Job Skills Analysis Form

Job Skills Analysis
	Name:

	

	Designation
	


	School / Department / RI
	


	Line Manager’s name
	


	Hours of work
	


	Current grade and salary
	


	Date of commencement in post
	


	Date of continuous service at Keele University
	 


	Contact telephone number
	


	E-mail address
	



Reason for seeking redeployment: (please tick)

	At risk of redundancy   







	 FORMCHECKBOX 


	Approaching the end of a fixed term contract
	
 FORMCHECKBOX 



N.B.  You will be placed on the redeployment register, once you have completed this form, usually for a period no longer than 3 months.    The register is monitored by your Link HR Adviser, and your skills, as detailed on this form, will be matched to vacancies as they arise. 

If suitable alternative employment is identified, you will be contacted to discuss whether you wish to be put forward for interview.  You will still be required to complete an application form for the post. 

You may find it useful to refer to the University’s Job families when completing this form:

http://www.keele.ac.uk/hr/payjobevaluation/
Current job details (Title, details of duties, areas and level of responsibility, etc):
For example:

Presentation Skills – In my role I am responsible for delivering training courses to staff groups of between 6-12 people. I use exercises and case studies to facilitate learning.

________________________________________________________________________________

Please list, and give brief examples of, the key skills you have (these may be outside the remit of your current role): (please continue on a separate sheet if necessary)
Please state detail below, any transferable skills and abilities that you have, and your achievements over the last five years: (these may be employment-related or skills you have obtained outside of work) 

For example:

Organisation skills – I gained a Masters Qualification by studying in my own time whilst still working full time hours.

________________________________________________________________________________

Please state below, any practical, physical or health restrictions that you have (if any), which may affect your ability to carry out any types of duties or undertake particular types of role: 

Please give details of any support or adjustments you require at work (if any).  This may be specialist software or equipment, wheelchair access, etc.  (Support may or may not be related to a disability):

Please state below, the types of post that you would not be interested in, and briefly, your reasons for this. If you would consider any role please leave this blank:

Any other supporting information or comments: 

Signed:

Print name:

Date:

Please contact your Link HR team should you wish to amend or update your JSA at any time.  For further information, please refer to the Staff Redeployment Procedure, which is available from your Human Resources Link team.
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