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JOB FAMILIES

INTRODUCTION

The University has introduced five job families: Academic, Managerial and Specialist, Administrative, Operational and Technical.  Each job family contains a role profile for each grade within that family, except the Academic job family which comprises three job groups each containing the role profiles for that group.

The job family structure is as follows:

	GRADE
	JOB FAMILY
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Job families may be used in several activities including job matching*, recruitment and reward.

*Formal job matching does not apply to jobs in the Academic job family or to Managerial and Specialist Grade 10.  Please contact Human Resources for details of these promotions procedures.


GUIDELINES FOR USE

Role profiles describe the duties and responsibilities which may be expected at each grade.  The knowledge, skills, experience and performance indicators represent those expected of someone performing satisfactorily within each grade and not entry level requirements.  It should be noted that the content of the role profiles is cumulative i.e. each grade includes all the responsibilities of the previous grade.

Job Matching 
The job families have been developed in conjunction with Hay and matching job descriptions to them (job matching) is intended to be used as a method of job evaluation without resorting to a full job evaluation using the Hay methodology.  However, as with any method of job evaluation, job matching relies on the interpretation of the profiles.

To ensure consistent interpretation across the University, formal job matching must only be carried out under the guidance of the Link Human Resources Managers/Officers.  Please see the Job Grade Review Procedure available from 

http://www.keele.ac.uk/depts/uso/hr/HRpolicies.htm 

It is not expected that an individual will carry out all of the duties described in one role profile; rather the responsibilities of the actual job will match the level of those contained within the profile.  It is appreciated that some duties may match those in grades above and/or below that of the actual job, however, for a job to match a profile the majority of the main responsibilities should be at the level described in the profile.

It should also be noted that, although at some grades there are distinct job families, in some jobs the boundaries may not be as clearly defined, in such cases it is expected that the grade descriptors will be considered across the families to ascertain the level the job.

If, having compared your job to a profile, you believe that your job is incorrectly graded; you should discuss the matter with your Line Manager in the first instance who should then seek the advice of your Link Human Resources Manager/Officer.

Recruitment

Job Families provide generic descriptions for jobs within each grade and family and, therefore, may be used as aids when drafting job descriptions and person specifications.  Guidance should be sought from the appropriate Link Human Resources Manager/Officer.

Reward

Job families also provide broad descriptions of the expectations of performance within grades which may be used when considering individual performance, for example, when considering an application for an additional increment, the appropriate role profile will demonstrate the breadth of performance expected at that grade.

For advice on the use of job families please contact your Link Human Resources Manager or Officer.

Operational Family

Overall Definition: Roles in this family are concerned with operating and running the facilities of the university.  They involve direct or indirect service provision for students and staff, through residential, catering, cleaning, maintenance and building works, grounds, security, portering and other site services or support sporting and related activities.  Some roles are about providing these services personally, others enable or manage the services.  At the lower Grades the work might include the operational delivery of these services.   At the higher Grades, the work might involve developing and implementing policy and processes, providing specialist advice and support and carrying out project management.  The higher Grades may combine a professional qualification, specialist skills and managerial experience.  At the higher Grades, roles are likely to be responsible for the development and implementation of policy and operational plans and contribute to strategic planning.

	These profiles describe the normal acceptance levels of performance when the jobholder is fully operational in each role level in the job family.  They do not describe entry level or higher than average performance.


Grade 1

Summary: Roles at this Grade provide services in support of students and staff, other service users and the wider community, often as part of a team engaged in similar tasks.  The tasks are generally routine and supervision is always available.  Consequently, planning will be restricted to deciding on priorities for the day/shift within a defined programme of work.  Required levels of proficiency can be gained within weeks and through basic training on the job.
Grade 2

Summary: Roles at this Grade provide services in support of students and staff, other service users and the wider community, often as part of a team engaged in similar tasks.   The procedures and routines are well established and supervision is normally available if required.  The range of tasks at this Grade is typically broader and more varied and/or at a higher Grade than Grade 1 and require some flexibility with respect to tasks undertaken.  This may require some co-ordination of own work and the work of others in related work activities.
Grade 3 

Summary: Roles at this Grade deliver services in support of students and staff, other service users and the wider community, either through their individual contribution or through the co-ordination of a team engaged in similar activities.  Roles at this Grade develop the schedule of own and/or others’ work within clear procedures.  The range of tasks is typically broader and more varied and/or at a higher Grade than Grade 2 and flexibility is required regarding the tasks undertaken.    Roles at this Grade typically require the ability to work with specialist equipment and techniques and/or a basic level of computer literacy.

