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JOB FAMILIES

Dear Colleagues

Following the independent review of Higher Education Pay and Conditions by Sir Michael Bett, the University of
Surrey has, as part of its Strategy, given a commitment to review the pay and grading structures for all staff. The
University aims to replace the current complex system with one which is transparent, easy to understand, fair
and equitable.

This booklet sets out in detail the Job Families which will be implemented at the University of Surrey. It will be
used by managers and HR staff to allocate or ‘match’ individual jobs to a Job Family and level. This will support
the introduction of the new Pay and Grading system.

The Job Families are underpinned by the Hay job evaluation system which has been adapted for use in the
Higher Education sector. This ensures that the relative weight of roles at each level is measured analytically and
therefore meets the requirements for ‘equal pay for work of equal value’.

This booklet draws on the initial collaborative work within other institutions, but has been revised by the
University of Surrey following extensive internal consultation to ensure it meets our needs and reflects our
culture. We have been working closely with all the campus trades unions, and will continue to do so as the new
system evolves.

The new approach acknowledges the different contributions that all our staff make in helping to deliver our
Vision, and demonstrates how it may be possible to develop careers within or across the Job Families. We will
also be able to compare ourselves with other institutions and local employers, so that we can recruit, retain and
develop the best staff at Surrey.

Therefore, | fully endorse the reform of our pay and grading arrangements using the Job Families set out in this
booklet, and hope that it will receive your confidence and support.

1

Professor John Turner
Deputy Vice-Chancellor and Chair of the Job Evaluation Steering Group
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JOB FAMILIES

INtroduction to the
Job Families Booklet

Job Families summarise the main features of roles which are similar in character and engaged in broadly similar work.
There are four Job Families, which will cover the vast majority of jobs within the University.

They are:

¢ Professional Services

¢ Research and Teaching

¢ Technical and Experimental

Within each family there are between four and seven levels. At each level there is a description of the accountabilities, desired
outcomes/achievements and the skills and competencies required by the jobholder. There will be key factors which differentiate
one level from the next, and therefore Job Families can help define career and development paths.

At the start of each section on the four families, there is an outline which provides a summary description of each level.

The booklet then provides a detailed explanation of each level within each family.

This is broken down into:

e Representative Work Activities

e Knowledge, Skills and Experience required by the jobholder
e Desired Outcomes/Achievements

The descriptions within the Job Families booklet are designed to support the existing line management
structures within individual Schools and Departments and not to supersede them.

http://portal.surrey.ac.uk/humanresources 3

=
S
et
2]
=}
T
[e)
}
F=
=




JOB FAMILIES

JOB FAMILIES

uononposu|

=
S
=3
2]
=}
T
[e)
}
=
=

Job Matching Using the
Job Families Booklet

A Job Matching Panel comprising managers and HR staff will consider each job within the University. Panels will use an
up-to-date job description or role profile (for Academic, Tutor and Research posts) in the new University of Surrey format. Where
several individuals are in similar roles, a generic job description or role profile will be used.

The first element to be considered by the Job Matching Panel is in which of the four families the job fits.
Where a job could fall within more than one Job Family then a 'best fit'/majority approach will be taken.

The Job Matching Panel will consider each summary description to determine which of the families most closely fits the job being
considered.

Levels

The Job Matching Panel will then consider in more detail which of the levels is felt to be most appropriate to the job, by reference
to the detailed explanations in the booklet. In some cases, this will be a fairly straightforward confirmation; others will involve
more discussion amongst panel members before a decision is reached.

o
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The decision and any relevant discussion for each individual job will be recorded on the Job Matching Rationale Form.

-t
oo o

In some instances a panel may be unable to accurately match a job to a Job Family and level. The job will then be referred to
noth nel, luat ing the full HAY j luati thodology. . . .

another panel, or be evaluated using the fu job evaluation methodology. Operational Professional Research Technical and

Services Services and Teaching Experimental

Job Family

NB Posts above Operational Services Level 4 and Technical and Experimental Level 5 will fall within
the upper levels of the Professional Services Family as they are likely to be managerial in nature.

4 http://portal.surrey.ac.uk/humanresources http://portal.surrey.ac.uk/humanresources 5



uononposu|

JOB FAMILIES

Job Family Summaries

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 and other site services or sport or sporting activity. Some
roles are about providing these services personally; others enable or manage the services.

Professional Services Family

Roles in this family are engaged in the provision of professional and administrative support services to University staff and
students, and sometimes to the wider public. The work might involve clerical or administrative support, developing and
implementing policy, developing and implementing systems and processes, specialist advice or project management. Contacts
with internal and external customers/clients, and with external suppliers, are common features. All roles require an understanding
of the University’s systems and processes. The higher levels will normally involve significant contribution to the strategic direction
of the services for which they are responsible. They will be responsible for the effective management of resources, requiring
specialist or professional skills.

Research and Teaching Family

Roles in this family are wholly or mainly focused on research and teaching. They may combine elements of research, teaching and
leadership or management, but the relative emphasis on these elements and the nature of the contribution will vary. Some roles
will be more orientated towards research, while others will tend to concentrate on teaching, leadership and management activities.
In the higher levels, there will be a considerable reputation in the UK and internationally, and significant impact on the discipline
and on research income.

Technical and Experimental Family

Roles in this family provide technical, experimental and/or scientific support to research and teaching. They offer research support
to academic staff and students, for example by setting up and operating equipment, running analyses and tests, providing
technical design services, and giving technical advice. They support teaching, meetings and seminars, by setting up and
operating equipment, and providing technical input to teaching programmes. They provide technical advice and support for
equipment and machinery (including electronic hardware and software for colleagues throughout the University). Working as part
of a support team is a common feature, and at higher levels, the roles involve either highly specialised expert advice and support
or line responsibility for a substantial technical service group.

6 http://portal.surrey.ac.uk/humanresources
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Operational Services Family: Outline

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 and other site services or sport
or sporting activity. Some roles are about providing these services personally; others enable or manage the services.

Level 1*

Summary: Roles at this level involve providing services in support of students and staff, often as part of a team engaged in
similar activities. The procedures and routines are well established and subject to direct supervision. There is no requirement
for planning beyond the prioritisation of tasks.

Level 2*

Summary: Roles at this level either plan, manage and review work done at Level 1 or are engaged in activities which use
technical and practical skills, drawn from years of learning. They involve planning of at least the jobholder's own and possibly
others' work, and accountability for the quality of an end project.

Level 3

Summary: Roles at this level 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
managed by the jobholder, contractors or customers/clients, and there is often a budgetary responsibility or impact.

Level 4

Summary: Roles at this level involve either line management responsibility for a significant unit, or analysis and advice
drawing on extensive practical technical understanding, possibly including some team leadership. There may be
responsibility for project or contract management, and for financial performance (at least cost control and possibly some
aspects of income). All roles involve a wide range of contacts with others, and some — the less technical — call for influencing
and motivation.

* Levels 1 and 2 are further divided into 1a,1b and 2a, 2b.

http://portal.surrey.ac.uk/humanresources
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JOB FAMILIES

Operational Services Family

Level 1a

Roles at this level involve providing services in support of students and staff, often as part of a team engaged in similar tasks.
The procedures and routines are well established and subject to direct supervision.

The range of tasks is typically narrow and specified by the procedures and routine or detailed instructions. Consequently
there is little or no need to plan beyond the prioritisation of tasks. As the tasks are focused and specific, there is little need
for the jobholder to have more than a basic understanding of work activities going on in related teams.

Representative Work Activities
Operation and Management of Work Environment
e Carry out a limited number of simple or repetitive tasks within a straightforward routine or process. Tasks might involve,
for example, catering, portering, cleaning, gardening, sorting mail, providing security in car parks or storing basic materials.
e Operate common, standard, single purpose equipment in a simple/repetitive way.
e Carry out basic equipment maintenance according to detailed instructions.
e Comply with University procedures, including those governing health and safety.
e Raise concerns or problems that arise during the work with appropriate staff, e.g. the line manager.

Analysis, Planning, Reporting and Documentation
e Clarify work instructions as necessary.
e Carry out basic, routine record keeping, e.g. accidents, crime incidents.

Relationships and Contacts
e Check and pass on basic information as required in contacts with staff, students and/or the public.

Knowledge, Skills and Experience

e Generally no specific qualifications are required prior to appointment, but the learning process at work may involve
on-the-job training, generally by demonstration, and competence would occur in a matter of days/weeks.

¢ Ability to make basic use of simple equipment.

e Knowledge of the relevant aspects of the University, e.g. site locations.

¢ Ability to exchange basic information verbally.

e Basic understanding of health and safety requirements.

Desired Outcomes/Achievements

e Review of timeliness, good quality and accuracy of work.

e Positive customer/client feedback.

o Reliability.

e Basic health and safety, and equal opportunities awareness.

http://portal.surrey.ac.uk/humanresources
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Operational Services Family

Level 1b

Roles at this level involve providing services in support of students and staff, often as part of a team engaged in similar tasks.
The procedures and routines are well established and subject to direct supervision.

The range of tasks at this level can be broader and more varied than at Level 1a. Therefore, day-to-day activities will need to
be prioritised in order to fit them into broader routines and the jobholder will need to have a basic understanding of related
work activities. Planning and prioritising are characterised by the need to decide on timing and sequencing of tasks in order to
meet allocated deadlines.

Representative Work Activities

Operation and Management of Work Environment

e Carry out a range of straightforward activities within a routine or established process. Activities might involve, for example,
pc support technicians, catering support, grounds maintenance, gardening, moving/storing materials, sorting mail, providing
security and basic, routine support to trade or sport-related activities.

e Operate straightforward equipment in a standardised way to achieve the required results.

e Carry out basic equipment maintenance as required.

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

e May provide basic, routine guidance and give advice to colleagues and new staff.

