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QUEEN’S UNIVERSITY OF BELFAST

NEW POST GRADING FORM
Process
1. It may not be necessary to complete a new Job Summary as People and Culture holds a bank of Job Summaries for all grades and categories of staff across the University. It is therefore essential that you consult, in the first instance with the HR Business Partner designated for your area, who will provide guidance and assistance in completing the relevant documentation.  

2. If it is agreed that a new Job Summary is needed, this form must be completed by the line manager and signed by the Head of School/Director. A new Job Summary form must also be completed, in conjunction with the HR Business Partner designated for your area and attached to this form.   
3. In order to avoid any unnecessary delay in advertising your post it is important that all documentation is forwarded to your HR Business Partner at the earliest opportunity and preferably before post approval is sought. 
4. A Central Moderation Panel will meet to review the grading of new posts.

	1.
	Section A
Proposed Post Title:           _________________________________
Proposed Grading:             _________________________________
Department/School:            _________________________________
Is this a replacement post that has been graded before?

	yes/no

	
	If yes and there has been no substantial change the post may be advertised without referral to the Central Moderation Panel.



	2.
3.


	Is this a new post that has been benchmarked against an existing post?

If yes please give details of benchmark post and complete Section B
Is this a new post to be graded?

If yes complete Section B below.


	yes/no

yes/no




	1.

2.

3.

4.

5.
	Section B
Please detail background relating to the creation of this new post.

If post has been created following restructuring please detail when restructuring was approved and by whom. 

Please state the budget responsibilities of the post holder i.e. the amount and level of authority which the post holder would have over the budget, if any.

Please attach the organisational chart for the department/unit. This should include details of the number of staff and their grades to be managed by the post holder. If new post has been created as a result of a restructuring details of the new and old structure should be provided.

Has the restructuring and/or the creation of the new post had any impact on the duties and responsibilities of other posts within your area? If so please detail.




Authorisation
I confirm that the above information is accurate.
Director/Head of School

______________________________ (Signature)

Please note that the appropriate post approval is required before any recruitment exercise can take place.
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