Grade 4

Summary:  Roles at this Grade provide technical and practical skills and services drawing on some years of learning through formal training and/or experience.  They involve planning and scheduling work of self and/or team, choice of methods or tools and accountability for the quality of an end product or service.  There may be a requirement to guide and plan the work of others and/or to make efficient use of materials and equipment.  Roles may require skills acquired through significant vocational training including NVQ3 and training through apprenticeships. 

Grade 5 

Summary: Roles at this Grade provide technical and practical problem solving, support and services drawing on several years of learning through formal training and qualifications and/or through experience.  Non supervisory roles at this Grade involve a higher Grade of technical proficiency than work at Grade 4 through, for example, full diagnostic skills in their own trade. All roles will have some control of own work load and priorities for some weeks or months ahead.    In supervisory roles, there will be some responsibility for work force planning, including recommendations for additional staff resources and scheduling of work for months ahead.  Roles at this Grade may co-ordinate work with the priorities and plans of other functions within the University.

Grade 6

Summary: Roles at this Grade either manage operational services work of some volume or complexity or provide advice and technical input based on extensive practical learning.  Dealing with people is an important ingredient, whether they are staff supervised by the job holder, contractors, students, or members of the public and there is often a budgetary responsibility (monitoring and control).  Supervisory roles may include responsibility for the provision of specialist maintenance or technical services through a team of skilled staff. Roles in multi trade environments will be expected to operate with a significant level of skill following relevant training. 

Please note that the content of the profiles is cumulative: each grade includes all the responsibilities of the previous grade.

Operational Family 

Grade 1

Roles at this Grade provide services in support of students and staff, other service users and the wider community, often as part of a team engaged in similar tasks.  The tasks are generally routine and supervision is always available.  Consequently, planning will be restricted to deciding on priorities for the day/shift within a defined programme of work.  Required Levels of proficiency can be gained within weeks and through basic training on the job.
Representative Work Activities

1. Operation and Management of Work Environment

1.1. Perform a limited number of simple or repetitive tasks within a straightforward routine or process.  Tasks might involve, for example, catering support, porterage, cleaning, grounds maintenance, gardening and moving or storing materials.

1.2. Operate common, standard, single purpose equipment in a simple/repetitive way to achieve the required tasks.

1.3. Carry out simple and repetitive tasks such as sorting mail or moving and storing mail, according to clear instructions.

2. Analysis Reporting and Documentation 

2.1. Carry out simple record keeping, filing, data entry etc, to ensure accurate records are maintained on a day-to-day basis. 

2.2. Maintain simple, automated or scheduled records to support basic work unit information procedures. 

3. Customer Service/Support   
3.1. May act as first point of contact with students, staff, members of the public to receive enquiries.

3.2. Such contact will require appropriate questioning and the exercise of tact in order to understand customer needs and to pass on information accurately.

4. Finance/Resource Management  

4.1. Take responsibility for the correct use and care of University equipment.

4.2. Receive cash and operate tills in accordance with procedures.

5. Liaison 

5.1. Roles may involve giving basic instructions to others (e.g. providing directions, informing visitors and others of University safety procedures and so on).

6. People Management

N/A

7. Continuous Improvement 

N/A

Representative Knowledge, Skills & Experience

· No prior work experience is required for entry to this Grade.

· The focus of jobs at this Grade is often on discovery and developing aptitude and capabilities through academic study and/or learning on the job.

· Basic level of computer literacy.

· A basic understanding of health and safety regulations and procedures is required.  

· May be working towards or possess a basic vocational qualification.

Typical Performance Indicators

· Defined tasks are carried out according to instructions and under readily-available supervision to ensure work is completed on time and to an appropriate standard. 

· Development of knowledge, skills and experience.

· Compliance with procedures, including those governing health and safety.

Operational Family 

Grade 2

Roles at this Grade provide services in support of students and staff, other service users and the wider community, often as part of a team engaged in similar tasks.   The procedures and routines are well established and supervision is normally available if required.  The range of tasks at this Grade is typically broader and more varied and/or at a higher Grade than Grade 1 and require some flexibility with respect to tasks undertaken.  This may require some co-ordination of own work and the work of others in related work activities.
Representative Work Activities 

1. Operation and Management of Work Environment

1.1. Carry out a range of activities within a routine or established process.  Activities might involve, for example, catering, porterage, grounds maintenance, gardening, providing security presence and routine support to trade or sport-related activities.  