Analysis, Planning, Reporting and Documentation

e Clarify work instructions as necessary and raise concerns and problems which arise during the work, e.g. with supervisor.
e Carry out basic prioritising and organising of routine tasks and activities.

e Carry out routine record keeping as required.

Relationships and Contacts
e Check and pass on basic information as required in contacts with staff, students and/or the public.

http://portal.surrey.ac.uk/humanresources 9
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Operational Services Family Operational Services Family
Level 1b - continued Level 2a
Roles at this level either plan, supervise and review work undertaken at Levels 1a and 1b or are engaged in activities which
Knowledge, Skills and Experience use technical and practical skills drawn from years of learning.
e Generally no specific qualifications are required prior to appointment, but the learning process at work may involve short
programmes, and certification of training. Posts with supervisory duties will require experience of up to a year. They involve the day-to-day planning, organising and/or performance of a relatively narrow range of standardised and routine
* Processes and practices typically learned in a period of months. activities. Jobholders are skilled in, and have a full understanding of, the routine, procedures, systems and processes as they
¢ Knowledge of the relevant aspects of the University, e.g. site locations, staff names and jobs, regulations and practices. relate to the activities of the work area.
* Ability to make basic use of equipment and exchange basic information verbally and, if required, in writing.
o Understanding of health and safety requirements. Representative Work Activities
Operation and Management of Work Environment
Desired Outcomes/Achievements e Follow a clear brief supplied by others to carry out a narrow range of prescribed, skilled tasks, for example, maintenance
e Review of timeliness, good quality and accuracy of work. tasks requiring a specific trade qualification or routine sports and fitness instruction, and assistance requiring an equivalent
e Positive customer/client feedback. certificate/qualification. Activities might involve supervision in areas such as catering, security, maintenance or sport.
¢ Reliability and flexibility around basic routines. e Carry out equipment maintenance as required.
e Commitment and enthusiasm. e Comply with procedures, including those governing health and safety.
e Basic health and safety, and equal opportunities awareness. ¢ Provide basic, routine guidance and advice to colleagues and new staff.

e Coach others to help them acquire skills and experience.
® Ensure core requirements such as health and safety regulations are fully met.

Analysis, Planning, Reporting and Documentation

e Clarify work requirements with colleagues, manager(s) or customer(s) as needed.

e Assess the work circumstances, materials required etc to ensure the task can be done properly and decide how to go
about it.

e Plan own work preparing for specific tasks and prioritising immediate requirements (e.g. for the day or week).

e Discuss and resolve any immediate problems with colleagues, manager(s) or customer(s).

¢ Maintain routine documentation and report basic information to managers where appropriate.

Finance/Resource Management
e May occasionally involve responsibility for stock and equipment.
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Operational Services Family
Level 2a - continued

Knowledge, Skills and Experience

Either:

e \ocational qualifications plus at least one year’s relevant work experience.

Or:

e | earning gained through work experience of up to two years. Will include short courses and other formal training.

e Ability to plan or schedule own work for days or weeks.

e Understanding of relevant legislation and quality standards.

e Ability to communicate clearly, answering questions and explaining requirements whilst responding to customers/clients,
colleagues and contractors.

e Knowledge of the relevant aspects of the University, e.g. site locations, staff names and jobs, regulations and practices.

e Understanding of health and safety requirements.

Desired Outcomes/Achievements

e Review of timeliness, good quality, accuracy and reliability of services/individual work.
e Effective problem resolution.

e Positive customer/client feedback.

¢ Reliability and flexibility around basic routines.

e Commitment and enthusiasm.

e Basic health and safety, and equal opportunities awareness.

12 http://portal.surrey.ac.uk/humanresources
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Operational Services Family

Level 2b

Roles at this level either plan, supervise and review work undertaken at Levels 1a, 1b and 2a or are engaged in activities
which use technical and practical skills drawn from years of learning.

They involve the day-to-day planning, organising and performance of work; however, the range of activities might either be
broader or the processes, equipment and systems may be more complex or specialised than at Levels 1a, 1b and 2a. The
jobholder will have specialised skills in and a detailed understanding of all procedures, systems and processes within the
work area and is therefore capable of dealing personally with more challenging, unusual or complex situations without the
need to refer to a supervisor. The jobholder will also be accountable for the quality of an end product/project.

Representative Work Activities

Operation and Management of Work Environment

e Carry out and supervise a narrow range of prescribed, skilled tasks, for example, maintenance tasks requiring a specific
trade qualification or routine sports and fitness instruction and assistance requiring an equivalent certificate/qualification,
taking action to improve standards where needed.

e Carry out equipment maintenance as required.

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

e Provide guidance and advice to colleagues and new staff.

e Coach others to help them acquire skills and experience.

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

Analysis, Planning, Reporting and Documentation

e May involve undertaking or demonstrating the work tasks.

e Communicate requirements and any concerns to staff, and raise major problems (discipline, recruitment etc) with line
management.

e Monitor and review the quality of work done.

e Put in place a schedule of activities or elements for straightforward processes to ensure that staff are clear about what is
required of them (e.g. cleaning schedules, work rotas, weekly menus etc).

e Maintain documentation and report basic information to managers where appropriate.

Finance/Resource Management

¢ Maintain information on databases and other work records as required.
e May involve responsibility for stock and equipment.

http://portal.surrey.ac.uk/humanresources 13
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Operational Services Family Operational Services Family
Level 2b - continued Level 3
Roles at this level either manage operational services work of some volume or complexity or provide advice and technical
Knowledge, Skills and Experience input based on extensive practical learning. Dealing with people is an important ingredient, whether they are staff managed
Either: by the jobholder, contractors or customers/clients, and there is often budgetary responsibility or impact.
e \Vocational qualifications plus 18 months’ relevant work experience.
Or: Representative Work Activities
e | earning gained through work experience of up to three years. Will include short courses and other formal training. Operation and Management of Work Environment
¢ Ability to plan or schedule work for days and weeks. Managerial Roles:
e Understanding of relevant legislation and quality standards. e Ensure staff are trained to required standards, monitor performance and take action to improve this where needed,
e Ability to communicate clearly, answering questions and explaining requirements whilst responding to customers/clients, communicating any requirements to staff.
colleagues and contractors. Or:
¢ Ability to handle staff effectively to achieve results. Non Managerial Roles:
e Knowledge of the relevant aspects of the University, e.g. site locations, staff names and jobs, regulations and practices. e Analyse problems, diagnose solutions, and gain agreement to their implementation where appropriate.
e Understanding of health and safety requirements. e May assist in the development of new systems or procedures.
Both Roles:
Desired Outcomes/Achievements e Ensure core legal and health and safety requirements are met.
e Review of timeliness, good quality, accuracy and reliability of services/individual work. e Coach others to help them acquire skills and experience.
e Effectiveness of planning and prioritising. e Knowledge of University policies and processes.
e Effective problem resolution.
e Positive customer/client feedback. Analysis, Planning, Organising and Reporting
e Effectiveness in dealing with staff. e Establish and review work requirements taking account of customer/client needs, University policies and available
¢ Reliability and flexibility around basic routines. resources.
e Commitment and enthusiasm. e Implement plans for a service type or area, which ensure that they can operate effectively.
e Basic health and safety, and equal opportunities awareness. e Plan own work for weeks and months ahead.

¢ Ability to solve a range of day-to-day problems without reference to others.
e Skills in planning and organising work and services.

Customer/Client Service

e Review customer/client satisfaction and build conclusions into future improvements, in discussion with more senior
managers.

e Specify service requirements on behalf of the University or the customer/client, e.g. for a maintenance or improvement
programme.

e Discuss and resolve problems or new requirements with customers/clients and colleagues.
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Operational Services Family Operational Services Family
Level 3 - continued Level 4
Roles at this level involve either line management responsibility for a significant unit or analysis and advice drawing on
Finance/Resources/People Management extensive practical technical understanding, possibly including some team leadership. There may be responsibility for a
e Monitor performance and take action to improve where needed, communicating any requirements to staff. project or contract management, and for financial performance (at least cost control and possibly some aspects of income).
¢ Review performance against budget and highlight corrective actions needed. All roles involve a wide range of contacts with others, and some — the less technical — call for influencing and motivation.
e Contribute experience in addition to formal training over a period of years, or the equivalent through practical experience.
e For managerial roles, ability to motivate staff, tackling poor performance and encouraging good performance. Representative Work Activities
Operation and Management of Work Environment
Relationships and Contacts Managerial Roles:
e Provide advice to the University, colleagues and customers/clients based on in-depth knowledge of practices and procedures. ¢ | ead the operational management of a significant facility, service or support team, and clarify requirements,
monitor progress and correct any problems of service or financial performance.

Knowledge, Skills and Experience e Recruit, develop and motivate staff.
Either: e Set and review new practices and procedures for the service or work areas.
e For operational specialist roles: HNC, A level, NVQ 3 or equivalent standard in the relevant specialist area, plus a minimum Non-Managerial Roles:

of three years' relevant work experience. e Apply a full understanding of a specialist professional field to oversee relevant technical installations etc.
Or: Both Roles:
e Minimum of five to seven years' work experience in a relevant technical or scientific role. e Coach others in area of professional expertise.
Plus: e Ensure core legal and health and safety requirements are met.
e For operational specialist roles: comprehensive technical knowledge and experience in own scientific or technical

specialism which will have been acquired over a number of years, including a basic understanding of relevant Analysis, Planning, Organising and Reporting

technical/scientific theory. e Contribute to policy setting and establish plans for the service area.
e For supervisory roles, ability to motivate staff, tackling poor performance and encouraging good performance. e Contribute to policy development and improvement.
e Experience of, and ability to understand, conceptualise and interpret, operational and service requirements. e Resolve short-term conflicts in priorities and ensure that long-term problems are raised with more senior management.
e Well-developed analytical and problem-solving capability and ability to solve a range of day-to-day problems without e Ensure agreed strategy, policies and business plans are implemented.

reference to others. e Ensure the service or facility meets the requirements of the law and best practice.
e Well-developed communication skills. e Plan own work and contribute to policy development.
¢ \Well-developed understanding of regulations and procedures (including health and safety) and the implications of * Draw on experience and expertise gained in formal learning to design practice solutions to problems. This may include

non-compliance on other users. specifying standards for internal services for service contracts.
e Good planning, organising and prioritising skills. e | ead a small team of staff permanently or in project activity.
Desired Outcomes/Achievements Customer/Client Service
e Good quality of services/individual work. e Review customer/client satisfaction and build conclusions into future improvements.
e Effectiveness of planning.
e Effectiveness of problem resolution. Finance/Resource Management
e Customer/client satisfaction. e Contribute to the annual planning process.
e Where appropriate, effectiveness in dealing with staff, including staff feedback. e Contribute as required to business/income development as well as managing the budget and securing quality.

