences, describe the overall purpose of the job role (i.e. why does the role exist?) 



	Main responsibilities, Duties and Tasks

List the main duties and tasks that need to be completed in order to fulfill the job role purpose that you have just described (unlikely to be more than six). 

	Six main duties/ tasks:


	Proportion of time spent & frequency of duty i.e. weekly, daily, annually etc.

	

	2.  Supervision & Management of People

	How many people to you supervise or manage?
	

	Do you manage employees directly or share responsibility with another supervisor/manager?
	Directly / Shared

	Do you supervise or manage as a deputy to a permanent supervisor or manager?
	Yes / No

	If you supervise or manage as a deputy, how often does this occur?
	

	Do you lead a project team?  If yes, which one and for how long?
	

	Are the employees you manage based at one or more location(s) or are they mobile?  If more than one location or mobile, please give details.
	

	Do you have responsibility for contract or agency workers? If so, how many?
	

	Do you have responsibility for allocating, instructing, directing, and/or organizing work? If yes, please give brief details.



	Are you responsible for performance management i.e. checking work, carrying out appraisals, arranging training and/or dealing with discipline?  Please give brief details.



	Are you responsible for implementation of Council procedures e.g. health and safety, welfare, absence management?  If yes, please give details.



	

	3. Creativity & Innovation – the extent to which the work requires innovative and imaginative responses to issues and in the resolution of problems.

	Give examples of creativity & innovation required for the role that you do in terms of design, tendering, counseling, caring, application of IT, policy development, interpersonal skills, written or spoken word. 



	Give examples of your daily/weekly responses to problems



	To what extent is your job/work determined by guidelines, procedures and systems?  

Indicate how.



	Give examples of where you have had to find a solution or a new response to issues/problems e.g. caring, advocacy, counseling.



	

	4. Contacts & Relationships – the degree of personal contact and the nature of relationships required to carry out the job role.

	WHO

(own section/other depts./public/external groups/organizations)
	WHY

(reason for contact)
	FREQUENCY

(daily/weekly/ monthly/annually etc)

	
	
	

	Do you represent or negotiate on behalf of the Council?  If yes, please give details regarding circumstances and frequency.



	

	5. Decisions and Discretion – the requirement to make decisions for which you have the authority to do so and recommendations to others i.e. to the decision maker(s). 

	Give examples of the most important decisions and recommendations that you make and the affect of the decisions and recommendations in terms of who it affects i.e. department/directorate/clients/public/other departments and any financial implications:

	Description of Decision / Recommendation 


	Impact of Decision / Recommendation 

	If some thing goes wrong, what are the consequences of any decisions or recommendations you make for the groups affected?

 
	

	If something goes wrong, whom would you inform and how quickly could the error be rectified?


	

	On What issues do you go to your manager for advice/guidance?
	

	What policies/procedures/working standards/guidelines affect your decision-making?
	

	What are the financial/operational limits?
	

	Is your manager/supervisor based at the same location and readily available to offer guidance and advice?  If not, describe the circumstances.
	

	

	6. Resources 

	What physical resources are you personally responsible for e.g. tools, equipment, vehicles, plant and clients property?



	What financial resources are you personally responsible for e.g. cash, cheques and to what value?



	Is the responsibility continuous or shared with others?


	Yes / No

	How often do you handle the resources e.g. Daily / Weekly/ Monthly/Annually?
	

	

	7. Work Environment

	How is your work planned?  



	Describe your regular work pattern



	Is your work subject to interruption?  If so, what causes the interruption?  Please give examples.



	Is your work subject to deadlines?  If so, give examples and frequency.



	Describe your working conditions e.g. office/depot/client’s house/workshop/outside.  



	Does your normal work environment expose you to weather, noise, dirt, driving?  Please describe.



	Does your normal work environment expose you any potential risks e.g. to your personal safety, health.  If so, please describe who or what poses the potential risk and the frequency of exposure.



	If you work with public or clients, can you call upon immediate support and assistance from other members of staff?  If yes, please describe who you would call upon and how.



	

	8. Knowledge and Experience

	What specific qualifications and skills are required to carry out this role? (e.g. caring, communication skills – written/spoken, academic qualifications, dexterity, linguistic, literacy, numeracy, supervisory skills, technical etc).



	Which from the list you have given are the most important?  Please indicate is there is a legal requirement for a particular qualification.



	What level of experience is required for the post?  (e.g. voluntary work, academic, domestic, driving, non-work environment etc)



	

	9. Other Information / Observations

	Please add any further information that will assist with the job role evaluation that has not already been covered in the questionnaire.