1.2. Operate a range of equipment – such as power tools and specialist gardening equipment – to achieve specified results.  

1.3. Carry out basic maintenance of equipment.

1.4. Comply with procedures, including those governing health and safety.

1.5. Amend own routines to take account of particular situations, workload and circumstances.

1.6. Co-ordinate, allocate and monitor the delivery of work through others (eg: basic cleaning).

1.7. Provide instruction and basic guidance to colleagues as required.

2. Analysis Reporting and Documentation

2.1. Clarify work instructions as necessary.

2.2. Work within clearly defined and detailed procedures.

2.3. Carry out basic, routine record keeping e.g. accidents, crime incidents.

3. Customer Service/Support     

3.1. Assess customer needs and respond flexibly to demand where appropriate.

3.2. Respond to customers’ everyday issues and queries, escalating requests outside own knowledge or experience to a supervisor or manager, to provide a timely and effective service.

3.3. Carry out support activities, to contribute to running a smooth service.

4. Finance/Resource Management  

4.1. Inform Supervisor of stock levels for basic resources and tools to ensure that they meet work requirements.

4.2. Account for cash receipts and operate tills in own area in accordance with procedures.

5. Liaison 

5.1. Check and pass on basic information as required in contacts with staff, students or the public. 

6. People Management

N/A

7. Continuous Improvement 

N/A

Operational Family 

Grade 2 - Continued

Representative Knowledge, Skills & Experience 

· Some prior work experience of a generalist nature.

· Courteous and effective exchange of basic information.

· Basic numeracy and literacy.

· Basic level of computer literacy

· NVQ1/2 or equivalent.

· Basic knowledge of relevant equipment.

· Basic knowledge of health and safety policy and procedures.

Typical Performance Indicators

· Development of knowledge, skills and experience.

· Perform duties and tasks to the standard required and on time.
· Client/customer satisfaction.

 Operational Family 

Grade 3 

Roles at this Grade deliver services in support of students and staff, other service users and the wider community, either through their individual contribution or through the co-ordination of a team engaged in similar activities.  Roles at this Grade develop the schedule of own and/or others’ work within clear procedures.  The range of tasks is typically broader and more varied and/or at a higher Grade than Grade 2 and flexibility is required regarding the tasks undertaken.   Roles at this Grade typically require the ability to work with specialist equipment, software and techniques.

Representative Work Activities

1. Operation and Management of Work Environment

1.1. Develop a schedule of work, sometimes for a period up to weeks ahead, allocating tasks to colleagues to ensure resources are in place to deliver required services.

1.2. Undertake a range of tasks within clearly defined standards of operation.

1.3. Carry out maintenance and servicing of equipment according to manufacturer’s instructions.

1.4. Inspect premises and equipment, identify problems and respond within established procedures.

1.5. Comply with procedures, including those governing health and safety.

1.6. Provide routine supervision to colleagues including instruction and guidance as required.

1.7. Interpret work instructions and procedures, amending work schedule of self and others to take account of specific circumstances.

1.8. Operation of specialist equipment to achieve a range of semi-skilled outcomes.

1.9. Check the quality of work delivered by colleagues at lower Grades meets University standards and take appropriate action, normally through immediate instruction, support and guidance or, where necessary, through escalation to more senior colleagues.

2. Analysis Reporting and Documentation   

2.1. Assess the risks arising from work circumstances such as a potential security breach, criminal activity, fire alarm or other emergency and escalate to supervisor if appropriate.

2.2. Clarify work instructions as necessary and inform/brief supervisor relating to concerns and problems, which arise during the work.

2.3. Work to established work schedules with broad work priorities being allocated to job holders by a supervisor/manager.

2.4. Carry out prioritising and organising of tasks and activities.

2.5. Carry out record keeping e.g. accidents, basic personnel records, crime incidents, food hygiene regulations etc.

3. Customer Service/Support     

3.1. Receive, respond to and take appropriate action to resolve enquiries from/to customers, including those queries and requests escalated from colleagues. 

3.2. Carry out a range of support activities, to contribute to running a smooth service. 

4. Finance/Resource Management  

4.1. Record consumption of materials and stock from stores and determine requirements to deliver weekly operational plan.  