Good quality of contribution to the service and its development.
Understanding of relevant health and safety, and equal opportunities issues.
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Operational Services Family Operational Services Family
Level 4 - continued Levels 5,6 and 7
Relationships and Contacts See Professional Services Family

e Work with customers/clients, other services and external agencies as appropriate to review and develop the service.

Knowledge, Skills and Experience

Either:

e Degree, HND, NVQ 4 qualified in a relevant specialist subject and/or professional qualification and relevant formal training,
plus a minimum of three years' practical experience in a similar or related role(s).

Or:

e Significant vocational experience (seven to ten years), demonstrating development through the acquisition of appropriate
professional or specialist knowledge and involvement in a series of progressively more demanding relevant work/roles.

Plus:

e Experience of planning and progressing work activities within general, professional guidelines or organisational policy,

using initiative and independent judgement in their application.

Thorough knowledge and understanding of the policy, practices and procedures relevant to the role which may include

broader university/sector/external (e.g. commercial) awareness.

Detailed operational knowledge of systems relevant to own field of work in terms of functionality and capability and/or

detailed knowledge of own work area and products/services available.

Capable of analysing and solving a wide range of practical problems with people, service performance and development

using judgement.

Clear understanding of the regulations and codes of practice set for the conduct and output of the roles.

Knowledge of key internal and external contacts relevant to the work area.

Proven analytical and problem-solving capability.

Proven communication and interpersonal skills.

Proven staff management and supervisory skills, where appropriate.

Financial training sufficient to manage budgets, where appropriate.

Desired Outcomes/Achievements

e Financial and service performance for relevant area, including customer/client feedback.
Contribution to income development if applicable.

Good quality of advice and contribution to wider service group.

Innovation in approach to developing the service.

Staff feedback/climate.

Understanding of relevant health and safety, and equal opportunities issues.
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Professional Services Family: Outline

Overall Definition: Roles in this family are engaged in the provision of professional and administrative support services to
University staff and students and sometimes to the wider public. The work might involve clerical or administrative support,
developing and implementing policy, developing and implementing systems and processes, specialist advice or project
management. Contacts with internal and external customers/clients, and with external suppliers, are common features. All
roles require an understanding of the University’s systems and processes. The higher levels will normally involve significant
contribution to the strategic direction of the services for which they are responsible. They will be responsible for the effective
management of resources, requiring specialist or professional skills.

Level 1*

Summary: Roles at this level will be engaged in prescribed, reactive work, performing straightforward tasks within
established routines and procedures under regular or direct supervision. This may be on an individual basis, or within a
team. They involve responding to routine queries/issues/circumstances, referring any unusual or non-routine situations to
others. The work is typically to short deadlines, providing a courteous and effective service to others.

Level 2*

Summary: Roles at this level work within established processes and procedures (with minimum day-to-day supervision but
clear guidance) to provide a range of support services to an agreed quality standard or specification. The role requires a
working knowledge of the system/process/operating environment, and may have specific responsibility for a clearly defined
section or sub-section of work. It will involve dealing with less routine queries/issues/circumstances, referring conflicts or
more complex situations to a manager/supervisor. Independence and initiative in the arrangement of immediate work
priorities will be required to react to changing priorities.

Level 3

Summary: Roles at this level require a detailed understanding of methods, systems and procedures gained through
significant practical experience and/or formal training. The work involves limited guidance and general instructions from more
senior colleagues and requires the exercise of initiative and judgement in how to address and resolve daily problems. There
is discretion to determine short-term priorities and, if applicable, the priorities of a team of people involved in the same type
of work. Contributions include proposing and implementing improvements to current working methods and detailed
manipulation of relatively straightforward data or research.

Level 4

Summary: Roles at this level will be providing advice and support to Schools/Departments/work units based upon a full
understanding of a technical, professional or specialised field. They will plan and ensure progress within established
professional procedures and clearly defined University policy. They will be expected to identify gaps in information, and
conduct analyses to solve/resolve problems and issues with short-term consequences. They will put forward
recommendations on managing more complex situations, having regard to their impact and consequences.

* Levels 1 and 2 are further divided into 1a,1b and 2a, 2b.
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JOB FAMILIES

JOB FAMILIES

Professional Services Family: Outline - Continued

Individuals will be responsible for planning and organising their own work or that of a team of colleagues, who may be
involved in different types of work. There will be a need for liaison and the co-ordination of activities across a number of
subsections of the School/Department/University. The work will involve encountering changing priorities and differing
situations.

Level 5

Summary: Roles at this level will be held by experienced professionals responsible for providing proven specialist/technical
expertise, and/or managing a diverse team and resources. Work will often involve interpreting or assessing customer/client
needs, identifying trends, generating original ideas and testing innovative solutions where these are not obvious. Individuals
will typically be accountable for the quality and professionalism of service delivery and are permitted some discretion,
provided that activities are consistent with operational policies and precedents. There will be a requirement to plan and
organise individual and/or team activity to integrate and co-ordinate work across different parts of the Department/
School/University.

Level 6

Summary: Roles at this level will be professional specialists with a high level of expertise, exercising within their particular
functional area a substantial degree of independent professional responsibility and discretion, working to broad parameters
and policy guidance. Work will include significant professional expertise and/or experience to develop and implement revised
or new administrative/technical/professional policies and processes. Individuals will typically be managers of functional areas
or senior individual contributors tackling planning and operations over a timescale of a year(s). They will be expected to set
quality and professional standards and manage service delivery, and will have a significant influence upon the structure and
development of their area of activity. The work includes developing and implementing operational plans and contributing to
the longer-term plans for the area to fit with broader functional and University strategy.

Level 7

Summary: Roles at this level will be the most senior member of staff in their area of responsibility and will typically lead,
direct and manage the interrelationship of a team of managers and/or highly qualified professionals across a major area of
activity of strategic importance to the University. They will be ultimately responsible for developing and delivering the strategic
plans for their area and will be accountable for ensuring that the University meets both internal and external requirements.
Individuals will initiate and, through appropriate consultation and negotiations, establish policy changes to tackle major new
issues and situations. Roles will review and address performance and make a significant impact upon longer-term direction,
strategy and objectives, advising the senior management team where appropriate. They will influence and shape the
available resources as appropriate to meet current and future needs of the University and will typically have a substantial
impact on University direction, strategy and objectives.

Professional Services Family

Level 1a

Roles at this level will be engaged in performing simple and often repetitive tasks under close supervision. They involve
responding to simple queries and issues, and referring any unusual or non-routine situations to others. The work is typically
to short deadlines, providing courteous and effective service to others.

The range of tasks at this level is generally quite narrow and work follows quite a rigid routine. As a consequence, there is
very little need for planning or organising work beyond minutes ahead, with the work effectively planned for the jobholder by
others or the constraints of the procedures and work demands of the job.

Representative Work Activities

Analysis, Reporting and Documentation

e Carry out routine daily tasks such as typing-up work, photocopying papers according to a daily routine, shelving books,
filing papers etc.

e Carry out routine prescribed record keeping, filing, data entry, logging and maintaining simple databases to ensure
accurate records are maintained on a day-to-day basis.

e Run straightforward, automated or routine reports to support basic Department/School/work unit information procedures.

Customer/Client Service and Support

e Receive and respond to everyday enquiries from/to customers, referring requests outside their knowledge base to the
appropriate person/area, and to provide a timely and effective service to others in the provision of standard information.

e Provide simple routine support activities to contribute to the smooth operation of an office or work unit.

Planning and Organising

e Make routine bookings according to clearly defined instructions, and be involved in the production of straightforward
materials to assist in the effective organisation of external and internal activities.

e Arrange allocated activities within daily routine to ensure work is completed to time and/or an appropriate standard.

Finance/Resource Management
e Follow established procedures to ensure adequate low value supplies/resources are available to meet work requirements.

Relationships and Contacts
e Receive visitors and provide/request information from internal and external contacts in a courteous and correct manner, to
promote a positive image of their Department/School/work unit to others.

