








Request for evaluation of a new or amended Job Description for Schools

To request an evaluation of a new or amended job description, please complete this form and attach:

1. The new job description 

2. The previous job description if amendments have been made

3. The person specification or selection criteria

4. A structure chart

Return it to hradvicedesk@oxfordshire.gov.uk. For advice call 01865 816650.
Job Title:     
School:     
Is this a new or existing job?        

For Existing Posts 

Changes to job descriptions must be agreed by the Headteacher or other Senior Manager? Please provide details of the authoriser:

Name of authoriser:      Position held:     
Will this evaluation impact on any other posts (e.g. how many staff hold the same role in the school?)     
What is the current grade?      
Why have the changes been made?      
(e.g. to reflect increased responsibility)

Who is the current post holder?     
Note: This information will help the Job Evaluation Team to identify any previous evaluation of the post.

For New and Existing Posts

Do you think the job closely matches one of the standard descriptions listed in the “Guide to Evaluated Grades for School Support Staff” available at 

Guide to evaluated grades for school support staff jobs (pdf format, 287Kb)
If yes, which one?     
Please note any areas of difference from the standard description:      
Your contact details for response and further information:

Name:     
      Job title:     
Telephone number:      
Please complete Section B of the form as thoroughly as possible overleaf.




















Request for evaluation of a new or amended Job Description for Schools

Please give examples of particular skills or experience required in the following areas:

Knowledge (breadth/diversity/range/depth/complexity)

     
Mental Skills (analytical/problem solving/judgemental/creative)

     
Interpersonal and Communication Skills (to what purpose are these skills put e.g. motivating/training/negotiating/obtaining information from others?)

     
Physical Skills (to what extent does the post holder require physical skills, i.e. qualified typist, updating spreadsheets, driving of vehicles)

     
Initiative and independence (What level & degree of direction & guidance from policies, procedures and their line manager will there be?  To what extent are they required to quality check and organise their own work?)

     
Physical Demands (What level of physical effort is required in the job?)

     
Mental Demands (To what extent will there be a need to switch between tasks, deal with interruptions and conflicting demands and to what extent is the post holder required to concentrate and pay close attention)

     
Emotional Demands (To what extent does the post holder come into contact with pupils who are upset or unwell or who’s circumstances are such as to cause stress to the job holder?)

     
Responsibility for People (To what extent is the post holder responsible for the health and safety or well being of others, including pupils, or for providing an internal service to staff or pupils?) 
     
Responsibility for Supervision (Does the post require the direction or supervision of other employees? If so how many and is it a managerial responsibility?)

     
Responsibility for Financial Resources (What responsibility is there for finance?)

     
Responsibility for Physical Resources (What responsibility is there for physical resources e.g. data, records, equipment, buildings?)

     
Working Conditions (What contact will the post holder have with people who are likely to be angry, difficult or abusive? Do they have to work in disagreeable, uncomfortable or hazardous conditions?)
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