4.2. Follow set procedures to ensure basic resources and tools are available to meet work requirements.

4.3. Check cash receipts for discrepancy and operate tills as necessary in accordance with procedures.

5. Liaison 

5.1. Give instructions, feedback and guidance to colleagues at lower Grades where appropriate.

Operational Family 

Grade 3 – Continued

6. People Management

N/A

7. Continuous Improvement 

N/A

Representative Knowledge, Skills & Experience 

· Some prior work experience of a generalist nature.
· Courteous and effective exchange of basic information.

· Basic numeracy and literacy.

· Proficient standard relating to the use and maintenance of a range of equipment.

· NVQ 2 or equivalent.

· Good working knowledge of relevant health and safety policies and procedures.

· Proficient in a range of specialist equipment and techniques requiring a significant period of training and/or a certificate/licence.

Typical Performance Indicators

· Development of knowledge, skills and experience.

· Work on time and to prescribed standards.

· Perform duties and tasks on time and to the required standard.

· Procedures implemented effectively.

· Productivity.
· Client/customer satisfaction.
Operational Family 

Grade 4 

Roles at this Grade provide technical and practical skills and services drawing on some years of learning through formal training and/or experience.  They involve planning and scheduling work of self and/or team, choice of methods or tools and accountability for the quality of an end product or service.  There may be a requirement to guide and plan the work of others and/or to make efficient use of materials and equipment.  Roles may require skills acquired through significant vocational training including NVQ3 and training through apprenticeships. 

Representative Work Activities

1. Operation and Management of Work Environment 

In Supervisory Roles: 

1.1. Determine responsibilities required of individual team members to deliver optimal service.

1.2. Take part in recruitment process relating to own team.

1.3. Plan delivery of operational work load and prioritise accordingly.

1.4. Provide supervision to colleagues, including training, instruction and guidance to deliver operational standards effectively.

OR

In Non Supervisory Roles:

1.5. Clarify with customer or supervisor a detailed service specification for the delivery of own work.

1.6. Follow a clear brief supplied by others to carry out a range of skilled tasks within a single trade.  

And:

1.7. Ensure core requirements such as health and safety regulations are fully met.

1.8. Where appropriate, coach others to help them acquire skills and experience. 

1.9. Ensure that the work environment, machinery and equipment in own area are maintained to the standards necessary to comply with regulations and deliver optimal operational efficiency.

1.10.Operate a range of specialist equipment and machinery requiring a high standard of expertise.

2. Analysis Reporting and Documentation  

2.1. Clarify work requirement with colleagues, manager or customer, aiming to resolve any immediate problems.

2.2. In skilled roles, plan own work preparing for specific tasks and prioritising immediate requirements (e.g. for the day or week), referring to more senior colleagues for scheduling of non standard work.

2.3. Maintain documentation and records, for example, basic personnel records, accident reporting and incident reports.     

3. Customer Service/Support

3.1. Monitor and review customer satisfaction in own area and take action continuously to improve service.

3.2. Receive, and respond to, enquiries from/to customers and from those escalated by staff, taking appropriate action to ensure a resolution and to deliver a courteous and effective service.

3.3. Identify impact of incidents arising, taking appropriate action to ensure a resolution which safeguards the safety and security of students, staff and the wider public and the physical assets of the University.

Operational Family

Grade 4 – Continued

3.4. Deliver a range of customer services to an agreed quality standard or specification to maintain service quality and continuity (e.g. maintenance of heating services and other utilities, delivery of skilled craft work such as carpentry, painting and decorating).

4. Finance/Resource Management  

4.1. Take responsibility for stock and equipment for own area, ordering and storing materials according to established procedures.  

4.2. Take responsibility for cash receipts for own area, handling, reconciling and processing in accordance with University regulations. 

4.3. Contribute to the development of working practices which deliver optimum value from resources deployed.

5. Liaison

5.1. Liaise with service users and/or external contacts, usually through established routine connections (e.g. regular customers/suppliers/contractors) as own section of work requires.

6. People Management

N/A

7. Continuous Improvement 

N/A

Representative Knowledge, Skills & Experience 

Either:

· GCSE or equivalent vocational qualification (NVQ 3 or equivalent e.g. City and Guilds Advanced Crafts for specialist posts) plus typically at least 1 year’s work experience in a relevant role.

Or:

· Significant relevant work experience.

Plus: 

· Ability to plan and prioritise work for days and weeks. 

· Understanding of relevant health and safety legislation and quality standards.
· Ability to communicate clearly, explaining questions and requirements and responding to customers, colleagues and contractors.

· Ability to give clear instructions to and guide other staff as needed.

· Proficiency in the use and maintenance of specialist equipment requiring significant training and/or a certificate/licence. 