Continuous Improvement
e Work with manager and/or more experienced colleagues to develop abilities and competence through learning and/or
exposure to a range of activities.
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JOB FAMILIES JOB FAMILIES

Professional Services Family Professional Services Family
Level 1a - continued Level 1b
Roles at this level will be engaged in prescribed, reactive work, performing straightforward tasks within established routines

Knowledge, Skills and Experience and procedures under regular or direct supervision. This may be on an individual basis, or within a team. The role involves

e | earning gained through work experience of weeks (and up to three/four months). responding to routine queries/issues/circumstances, and referring any unusual or non-routine situations to others. The work

e Some familiarity with Microsoft Office, Email, the Internet and databases. is typically to short deadlines, providing courteous and effective service to others.

e Numeracy and literacy.

e Accuracy and ability to prioritise immediate work tasks within a broader routine. Representative Work Activities

¢ Able to exchange basic information to convey facts to colleagues and customers/clients, both verbally and in writing. Analysis, Reporting and Documentation

e Where appropriate, knowledge of straightforward office equipment. e Carry out routine daily tasks such as typing-up work, photocopying papers according to a daily routine, shelving books,

e Basic awareness of the activities of the work area. filing papers etc.

e Reproduce or prepare clearly defined documents/presentations, typically following standard formats or templates, or

Desired Outcomes/Achievements following clear daily instructions.
- e Work on time and to required standards. e Carry out routine prescribed record keeping, filing, data entry, logging and maintaining simple databases to ensure accurate »
o  Courteous and effective exchange of basic information. records are maintained on a day-to-day basis. o
§ ¢ Flexible approach to duties. e Run straightforward, automated or routine reports to support basic Department/School/work unit information procedures. E
@, e Accuracy and reliability. e May provide basic, routine guidance and advice to colleagues and new staff. 3
§ e Positive feedback from customers/clients. §
= e Willingness to learn. Customer/Client Service and Support o
‘é’ e Ability to work effectively as part of a team. e Receive and respond to everyday enquiries from/to customers, referring requests outside their knowledge base to the ﬁ
g. e Basic health and safety, and equal opportunities awareness. appropriate person/area, to provide a timely and effective service to others in the provision of standard information. ..g
8 e Provide simple administrative and/or support activities, to contribute to the smooth operation of an office or work unit. E

Planning and Organising

e Make routine arrangements and bookings, according to clearly defined instructions, and be involved in the preparation of
straightforward materials to assist in the effective organisation of external and internal activities.

e Arrange allocated activities within daily routine to ensure work is completed to time and/or an appropriate standard.

Finance/Resource Management
e Follow established procedures to ensure adequate low value supplies/resources are available to meet work requirements.

Relationships and Contacts
e Receive visitors and provide/request information from internal and external contacts in a courteous and correct manner in
order to promote a positive image of their Department/School/work unit to others.

Continuous Improvement

e Suggest improvements to current working methods.

e Work with manager and/or more experienced colleagues to discover and develop abilities and competence through learning
and/or exposure to a range of activities.
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JOB FAMILIES

JOB FAMILIES

Professional Services Family
Level 1b - continued

Knowledge, Skills and Experience

e | earning gained through work experience of months (and up to a year). May include short programmes and other formal
training.

e Familiarity with Microsoft Office, Email, the Internet and databases.

e Numeracy and literacy, with potential for further study where appropriate.

e Accuracy and ability to prioritise tasks within a broader routine.

e Able to exchange basic information to convey facts to colleagues and customers/clients, both verbally and in writing.

e Where appropriate, knowledge of straightforward office equipment.

e Basic awareness of the activities of the University.

Desired Outcomes/Achievements

e Work on time and to required standards.

e Courteous and effective exchange of basic information.

e Flexible approach to duties.

e Positive attitude to work.

e Accuracy and reliability.

Positive feedback from customers/clients.

Willingness to learn.

Ability to work effectively as part of a team.

Basic health and safety, and equal opportunities awareness.

Professional Services Family

Level 2a

Roles at this level will work within established processes and procedures (with minimum day-to-day supervision, but with
clear guidance) to provide specific support services to an agreed quality standard or within a clear specification or brief. The
role requires a working knowledge of the system, processes and operating environment, and may have specific responsibility
for a clearly defined section or sub-section of work.

The role will involve dealing with routine queries/issues/circumstances, referring conflicts or more complex situations to a
manager/supervisor. Some independence and initiative in the arrangement of immediate work priorities will be required to
react to changing priorities.

Representative Work Activities

Analysis, Reporting and Documentation

e Create documents/presentations from a clear brief supplied by others, to support operational activities.

e Apply knowledge of office operating systems and processes to prepare standard and some non-standard documentation,
possibly requiring the use of relevant computer-based procedures and standard software packages.

e Perform straightforward interpretation and analysis of data or calculations, presenting findings/results accurately and using
IT packages where necessary to support effective reporting of information.

Customer/Client Service and Support

e Receive and respond to enquiries from/to customers, judging when to pass them on and/or to involve others, to provide a
courteous and effective service.

e Recognise/understand the impact of incidents arising and raise issues of concern where necessary to ensure appropriate
resolution of customer/client enquiries/issues.

e Deliver a range of clerical and/or customer/client services in support of existing systems or processes to an agreed quality
standard or specification to maximise service quality and continuity.

e May provide customer/client service support through the knowledge of services available and/or preparation of equipment
to support customer/client learning.

Planning and Organising

e Arrange and/or support internal and external activities/events, collating and recording relevant information/documentation as
requested, to ensure activities/events are administered effectively.

e Arrange allocated activities within daily routine to ensure work is completed to time and/or an appropriate standard.

e Plan and prioritise own work activities on a daily and weekly basis, responding to manager/team/Department/School/work
unit requirements in addition to own responsibilities, to ensure operational efficiency.

Finance/Resource Management
e Monitor small-scale resources/cash following established procedures to ensure adequate resources are available to meet
work requirements.
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JOB FAMILIES

JOB FAMILIES

Professional Services Family
Level 2a - continued

Relationships and Contacts

e Receive visitors and provide/request information from internal and external contacts in a courteous and correct manner in
order to promote a positive image of their Department/School/work unit to others.

e Guidance and supervision are readily available and shape the work environment.

Continuous Improvement

e Suggest minor improvements in working methods.

e Work with manager and/or more experienced colleagues to develop abilities and competence through learning and/or
exposure to a range of activities.

Knowledge, Skills and Experience

Either:

e \ocational qualifications plus at least one year’s relevant work experience.

Or:

e | earning gained through work experience of up to two years. Will include short courses and other formal training.
e Familiarity with Microsoft Office, Email, the Internet and databases.

e Numeracy and literacy, with potential for further study where appropriate.

e Accuracy and ability to prioritise tasks within a broader routine.

e Able to exchange basic information to convey facts to colleagues and customers/clients, both verbally and in writing.
e Where appropriate, knowledge of straightforward office equipment.

e Basic awareness of the activities of the School/Department/unit.

Desired Outcomes/Achievements

e Work on time and to required standards.

e Courteous and effective exchange of basic information.

e Flexible approach to duties.

e Positive attitude to work.

e Accuracy and reliability.

Positive feedback from customers/clients.

Willingness to learn.

Ability to work effectively as part of a team.

Basic health and safety, and equal opportunities awareness.

Professional Services Family

Level 2b

Roles at this level will work within established processes and procedures (with minimum day-to-day supervision) to provide a
range of support services to an agreed quality standard or specification. The role requires a working knowledge of the
system, processes and operating environment, and may have specific responsibility for leading in the provision of specialised
administrative or processing services within a clearly defined section or sub-section of work.

It will involve dealing with less routine queries/issues/circumstances, referring conflicts or more complex situations to a manager/supervisor.
Independence and inttiative in the arrangement of immediate work priorities will be required to react to changing priorities.

Representative Work Activities

Analysis, Reporting and Documentation

e Create documents/presentations from a clear brief supplied by others to support operational activities.

e Apply a good knowledge of office operating systems and processes to prepare standard and some non-standard documentation,
possibly requiring the use and integration of a range of relevant computer-based procedures and standard software packages.

e Perform straightforward interpretation and analysis of data or calculations, presenting findings/results accurately, using IT
packages where necessary to support effective reporting of information.

Customer/Client Service and Support

e Receive and respond to enquiries from/to customers, including more complex queries, judging when to pass them on
and/or to involve others in order to provide a courteous and effective service.

e Recognise/understand the impact of incidents arising and raise issues of concern where necessary to ensure appropriate
resolution of customer/client enquiries/issues.

e Deliver a range of administrative and/or customer/client services in support of existing systems or processes to an agreed
quality standard or specification to maximise service quality and continuity.

e May provide customer/client service support through the demonstration of services available and/or preparation of
equipment to support customer/client learning.

Planning and Organising

e Arrange and/or support internal and external activities/events, collating and recording relevant information/documentation as
requested, to ensure activities/events are administered effectively.

e Arrange allocated activities within daily routine to ensure work is completed to time and/or an appropriate standard.

e Plan and prioritise own work activities, setting short-term targets, responding to manager/team/Department/School/work
unit requirements in addition to own responsibilities in order to ensure operational efficiency.

Finance/Resource Management

e Monitor and take responsibility for small-scale resources/cash, following established procedures to ensure adequate
resources are available to meet work requirements.

e May give supervision/guidance to more junior staff.
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JOB FAMILIES

JOB FAMILIES

Professional Services Family
Level 2b - continued

Relationships and Contacts

e Receive visitors and provide/request information from internal and external contacts in a courteous and correct manner in
order to promote a positive image of their Department/School/work unit to others.

e Guidance and supervision are available if required to provide input on unusual or one-off issues.

Continuous Improvement

e Suggest improvements to current working methods.

e Work with manager and/or more experienced colleagues to discover and develop abilities and competence through learning
and/or exposure to a range of activities.

e Work with customers/clients or colleagues to determine (within broad objectives) how services should be delivered.

Knowledge, Skills and Experience

Either:

e Vocational qualifications plus 18 months’ relevant work experience.

Or:

e |earning gained through work experience of up to three years. Will include short courses and other formal training.
e Familiarity with Microsoft Office, Email, the Internet and databases.

* Numeracy and literacy, with potential for further study where appropriate.

e Accuracy and ability to prioritise tasks within a broader routine.

e Able to exchange basic information to convey facts to colleagues and customers/clients, both verbally and in writing.
e Where appropriate, knowledge of straightforward office equipment.

* Basic awareness of the activities of the University.

Desired Outcomes/Achievements

e Work on time and to required standards.

e Courteous and effective exchange of basic information.

® Flexible approach to duties.

e Positive attitude to work.

Accuracy and reliability.

Positive feedback from customers/clients.

Willingness to learn.

Ability to work effectively as part of a team.

Basic health and safety, and equal opportunities awareness.

