Queen’s University Belfast
Guidance Notes for the Completion of Job Summary Form
Introduction
1.1
In order to move staff onto the new grading structure the University must have accurate, up-to-date and agreed job information.  A job summary form will have to be completed for every job in the University below Professorial and Director posts. In many cases, a generic job summary will cover a number of posts. For example, Academic and Operational staff will not be required to complete individual forms. In other cases, an individual job summary form will have to be completed.  Your manager will advise you on which approach is most appropriate.  
1.2
Examples of completed job summaries are available from People and Culture. These are in the form of Word documents so that you can copy and paste sections if they are appropriate to your job.
1.3
The notes below have been prepared to help you complete the job summary form and relate to each section as follows:

· Job Title
· Department/School/Unit
· Report To
· Job Purpose
· Main Activities/Responsibilities
· Planning and Organising
· Resource Management Responsibilities 
· Internal and External Relationships
· Qualifications, Knowledge, Skills and Experience required.  
· Signatures
2.
General advice on the completiion the Job Summary template.

2.1
Please read through the notes thoroughly before completing each section of the form. You may find it helpful to produce draft documentation to form the basis of an initial discussion with your line manager.

· It is important that all the relevant sections are completed and that you clearly describe your role. 
· Do not use acronyms and avoid assumptions about the level of prior knowledge others may have about your job.  
· Only the space provided on the form should be filled.  Your completed form should not exceed 2 pages. The 3rd sheet should be for signatures only.
· Any expansion of the form, additional information or supporting letters will not be accepted.
· The only additional information required will be a full organisational structure for your area. These have already been completed for most areas and will be supplied by the Head of School/Director.
· Depending on the nature of your job, you may find that you do not need to complete some sections of the questionnaire. Please indicate ‘not applicable’ where appropriate.
· Your answers should describe your job as not as it should or might be.

2.2
Once you have completed the form, you should arrange to discuss the contents with your manager, as it will need to be agreed by you and your manager as a true reflection of the job.  The completed form will then be signed by the appropriate line manager and your Head of School/Director.

3.
Detailed advice about using the Job Summary Template
3.1
Ref: No.:
Leave blank as a reference number will be given to each role by People and Culture.
3.2
Job Title:
This is your current ‘job title’. If you are unsure please discuss with your manager.  This must be an agreed title which exists within the current structure. The post holder’s name should not be included in the form.
3.3

Directorate/School/Unit:
Enter the name of the Directorate/School/Unit, or other part of the University for which you work, (e.g. Estates Directorate, School Of History, Anthropology, Philosophy and Politics).

3.4

Report to:

This should be the title of the post to which you report, (e.g. Head of School, Cleaning Supervisor, Chief Technician) rather than the name of an individual. If you are answerable to more than one post for different areas of your responsibilities, please give a brief indication of this division of reporting responsibilities.  For example ‘Report to Departmental Manager for technical duties and Departmental Secretary for clerical tasks’
3.5

Job Purpose:
This should be an accurate and concise statement of the contribution your job makes to the University.  It should summarise the overall role of your job from the University’s point of view.  This statement should be brief and should not exceed one paragraph in length.

The purpose does not include a detailed list of how the job is done, nor is it a list of problems, tasks and activities.

You may find it easiest to complete this section last after giving thorough consideration to all aspects of your job, and considering the following questions:

What is it your job is intended to achieve?

What would not get done if your job did not exist?

What is the particular contribution your job makes to the University?

3.6

Main Activities/Responsibilities
Please describe the key outputs of your job. It is not necessary to write the responsibilities in order of importance, but try to follow a logical sequence. Most jobs will have about 6 to 8 statements in total. More than 10 may mean that the statements are going into far too much detail.
A helpful approach is to ask yourself what are the key areas in which results must be achieved in order to fulfil the overall purpose of the job.
You might find it useful to list the relevant areas for your own job as a first step. The next step is to consider what you do in relation to each of these key areas, and what the end results ought to be. Each responsibility statement should follow the format - ’what is done, to what or with whom, to achieve what end result’.

You may find using a table such as this below helpful in drafting the responsibilities for your job. When transferred to your job description there should be a sentence for each responsibility statement. 

	Type of job
	What is done:
	To what /with whom :
	With what end results:

	
	
	
	

	Porter


	Move and set up
	Furniture and equipment in rooms throughout the University
	So that meetings and conferences can take place.

	
	
	
	

	Clerical
	Maintain and update
	The student  database within the School


	So that accurate and reliable information is available to Senior Management 

	
	
	
	

	Technical
	Provide technical assistance
	To academics, researchers and students
	 So that experiments and research are completed in an efficient and timely manner.

	
	
	
	

	Administrator
	Supervise and develop
	The team
	So that staff have the motivation and skills to deliver required levels of performance


When you have drafted your statements, check that they comply with the following:

· Taken together they represent all of the key responsibilities of your job (although the relative importance of each of these may change from year to year).
· They focus on results, not tasks or activities.
· Each one is distinct from the rest, and describes a specific area in which results must be achieved.
· They relate specifically to your own job.
3.7
Planning and Organising
This section is about the planning and organising that your job involves. This may be the direct requirement to plan and organise your own workload, that of other people, or the allocation and use of resources.

It would be useful to cover:

· How does work come to you?
· How do you plan to deal with it?
· To what extent can you plan ahead, and to what extent is your job primarily reactive?
· Over what timescale do you plan (daily/monthly)?
3.8.
Resource Management Responsibilities (e.g.  people, finance, equipment etc)

In this section include information about the resources that you are responsible for, eg.
People:
The number of staff who report to you

Finance:
The number and type of budgets managed

Other: 
Information about the resources that you manage, such as stock, equipment and machinery. Where possible, please include the quantity and/or approximate value of resources
3.9
Internal and External Relationships

Please identify the most significant internal (within the University) and external (outside the University) relationships that you have in your job. Please also describe the overall purpose of these relationships and the nature of the contact you have (for example, exchanging information, negotiating, motivating etc). Do not describe every relationship that you have – only those that play an important part in getting your job done.

3.10
 Qualifications, Knowledge, Skills and Experience Needed
Here you should describe the qualifications, knowledge, skills and experience NEEDED to perform your job at the required level. Please focus on describing the skills, knowledge and experience necessary for this role – it may not be relevant to list your own personal skills, experience and qualifications unless these match to the needs of the role. You should discuss and agree this with your manager.
Please note that:

· Describe/list qualifications only if they are necessary or clearly desirable requirements for the job. 
· Indicate if there is a job requirement to maintain professional accreditation/technical proficiency/expertise through appropriate updating of skills and knowledge
· Be specific about knowledge and skills, for example; ‘An up to date and comprehensive knowledge of employment law is essential’
· If there is any specific requirement for previous experience, please specify the length and/or type needed (e.g.):‘3 years previous management experience is essential as a minimum for Assistant Manager level ’.
3.11.
Signatures
The line manager, who will be most appropriate to sign off your job summary, will be agreed within the School/Directorate. Completion of the form should be an active partnership between the line manager and the post holder or group of post holders, involving discussion and agreement about the role. Once agreement on the final content of the form is reached, you and your line manager should sign the form in the space provided.

The appropriate Head of School/Director will “sign off” the job summary form, to endorse the details given by the post holder/s.   

Where a post holder reports directly to the Head of School/Department the Faculty PVC/Director will be required to countersign the form. Where the post holder reports directly to the Faculty PVC/Director only the signature of the Faculty PVC/Director is required.