Typical Performance Indicators

· Assessment of problems and effective action to resolve them.
· Effective planning and prioritising.
· Quality of work.
· Level of resourcefulness.

· Understanding of relevant health and safety legislation and quality standards.
Operational Family 

Grade 5 

Roles at this Grade provide technical and practical problem solving, support and services drawing on several years of learning through formal training and qualifications and/or through experience.  Non supervisory roles at this Grade involve a higher Grade of technical proficiency than work at Grade 4 through, for example, full diagnostic skills in their own trade. All roles will have some control of own work load and priorities for some weeks or months ahead.   In supervisory roles, there will be some responsibility for work force planning, including recommendations for additional staff resources and scheduling of work for months ahead.  Supervision is typically of others involved in similar work and generally up to and including Grade 3 colleagues.  Roles at this Grade may co-ordinate work with the priorities and plans of other functions within the University.

Representative Work Activities 

1. Operation and Management of Work Environment 

In Supervisory Roles: 

1.1. Determine and agree operational standards to deliver defined services.

1.2. Take responsibility for the training and quality of work within work unit.

1.3. Plan delivery of operational work load and prioritise accordingly over a period of weeks.

1.4. Review performance of staff, providing feedback and putting in place corrective action where required through, for example, training/instruction, coaching or referral for formal disciplinary action.

1.5. Participate in recruitment and selection decisions relating to own work unit.

1.6. Co-ordinate own work area with other units to deliver, for example, major functions and events. 

1.7. Plan own work preparing for specific tasks and prioritising detailed requirements and responding to the need to cover exceptional demands and changing service/ team priorities.

OR

In Non-Supervisory Roles:   

1.8. Receive and check or propose and agree a specification for the work to be done.

1.9. Apply knowledge of facilities, systems or equipment to provide services, drawing on skills gained through training and experience.

1.10. Take responsibility for recording of work done for accounting/recharging purchases.  

And:  

1,11.Ensure core requirements such as health and safety regulations are fully met.

1.12.Coach others to help them acquire skills and experience.  

2. Analysis Reporting and Documentation  

2.1. Assess equipment and resources required to undertake tasks and ensure their availability.

2.2. Monitor and review the quality of scheduled work that has been allocated to others.

2.3. Assess the work circumstances, the equipment required to ensure it can be done properly and decide how to go about it.

2.4. Take responsibility for maintaining documentation and preparing standard reports.

Operational Family

Grade 5 - Continued 

3. Customer Service/Support

3.1. Monitor and review quality of service and customer satisfaction within work unit, including the identification of long-term trends and take action to maximise service quality.

3.2. Receive, and respond to, enquiries from/to customers and from those escalated by staff, taking appropriate action to ensure a resolution and to deliver a courteous and effective service.

3.3. Identify the cause of maintenance/building/equipment failure and work on own or with colleagues to resolve.

3.4. Clarify work requirement with colleagues, manager or customer, aiming to resolve most problems and complete most tasks/jobs without reference to others.

4. Finance/Resource Management  

4.1. May contribute to financial planning for own area by analysing needs for resources to be taken into account in the development of annual budgets.

4.2. Extract and analyse information on databases and other work records as required, reviewing and highlighting trends and areas of concern so that service can be improved.

4.3. Determine requirements for stock and equipment, prepare costings and procure as necessary within procedural guidelines and authority limits.

4.4. May monitor expenditure against budgets and make adjustments to work schedules in order to work within financial and other resource constraints.

5. Liaison 

5.1. Liaise with service users and/or external contacts, usually through established connections (e.g. regular customers/suppliers/contractors), to review requirements and resolve problems.

5.2. Co-ordinate work with other areas of the University when required.

6. People Management

N/A

7.
Continuous Improvement 

N/A

Representative Knowledge, Skills & Experience 

Either:
· GCSE, or equivalent vocational qualification (NVQ 3 or equivalent e.g. City and Guilds Advanced Crafts for specialised posts) plus typically 2-3 years’ work experience in a relevant role.  For supervisory roles, an appropriate supervisory qualification at NVQ3 or equivalent.

Or:

· Substantial relevant experience in the unit or a comparable setting. 

Plus:

· Skills and knowledge in using relevant equipment and systems.

· Initiative and judgement to resolve many problems independently.

· Good numeracy skills (where appropriate).      

· Ability to plan or schedule work and to respond to changing pressures or requirements. 

· Good working knowledge of  relevant health and safety legislation and quality standards.