Professional Services Family

Level 3

Roles at this level require detailed understanding of methods, systems, and procedures gained through significant practical
experience and/or through formal training. The work involves limited guidance and general instructions from more senior
colleagues and requires the exercise of initiative and judgement in how to address and resolve daily problems. There is
discretion to determine short-term priorities and, if applicable, priorities of a team of people involved in the same type of
work. Contributions include proposing and implementing improvements to current working methods and detailed
manipulation of relatively straightforward data or research.

Representative Work Activities

Analysis, Reporting and Documentation

e Apply an understanding of a specialised, but established, University system to research, collate, organise and edit standard
material for inclusion in reports/documents, and/or to answer related questions and queries.

e Perform more detailed manipulation, analysis and/or evaluation of specialised, but relatively straightforward information or
data, highlighting and prioritising any issues for further investigation and preparing reports to support decision making, or
perhaps informally via other means of communication such as meetings and Email.

e Circulate information/findings appropriately to ensure awareness of key issues/data.

Customer/Client Service and Support

e Resolve issues/queries independently, provide advice on routine matters (at peer level) and recommend alternative
sources/programmes of action if unable to assist, to ensure that an efficient day-to-day customer/client service is provided.

e Act as a filter for issues/problems referred to supervisor/manager, processing various aspects of supervisor's/manager’s
responsibilities where appropriate, to provide immediate support/problem resolution.

e Deliver a range of specialist service support tasks, advising and assisting customers/clients and colleagues on specific
aspects to maximise service quality, efficiency and continuity.

e Monitor service objectives and standards within own area of work to maximise service quality and efficiency.

Planning and Organising

e May organise internal and external activities/events, e.g. collating and presenting relevant information/documentation as
requested, booking venues and speakers, co-ordinating diaries and ensuring activities/events are run efficiently.

e Plan and prioritise a support team’s short and medium-term work activities in response to a manager’s general instructions.

Finance/Resource Management
e Deploy assigned resources towards defined objectives and within defined limits/devolved budget responsibility,
to ensure operational and cost efficiency.
e Provide input into the resource planning process to ensure that finances are appropriately and efficiently monitored.
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JOB FAMILIES JOB FAMILIES

Professional Services Family Professional Services Family
Level 3 - continued Level 3 - continued
Relationships and Contacts Plus:
e |iaison, communication and relationship building with other University Schools and Departments as well as outside bodies, e Experience of working with relevant specialised equipment, software or procedures.
to support/represent Department/School/work unit activities. e Experience of working/responding independently and dealing with unforeseen problems and circumstances.
e May attend meetings as requested by manager, to support/represent Department/School/work unit activities. e Comprehensive knowledge of the work practices, processes and procedures relevant to the role.
e Operating knowledge of service/systems/processes in own area that is required to provide first line advice and guidance,
Management typically of a more technical/specialised nature, to customers/clients.
Either: e Clear understanding of the standards and regulations set for the conduct and output of the role.
e Supervise staff, allocating and prioritising their work and monitoring individual progress and performance in line with this, e Working knowledge of the activities of other areas of the University relevant to School/Department/work unit.
to contribute to the achievement of Department/School/work unit objectives. ® Proven written and verbal communication skills.
e Oversee the work of others (directly or indirectly) as the most experienced team member.
= or: Desired Outcomes/Achievements 7
o e Operate as an individual organising and planning own work activities, to contribute to the achievement of e Good quality, appropriate and timely advice in response to enquiries from customers/clients. 8
§ Department/School/work unit objectives and maintain and improve efficiency. e Workload delivered within deadlines and to agreed standards. E
@, e May be recognised as the main point of contact for a particular process, system or procedure as the most experienced team member. e Proactive/resourceful. 3
g e Ability to organise own and others' activities to meet objectives. ©
2 Continuous Improvement e Provide a high quality of customer/client service. S
o e Maintain and improve operational efficiency and quality of service of own area via input to procedures and the application e Receptive to new ideas and approaches. g
¢57' of process improvements. e Accurate with regard to financial and statistical information, and the written word. -.g
8 e Keep skills up-to-date and develop depth or breadth of knowledge in a particular area through learning from more e Effective delegation and performance monitoring, and good team motivation (where appropriate). E
senior/experienced colleagues, exposure to a range of activities and/or professional qualifications. e Understanding of relevant health and safety, and equal opportunities issues.

Knowledge, Skills and Experience

Either:

e HNGC, A level, NVQ 3, HND level or equivalent with a minimum of three years' relevant experience.

Or:

e Broad vocational experience (minimum five years), 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.
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JOB FAMILIES

JOB FAMILIES

Professional Services Family

Level 4

Roles at this level will be providing advice and support to Schools/Departments/work units based upon a full understanding
of a technical, professional or specialised field. They will plan and ensure progress within established professional procedures
and clearly defined University policy. They will be expected to identify gaps in information, and conduct analyses to
solve/resolve problems and issues with short-term consequences. They will put forward recommendations on managing
more complex situations, having regard to their impact and consequences. Individuals will be responsible for planning and
organising their own work or that of a team of colleagues, who may be involved in different types of work. There will be a
need for liaison and the co-ordination of activities across a number of subsections of a School/Department/University. The
work will involve encountering changing priorities and differing situations.

Representative Work Activities

Analysis and Reporting

e Use a full understanding of a professional or specialist field, or apply one’s overall responsibility for organising and applying
the full range of University management and administrative processes in a School/Department/work unit.

e Carry out detailed analyses, help assess complex situations and problems and test solutions where they may not
be obvious.

* Present results and put forward recommendations through the provision of advice, briefings, presentations or
written reports, to facilitate the interpretation of specific issues/problems and support decision making.

e |dentify gaps or shortfalls in information and search for sources of information to fill these.

e Monitor and maintain records/reports to meet both internal and external requirements.

Customer/Client Service and Support

e Provide specialist/professional advice and recommendations within specific parameters/professional guidelines to
support informed decision making.

e Design and/or deliver a variety of approaches or specialist services (e.g. training or promotional materials, specialist
IT solutions) to maximise service quality, efficiency and continuity.

e Deliver own work/the work of a team to meet quality service standards.

Planning and Organising

e May lead assigned School/Department/unit projects/project teams usually of a short-term nature, or contribute to larger
University-wide projects as part of a project team, to support the achievement of project objectives.

e Develop and determine appropriate team or individual workflow and activity scheduling in order to meet targets and/or
turnaround times.

e Contribute to organising short or medium-term developments or process changes in a School, Department or across
the University by applying professional or specialist knowledge.

Professional Services Family
Level 4 - continued

Finance/Resource Management

e Oversee resources and offer input into the resource planning process to ensure that finances are appropriately
and efficiently managed.

e May have delegated responsibility for a budget(s).

Relationships and Contacts

e Attend internal or external meetings to ensure that Department/School/work unit issues are appropriately represented
and reported.

e May co-ordinate and communicate activities across the University.

Management

Either:

e Manage/supervise colleagues operating within a well-defined specialist or professional discipline or within a broad
administrative team, and may be responsible for recruiting, monitoring and supporting the performance management
and development of team members to ensure that individual contributions are maximised.

Or:

e Operate as an individual responsible for the organisation and/or operation of specialised practical/technical/vocational
work, to meet School/Department/work unit objectives.

Continuous Improvement:

e |dentify and make recommendations for improvements (e.g. in policies and procedures) and contribute to the continuous
operational improvement of their School/Department/work unit.

e Improve specialist/technical/professional/vocational capability and expertise through work experience and/or professional
qualification.

Knowledge, Skills and Experience

Either:

e Degree, HND, NVQ 4 qualified or equivalent in relevant subject/relevant formal training, plus a minimum of two years'
experience in similar or related roles.

Or:

e Significant vocational experience (eight years), demonstrating development through involvement in a series of progressively
more demanding relevant work/roles, and the acquisition of appropriate professional or specialist knowledge.
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JOB FAMILIES

JOB FAMILIES

Professional Services Family
Level 4 - continued

Plus:

e Experience of planning and progressing work activities within general guidelines, using initiative and judgement without

reference to seniors.

Thorough knowledge and understanding of the work practices, processes and procedures relevant to the role, which

may include broader sector/commercial awareness.

Detailed operational knowledge of systems relevant to own field of work in terms of functionality and capability and/or

detailed knowledge of own service area and products/services available.

Clear understanding of the regulations and codes of practice set for the conduct and output of the role.

e Working knowledge of the work and activities of other areas of the University relevant to School/Department/work unit.

e May require knowledge of a network of contacts relevant to the work unit.

* Proven analytical and problem-solving capability.

e Proven communication and interpersonal skills.

Where relevant:

® Proven supervisory skills — coaching, motivation, and managing performance.

e Financial training relevant to the management and control of budgets which can be demonstrated through knowledge,
skills or experience.

Desired Outcomes/Achievements

® Advice is timely, correct, complete and leads to valuable outcomes.

e Performance of own activities to agreed time and quality standards.

e Accuracy/attention to detail.

e Effective transfer of skills to others.

e Compliance with regulations and codes of practice for self and others.

e Contribute to new ideas and approaches.

e Understanding of relevant health and safety, and equal opportunities issues.
Where relevant:

e Contribute to the team being appropriately skilled, managed and resourced.
e Workload of work area delivered within deadlines and to agreed standards.
e Effective development, management and motivation of staff.

Professional Services Family

Level 5

Roles at this level will be held by experienced professionals responsible for providing proven specialist/technical expertise,
and/or managing a diverse team and resources. Work will often involve interpreting or assessing customer/client needs,
identifying trends, generating original ideas and testing innovative solutions where these are not obvious. Individuals will
typically be accountable for the quality and professionalism of service delivery and are permitted some discretion, provided
that activities are consistent with operational policies and precedents. There will be a requirement to plan and organise
individual and/or team activity to integrate and co-ordinate work across different parts of the Department/School/University.

Representative Work Activities

Analysis and Reporting

e Advise on the analysis and interpretation of data, identify trends and test solutions, source additional related information
where appropriate, and report on progress, to support the resolution of issues/problems.

e Manage, monitor and maintain records to meet both internal and external (e.g. legislative) requirements.

Customer/Client Service and Support

e Apply specialist/technical/professional expertise and use judgement to make decisions where solutions are not obvious,
to deliver professional services to meet the customer/client requirements.

e Generate original ideas and innovative solutions through the provision of specialist knowledge and advice as appropriate.

e |dentify additional service requirements or service shortfalls and co-ordinate and/or design the delivery of innovative
solutions to maximise service quality, efficiency and continuity.

e Ensure professional and quality service standards are maintained and applied within their area of activity.

Planning and Organising

e Plan and organise individual or team activity with an appreciation of longer-term issues, ensuring plans complement
and feed into the broader annual School/Department/work unit operational plans.

e Project manage activities to facilitate major service/operational changes with typically a Department/School/work
unit impact.

Finance/Resource Management

e Manage or monitor resources/budgets within allocated project/area where appropriate, to ensure maximum value is
delivered for resources deployed.

e Contribute to resource and budget planning within own area.

e Take appropriate responsibility for the delivery of work to deadlines and agreed standards.
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JOB FAMILIES

JOB FAMILIES

Professional Services Family
Level 5 - continued

Relationships and Contacts

e Represent and/or promote the section/service at both internal and external meetings/events.

e Contact with other areas of the University to develop new/improved processes and supporting systems.
e Interact internally and externally to generate and co-ordinate ideas and policy/practice developments.

e Maintain external links with professional and/or specialist bodies or groups.

Management

Either:

e Manage/supervise a large team of staff or a small number of specialists, to ensure the successful delivery of significant
professional, technological or specialist service with broad impact.

e Act as a mentor/coach to colleagues, which may involve training staff to support their occupational development.

Or:

e Manage a specialist work unit and/or one’s own time and workload on medium-term (monthly) basis to support the
achievement of the annual School/Department/work unit objectives.

e May be considered as the University 'specialist’ in a specific area gained through substantial experience and detailed
understanding of the theory and/or principles underpinning their particular field of work.

Continuous Improvement

e Revise or develop procedure and policy for approval and contribute to their successful implementation in order to deliver
appropriate benefits and ensure external (e.g. regulatory or national codes of practice) requirements are met.

e Improve specialist/technical/professional/vocational capability and expertise through work experience and/or
professional qualification.

Knowledge, Skills and Experience

Either:

e Professionally qualified with a relevant degree/postgraduate qualification, plus a minimum of four to six years' broad
management experience in similar or related roles.

Or:

e Substantial vocational and relevant management experience (at least ten years) demonstrating management ability in an
appropriate professional or specialist area, and success in similar or related roles, supported by evidence of significant
appropriate specialist knowledge.

Professional Services Family
Level 5 - continued

Plus:
e Experience of managing the activities of self and/or others.

e Project and/or people management skills that may have been gained/be identifiable through previous experience.

e May require a direct managerial track record.

e Authoritative knowledge of the work practices, processes and procedures relevant to the role, including broader
sector/commercial awareness.

e Detailed knowledge and understanding of systems/services in own area and their varied applications.

e Authoritative knowledge of the specialist work practices and/or professional guidelines relevant to the work area.

e Awareness of the current and future activities of the University/School/Department/work unit.

e Working knowledge of the work of others inside and outside the University relevant to own field of work.

* Proven analytical and problem-solving capability.

* Proven communication and interpersonal skills.

e May utilise a network of contacts relevant to the work unit.

Where relevant:

e Managerial skills such as coaching, motivation, managing performance.

e Financial training relevant to the management and control of budgets, or experience of managing budgets.

Desired Outcomes/Achievements

e Completion of work to agreed specification, time, cost and good quality standards.

e Compliance with procedures, regulations and national codes of practice for self and others.

e Generation of new ideas and suggestions for change.

e Effective transfer of key information to senior managers and others.

e Ability to handle sensitive and/or confidential information with tact and diplomacy, having regard to the interests
of individuals and the reputation of the University, where appropriate.

e Compliance with relevant health and safety, and equal opportunities standards.

Where relevant:

e Motivate and lead team to ensure effective performance against objectives.

e Contribute to the team being appropriately skilled, managed and resourced.

e Completion of area of work for which responsible, within deadlines and to agreed standards.

e Budget controlled in line with University standards.
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JOB FAMILIES

JOB FAMILIES

Professional Services Family

Level 6

Roles at this level will be professional specialists with high level expertise, exercising within their particular functional area a
substantial degree of independent professional responsibility and discretion, working to broad parameters and policy
guidance. Work will include significant professional expertise and/or experience to develop and implement revised or new
administrative/technical/professional policies and processes. Individuals will typically be managers of functional areas or
senior individual contributors tackling planning and operations over a timescale of a year(s). They will be expected to set
quality and professional standards and manage service delivery, and will have significant influence upon the structure and
development of their area of activity. The work includes developing and implementing operational plans and contributing to
the longer-term plans for the area to fit with broader functional and University strategy.

Representative Work Activities

Analysis, Reporting and Documentation

e |dentify trends, strengths, weaknesses, opportunities and threats in a specialist area/area of responsibility that may have
an impact on the University/School/Department/work unit, to enable appropriate and timely action to be taken.

Customer/Client Service and Support

e Apply broad and/or deep knowledge and experience of work area or field of expertise to provide advice/guidance to
others or to address significant problems or unresolved issues, some of which will be multidisciplinary in nature.

e Pre-empt customer/client needs/requests, identifying opportunities and facilitating change management.

e Evaluate existing service provision, keeping abreast of feedback and broader developments outside the University,
to ensure appropriate developments and innovative solutions are proposed that consistently enhance and maximise
service quality, efficiency and continuity.

e Answerable for the service delivery of an area of activity in respect of compliance with current and future
School/Department/work unit objectives, service level agreements, regulations and national codes of practice.

Planning and Organising

e Shape strategic direction of own area of activity, planning and organising activities of others over many months,
considering the implications now and in the longer term, to support School/Department/work unit objectives.

e Participate in the annual School/Department/work unit operational planning process, to support the
School/Department/work unit strategic direction.

e Oversee a number of projects to ensure each project is managed and delivered to time and budget.

Finance/Resource Management

e Utilise/manage allocated budget/resources effectively and flexibly and control all related expenditure to ensure delivery
of targets/objectives within budget.

e Contribute to planning, delivery of service and financial statements within budgetary constraints.

Professional Services Family
Level 6 - continued

Relationships and Contacts

e Interact, advise and/or influence at a senior level within the University.

e Network with fellow professionals in the wider community and represent and promote own work area/activity on internal
and external platforms.

e |iaise with service users to establish and implement strategic service requirements and priorities.

Management

Either:

e Manage a large group of administrative/specialist/professional staff across a major University function, or lead a large
operational department to ensure all relevant annual targets and goals are delivered within any allocated
budgetary/resource constraints.

e Develop/improve the capability of staff within a work area, motivating and mentoring them to meet the current and future
requirements of the School/Department/University better.

Or:

¢ Provide policy development and expert guidance to other professionals within a key strategic activity for the University,
with significant internal/external impact on the University.

Continuous Improvement

e Implement proposed changes to current work processes and develop and define proposals for changes in, and the
formulation of, University/School/Department/work unit policy, to consistently improve quality and effectiveness of service
provided and take account of legislative changes.

e Keep up-to-date with developments in own field and with University developments.

Knowledge, Skills and Experience

Either:

e Professionally qualified with a relevant degree/postgraduate qualification, plus a minimum of seven years' relevant
managerial experience and leadership experience, or substantial experience and proven success in a strategically
important specialist area.

Or:

e Extensive vocational and strategic management and leadership experience (twelve years or more) demonstrating
professional development through involvement in a series of progressively more demanding and influential work/roles,
backed by evidence of significant development of appropriate specialist knowledge.
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JOB FAMILIES

JOB FAMILIES

Professional Services Family
Level 6 - continued

Plus:
e Experience of managing and developing either:
e A significant team or number of teams containing experienced professionals; or

e Experience of working with and influencing senior management.

e Experience of managing and controlling budgets/resources/funding and an understanding of financial management
procedures.

e Experience of developing innovative solutions and contributing to strategic planning.

e Highly developed knowledge of the principles, theory and practice of field of work, as well as an awareness of broader
developments relevant to own area.

¢ \Well-developed knowledge of systems/services for own area and across functions and how they relate to each other.

¢ Well-developed understanding of regulations and procedures and the implications of non-compliance.

e Strong interpersonal skills including the ability to motivate, negotiate, influence and build strong relationships.

Desired Outcomes/Achievements

e Delivery of targets/objectives to agreed specification, time, cost and good quality standards.
e Good quality of planning and link to strategy.

e Good quality and timeliness of advice and recommmendations.

e Proposals for policy and procedure, which meet both internal and external requirements.
e Effective utilisation of finances and resources.

e Provide good quality advice, recommendations and outputs.

e Good feedback on effectiveness.

e Generation of new ideas and approaches.

e Good quality of innovative contribution.

e Compliance with relevant health and safety, and equal opportunities standards.

Where relevant:

e Motivate and lead team to ensure effective performance against objectives.

* Development of team to meet individual and University requirements.

e Positive image/view of the team from others.

¢ A significant complex project/number of projects/activity with a significant strategic influence across a large organisation.

Professional Services Family

Level 7

Roles at this level will be the most senior member of staff in their area of responsibility and will typically lead, direct and
manage the interrelationship of a team of managers and/or highly qualified professionals across a major area of activity of
strategic importance to the University. They will be ultimately responsible for developing and delivering the strategic plans for
their area and will be accountable for ensuring that the University meets both internal and external requirements. Individuals
will initiate and, through appropriate consultation and negotiations, establish policy changes to tackle major new issues and
situations. Roles will review and address performance and make a significant impact upon longer-term direction, strategy
and objectives, advising the senior management team where appropriate. They will influence and shape the available
resources as appropriate to meet current and future needs of the University and will typically have a substantial impact on
University direction, strategy and objectives.