· Ability to communicate clearly, explaining questions, clarifying requirements and responding to customers, colleagues and contractors.

· Understanding of the quality standards and outputs required.

· (For supervisory roles) ability to handle staff effectively to achieve results.

Operational Family

Grade 5 - Continued 

Typical Performance Indicators

· Assessment of problems and effective action to resolve them.
· Effective planning and prioritising over the short to medium term.
· Morale of work group.
· Quality of work.
· Level of resourcefulness.
· Compliance with regulations.
 Operational Family
Grade 6  

Roles at this Grade either manage operational services work of some volume or complexity or provide advice and technical input based on extensive practical learning.  Dealing with people is an important ingredient, whether they are staff supervised by the job holder, contractors, students, or members of the public and there is often a budgetary responsibility (monitoring and control).  Supervisory roles may include responsibility for the provision of specialist maintenance or technical services through a team of skilled staff, typically up to Grade 5. Roles in multi trade environments will be expected to operate with a significant level of skill following relevant training.

Representative Work Activities 
1. Operation and Management of Work Environment

In Supervisory Roles:

1.1. Specify and agree operational service levels, taking into account departmental objectives and priorities.

1.2. Deliver effective and efficient day-to-day services and/or operations/facilities for a designated site or work unit, taking account of customer needs and available resources.

1.3. Deploy available resources to achieve optimum efficiency.

1.4. Review and assess the requirements for training and development to meet the needs of the site or work unit over the medium to long term (ie: one year plus).

1.5. Take the lead role in the recruitment of staff.

1.6. Act as first management response to grievance and disciplinary issues in own work unit.  

1.7. Oversee the co-ordination of own work unit with other areas of the University to deliver, for example, major functions, events and the implementation of University policies and procedures. 

OR

In Non-Supervisory Roles:

1.8. Apply a detailed knowledge of complex facilities, systems or specialist service apparatus and equipment, acquired through formal training and relevant qualifications e.g more than one trade.  

1.9. Assist in the development of new systems or procedures.

And for both roles:

1.10.Ensure core legal and health and safety requirements are met.

1.11.Coach others to help them acquire skills and experience

2. Analysis Reporting and Documentation

2.1. Establish and review work requirements for specific work area/facility/service and discuss and resolve problems relating to new requirements with customers and colleagues as appropriate.

2.2. Develop project plans including the assessment of necessary resources, cost and time estimates for the delivery of specific management programmes (e.g. training, recruitment, maintenance etc.)

2.3. Plan and prioritise own and, where appropriate, a team’s short and medium term work activities (i.e. months ahead) in response to a manager’s general instructions.

3. Customer/Service Support

3.1. Review customer satisfaction and build conclusions into future operational and service improvements, in discussion with more senior managers. 

3.2. Propose and agree specifications for the work to be done.

4. Finance/Resource Management 

4.1. Deploy assigned resources towards defined objectives and within defined limits, to ensure operational and cost efficiency

4.2. Ensure finances and other work resources, including equipment, are appropriately and efficiently monitored and maintained, highlighting corrective actions needed.

Operational Family
Grade 6 - Continued  

5. Liaison 

5.1. Oversee the circulation of information to customers and others to ensure awareness of issues.

5.2. Attend relevant meetings or events as requested by a manager to support standard work.

5.3. Co-ordinate a range of communications to staff and colleagues.

5.4. Provide advice to colleagues and customers based on in-depth knowledge and experience of practices and procedures. 

5.5. Specify service requirements on behalf of the university or the customer, e.g. for a maintenance or improvement programme.

6. People Management

N/A

7. Continuous Improvement 

N/A

Representative Knowledge, Skills & Experience 

Either:

· HNC or HND level with significant work experience

Or:

· Broad vocational experience, acquired through a combination of job related vocational training and considerable on-the-job experience, demonstrating development through involvement in a series of progressively more demanding relevant work/roles.    
Plus:

· Experience of working with relevant specialised equipment, software or procedures.
· Well developed understanding of Health and Safety regulations and procedures.

· May include supervisory experience.

· May start to develop depth or breadth of knowledge in a particular area of technical expertise and be recognised as a technical expert in this area.

· Proven written and verbal communication skills.        
Typical Performance Indicators

· Assessment of problems and effective action to resolve them.

· Planning and prioritisation over the medium term.

· Effective delivery of specialist solutions.

· Effective transfer of skills and knowledge to colleagues, other staff and students.

· Compliance with regulations.
· Productivity.
· Morale of work group.
· Clear contribution to departmental objectives.
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