Representative Work Activities

Analysis, Reporting and Documentation

e | ead a major University department, reviewing performance over time in their area of responsibility and compare it to best
practice elsewhere, identifying areas for improvement in structure, practices, policies and technology.

Customer/Client Service and Support

e Review customer/client needs now and in the future (i.e. over the next few years) and ensure services and activities are
shaped to meet them.

e Ensure customer/client feedback and quality processes are in place for the area of responsibility.

Planning and Organising

e Develop and lead the implementation of strategies and plans for a major functional area of the University, which supports
and takes forward the University strategy.

e Contribute to debate on core University strategy and policy.

e | ead major projects and initiatives which have a significant resource and strategic impact.

Finance/Resource Management
e Ensure financial plans are developed and that services operate effectively within budget.
* Explore ways of improving efficiency and effectiveness and promote improvements in value for money.

Relationships and Contacts
e Work with senior colleagues from all areas of the University, with committees and external bodies, providing high level
advice.
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JOB FAMILIES JOB FAMILIES

Professional Services Family Professional Services Family

Level 7 - continued Level 7 - continued

Or: Desired Outcomes/Achievements

e Provide lead internal advice (on their significant area of University activity) for senior colleagues from all areas of the e Delivery of targets/objectives to agreed specification, time, cost and high quality standards.

University, and to committees and external bodies, ensuring that broader strategic plans are co-ordinated with the e High quality of planning and link to strategy.
specialist requirements of the work area. e High quality and timeliness of advice and recommendations.
e Represent the University externally in sector groups and in negotiations. e Proposals for policy and procedure meet both internal and external requirements.
e Effective utilisation of finance and resources.
Management e High quality of advice and recommendations to the most senior University levels.
e | ead and manage staff in a major functional area or service grouping, developing them and maximising their performance. e Positive feedback on effectiveness.
e Generation of new ideas and approaches.

Continuous Improvement e High quality of innovative contribution.
- e Maintain a continuous review of quality and of external benchmarks to promote the best possible service. e | eadership in health and safety, and equal opportunities matters. »
3 Where relevant: 8
§ Knowledge, Skills and Experience e Motivate and lead team to ensure effective performance against objectives. S
@, Either: * Development of team to meet individual and University requirements. 3
8 e Professionally qualified with a relevant degree/postgraduate qualification, plus a minimum of ten years' relevant leadership e Positive image/view of team from others. ©
:—; experience, or substantial experience and proven success in a strategically important broad function/specialist area. _S
o Or: i
g. e Extensive vocational experience (fifteen years or more) demonstrating professional development and achievement in a ..g
8 series of progressively more demanding, influential and broad work roles, backed by evidence of deep and broad E

knowledge of the whole functional work area.
Plus:
e Breadth of vision gained from extensive experience in field of expertise.
e Experience of developing innovative solutions and practical implementation for strategic change.
e Experience of managing and controlling substantial budget/resources/funding and an understanding of financial
management procedures.
Highly developed knowledge of the principles, theory and practice of a field of work, as well as an awareness of broader
developments relevant to the University.
Awareness of the likely effect of change in economic, social, legal and technological environment.
Well-developed knowledge of systems/services for own area and across functions and how they relate to national and
international developments.
Well-developed understanding of regulations and procedures and the implications of non-compliance on other staff.
National and international awareness and understanding of the activities, objectives and strategic direction of the University,
both current and future.
Strong interpersonal skills including motivating, negotiating, influencing and networking nationally and internationally.
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JOB FAMILIES JOB FAMILIES

Research and Teaching Family: Outline

Overall Definition: Roles in this family are wholly or mainly focused on research and teaching. They may combine elements
of research, teaching and leadership or management, but the relative emphasis on these elements and the nature of the
contribution will vary. Some roles will be more orientated towards research, while others will tend to concentrate on teaching,
leadership and management activities. In the higher levels, there will be a considerable reputation in the UK and
internationally, and significant impact on the discipline and on research income.

Level 3
Summary: Roles at this level are generally concerned either with assisting a research team or group by carrying out analyses
and tests where the method and purpose are clear, or teaching within a clear and established programme.

Level 4

Summary: Roles at this level may represent the early stages of an academic career before the individual progresses to Level
5 or a specific set of responsibilities within an established research or teaching programme. There may be a combination of
research and teaching, with appropriate organising and managing in support of these activities and possibly some team
leadership or a specific focus on research or teaching.

Level 5

Summary: Roles at this level are held by individuals experienced in research and/or teaching, often after progression from Level 4. In
some cases, their contribution spans research, teaching and leadership or management, although the relative importance of each of
these strands will vary from role to role; in others, there remains a concentration on either research or teaching. The research has
measurable outcomes and is reflected in growing reputation; the teaching design and delivery for all student levels reflects current thinking
and may encompass innovative methods; the contribution to the department through leadership and management may be significant.
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Level 6

Summary: Roles at this level commonly reflect extensive professional experience, and may include substantial contributions
in research, teaching and leadership or management. There may be a greater depth in one or two of these areas, reflecting
a predominant focus on research, on teaching, or on leadership/management, though some roles offer an even spread
between the three areas. Individuals will have a substantial reputation in their field, and make a significant impact on the
institution and on their discipline. Roles which focus on research will involve an established international reputation and a
clear record of impact shown for example in substantial and sustained research income.
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Level 7

Summary: Roles at this level reflect recognised leadership and sustained and substantial reputation in research and/or teaching
in a major discipline. There will also be significant leadership responsibilities on behalf of the department and/or the University,
and there will be a significant leadership or management contribution. There will be a high reputation internationally, based on
an extensive track record of innovative research and/or teaching with a major influence on the discipline; and a significant impact
shown for example in sustained influence on research income. Any teaching specialists at this level will have broadened and
deepened their impact on teaching methods and systems through extensive and widely recognised research.
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JOB FAMILIES

Research and Teaching Family

Level 3

Roles at this level are generally concerned either with assisting a research team or group by carrying out analyses and tests
where the method and purpose are clear, or with teaching within a clear and established programme.

Representative Work Activities

Research-focused Roles

e Acquire and interpret research data and results.

e Run analyses and tests using specified and agreed techniques and models.
e Prioritise tasks within agreed work schedule.

e Contribute to the development of techniques, models and methods.

e Advise other staff and students within area of expertise.

Teaching-focused Roles

e Teach classes within an established programme.

* Review the skills of students.

e Supervise class activities, e.g. language lab or practical work.

e Administer and mark tests.

e Assist other teaching staff with examinations and preparations of programme materials.

Administration
e Manage personal administrative tasks related to own work.

Knowledge, Skills and Experience

e Degree in subject relevant to research or teaching area.

e Practical experience of applying the skills and techniques.

e Expected to acquire PhD and/or teaching qualification, but neither is required at this level.
e Ability to analyse and communicate effectively.

e Ability to contribute to programme or method improvement.

Desired Outcomes/Achievements

* Development of research and teaching skills.

e Positive feedback from students and/or colleagues.

e Understanding of relevant health and safety, and equal opportunities issues.

JOB FAMILIES

a8 http://portal.surrey.ac.uk/humanresources

Research and Teaching Family

Level 4

Roles at this level may represent the early stages of an academic career before the individual progresses to Level 5, or a
specific set of responsibilities within an established research or teaching programme. There may be a combination of
research and teaching, with appropriate organising and managing in support of these activities and possibly some team
leadership or a specific focus on research or teaching.

Representative Work Activities

Research

e Develop and carry out a plan to open up an area of personal research and expertise, or contribute as a research team
member to a broader programme. May contribute to writing bids for research grants.

e Provide guidance to other staff and both undergraduate and postgraduate students.

e Plan and carry out the work programme for own research contribution, using methodology and techniques appropriate to
this type of research, for example:
® investigations leading to the discovery of new knowledge
e analysing and illuminating data, interpreting and bringing new insights through integration
e application of knowledge in practice out of which new intellectual understanding emerges

In more research-focused roles, the following may take the place of teaching work:

e May work/collaborate on original research with colleagues from other institutions.

¢ |nvestigate models and approaches to test and develop them.

e Write up research findings for publication and dissemination.

e Work as part of a small research team, or research activities within a multidisciplinary team(s). As a researcher, may
supervise more junior research staff and/or contribute to the work.

Teaching

e Teach programmes and advise students within own subject area, predominantly through lectures and seminars for
groups of undergraduates or postgraduates.

e May undertake direct supervision of undergraduate and/or postgraduate students as appropriate.

e Supervise practical work where it is part of the programme, and advise students on techniques.

* Plan and review own approach to teaching and contribute to the design or revision of programme units.

e Set and mark programme work and exams, and advise students on their progress.

In more teaching-focused roles, the following may take the place of research work:

e Help to develop new teaching approaches and programme proposals, and contribute to curriculum development.

e Collect or create resources materials and demonstrate their use.

e Take responsibility beyond own students and programme work, e.g. for co-ordination of examinations.
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JOB FAMILIES

Research and Teaching Family
Level 4 - continued

Management and Administration

e Manage personal administrative tasks related to own work.

e To contribute to the effective management and administration of the School or work unit by performing duties allocated
by the Head of School, for example library representative, year tutor or exchange programme co-ordinator etc.

e May be involved in committee membership at School level or in project teams.

e The ability to identify and organise resources.

e The ability to contribute to broader management processes.

Knowledge, Skills and Experience

e Research staff will normally have a PhD in many Schools, but may have the equivalent in professional qualifications
and expertise in others.

e Those in teaching-led roles will normally have a postgraduate degree or equivalent professional experience, a teaching
qualification and will normally be working towards membership of an appropriate professional and/or teaching body,
i.e. membership of the Institute of Learning and Teaching in Higher Education.

e High level analytical capability.

¢ Ability to communicate complex information clearly; and to encourage commitment to learn in others.

e Ability to assess and organise resources.

e Ability to contribute to broader management and administrative processes.

Plus:

In more research-focused roles:

e Creative in approaches to relevant models, techniques and methods, and able to develop new ones under some
supervision.

In more teaching-focused roles:

Desired Outcomes/Achievements

e Evidence of appropriate subject expertise, and that it is frequently updated, for example the production of publications
and involvement in conference presentations.

e Evidence of contribution to design of research and/or teaching programmes.

e Developing personal expertise in research and teaching.

e Positive feedback from students and colleagues on good quality of research teaching and support.

e Good quality of co-ordination and management of activities.

e Contributing to increase the School income by reputation.

e Understanding of relevant health and safety, and equal opportunities issues.

JOB FAMILIES

e The ability to design programme materials and to plan and organise the delivery and assessment of taught programmes.
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Research and Teaching Family

Level 5

Roles at this level are held by individuals experienced in research and/or teaching, often after progression from Level 4. In
some cases, their contribution spans research, teaching and leadership or management, although the relative importance of
each of these strands will vary from role to role; in others, there remains a concentration on either research or teaching. The
research has measurable outcomes and is reflected in growing reputation; the teaching design and delivery for all student
levels reflects current thinking and may encompass innovative methods; the contribution to the department through
leadership and management may be significant.

Representative Work Activities

Research

e Pursue research personally and/or as part of a team, and present the findings in publications and at conferences.

e Develop research proposals and funding bids, and win support for them.

¢ Plan the research to be undertaken, as a self-contained item, as part of a broader programme or as part of a
multidisciplinary approach.

¢ Develop methodologies and techniques appropriate to the type of research being pursued.
These could be among the following:
® investigations leading to the discovery of new knowledge
e analysing and illuminating data, interpreting and bringing new insights through integration
e application of knowledge in practice out of which new intellectual understanding emerges

e Provide expert advice to other staff and students.

In more research-focused roles, the following may take the place of teaching work:

e Plan and deliver high quality research, project managing the research activity, supervising and taking responsibility for
the research team.

e Attract research funding through bids and reputation.

e Explain and disseminate research findings through publication and conferences.

e Develop and engage in research methodologies that add to knowledge/understanding appropriate to the discipline.
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JOB FAMILIES

Research and Teaching Family
Level 5 - continued

Teaching

e Teach and examine programmes within own subject area and in specialism to relevant levels, i.e. undergraduate,
Masters and higher research degree students, through lectures, seminars and personal supervision.

e Plan and review own teaching load and approach to teaching.

e Supervise practical work where it is part of the programme and advise students on techniques.

e Take responsibility for design of programme units and contribute generally to the development of teaching and teaching
methods in the School.

e Coach and support tutorial groups developing their knowledge and their learning skills.

e Be responsible for setting and marking coursework for undergraduates and assignments for postgraduates, and advise
students at appropriate study levels.

e Contribute to the enhancement of quality in teaching within the subject, School or faculty.

e Develop programme proposals and contribute to curriculum development.

e May act as internal and external examiner for postgraduate students.

In more teaching-focused roles, the following may take the place of research work:

* Develop approaches to teaching and learning which are innovative for the institution and subject area and reflect
developing practice elsewhere.

e Develop and advise others on learning and teaching tasks and methods.

Management and Administration

¢ |n addition to core administration for the individual’s own work, take on specific initiating and co-ordinating roles,
such as running the process of admissions, examinations, the RAE or teaching quality assessment.

e Monitor and ensure effective management of assets and budgets allocated as part of the role.

e May involve managerial responsibility for staff.

e May participate in University-wide projects or working groups, or be a member of a School board or committee.

Knowledge, Skills and Experience

In addition to Level 4 requirements:

® A growing reputation in research or teaching within subject or service specialism.

e Track record of published research or successful development and delivery of teaching units.
¢ Ability to manage resources and an understanding of management processes.

e Skills in the management and motivation of staff (if appropriate).

JOB FAMILIES
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Research and Teaching Family
Level 5 - continued

In research:

e Experience, achievement and growing reputation in the discipline, reflected in relevant national committee memberships,
and/or involvement in national research events.

e Experience and demonstrated success in planning and building a team and delivering research results within the team or
as part of a multidisciplinary approach. Occasionally this is wholly demonstrated on an individual basis.

e Experience of developing research methodologies and devising models, approaches, techniques, critiques and methods.

In teaching:

e Teaching qualification, membership of ILT or equivalent.

e Experience and demonstrated success in developing methods and coaching colleagues.

e Skills in counselling and motivating students at appropriate levels.

e Experience, achievement and growing reputation in the discipline, reflected in relevant national committee memberships,
and/or involvement in national educational events.

Desired Outcomes/Achievements

e Evidence of a good reputation in the subject.

e Evidence of research programme design.

* A high level of innovation and impact of research.

e Evidence of published research results.

e Evidence of contribution to teaching programme design and teaching good quality, through method development
and coaching of others.

e Contribution to broader processes, e.g. programme development, assessment exercises, examinations and recruitment.

e Contribution to attracting research funding and/or bids for other financial support, or equivalent measure of impact.

e Evidence of coaching and management skills.

e Where appropriate, effective performance of the team led by this role.

e Contribution to effective analysis and management of resources.

e Compliance with relevant health and safety, and equal opportunities standards.

http://portal.surrey.ac.uk/humanresources

53

o
=
<

%]

3
[
o3
<

[

=

©

(]

n

(]
'




oY)
o
]
]
=)
o
S
*
oy
)
5]
=
5
Q

JOB FAMILIES

Research and Teaching Family

Level 6

Roles at this level commonly reflect extensive professional experience, and may include substantial contributions in research,
teaching and leadership or management. There may be a greater depth in one or two of these areas, reflecting a
predominant focus on research, on teaching, or on leadership/management, though some roles offer an even spread
between the three areas. Individuals will have a substantial reputation in their field, and make a significant impact on the
institution and on their discipline. Roles which focus on research will involve an established international reputation and a
clear record of impact shown for example in substantial and sustained research income.

Research

e Plan and carry out research activities and programmes, as part of a specialist team or a multidisciplinary team.

e Develop methodologies and techniques appropriate to the type of research being pursued. These could be from the
following:
® investigations leading to the discovery of new knowledge
® analysing and illuminating data, leading to the discovery of new knowledge
e application of knowledge in practice out of which new intellectual understanding emerges

e Publish results of research in articles and/or books that lead to an established reputation in the subject area.

e Sustain other research-related contributions through conference papers and presentations and/or consultancy projects
and advice.

e | ead funding bids that develop and sustain research support for the specialist area.

e Provide expert advice to colleagues and students.

e Participate actively in the development of the Department/unit’s research strategy.

In more research-focused roles, the following may take the place of teaching work:

* Demonstrate and maintain research activity of high reputation in the UK and internationally in a major subject area.

e | ead research programmes and teams, setting up and managing the resources needed to deliver the plan.

¢ | ead major funding bids and research activity in an area of recognised excellence for the institution.

e Develop and engage in research methodologies that add to knowledge/understanding appropriate to the discipline.

Teaching

* Develop, deliver and examine programmes or learning programmes for students at all levels.

e Plan and review own teaching load and approach to teaching.

e Design and supervise practical work where it is part of the programme, and advise students on techniques.

e Take responsibility for the design of programmes and for their quality, and promote the development and enhancement
of teaching and teaching methods in the department, by bringing specialist knowledge into the learning environment.

e Supervise and advise students at appropriate levels.

e Act as external examiner for postgraduate students.

e Coach and support tutorial groups, developing their knowledge and learning skills.

e Coach and advise others on learning and teaching methods.

JOB FAMILIES
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Research and Teaching Family
Level 6 - continued

In more teaching-focused roles, the following may take the place of research work:

¢ | ead the development of new approaches to teaching and learning. This may be underpinned by research and evaluation
of teaching methods and systems.

e Contribute to the development of teaching and learning policy locally, and to debate nationally about policy, methods and
practices through publication and conference activity and roles that advance quality in the discipline.

® Act as coach and role model for teaching methods locally through excellent practice and mentoring other less experienced
teachers.

e Act in senior roles within the School or faculty to advance student academic development, e.g. Senior Tutor, Year Head,
Co-ordinator of Programmes at undergraduate or postgraduate levels.

Management and Leadership

e May lead the development of activities and manage significant processes in the running of the School/research
group/teaching programme.

e Develop and manage staff and resources, in support of major research or teaching activities.

e Represent the University/faculty/School in the disciplinary community externally.

e Contribute significantly to the development and running of the School, for example in leading development activity on
research or teaching assessment; leading the School in the admissions process, marketing and recruitment, QAA, pastoral
care, supervising the exam process, etc.

e Contribute to the wider academic community and University by, for example, editing journals, refereeing papers, external
examining and involvement in professional bodies.

Knowledge, Skills and Experience

In addition to Level 5 requirements:

e Extensive research and teaching expertise normally supported by a relevant PhD and a teaching qualification.
e High level of analytical capability.

e Skill in counselling and motivating students at all levels.

In research:

e Experience and achievement in chosen field, reflected in high reputation in the UK and internationally.

e Extensive experience and demonstrated success in planning and building a team and delivering research results.
e Ability to develop and devise new programmes, models, techniques and methods.

In teaching:

e Teaching qualification, membership of ILT or equivalent, considerable subsequent experience.

e Ability to design and deliver learning programmes.

e Extensive experience and demonstrated success in developing methods and coaching.
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JOB FAMILIES

Research and Teaching Family
Level 6 - continued

In leadership/management:

e Skills in managing and motivating staff.

e Ability to provide effective leadership for groups and activities with substantial impact among peers in the UK
and internationally.

e For research-led roles, proven ability to plan and lead the delivery of research programmes, to develop techniques
and sources of funding.

e For teaching-led roles, proven skills in coaching and developing others in best practice techniques.

Desired Outcomes/Achievements

e Evidence of developing techniques, standards and methods, acting as a role model for best practice.

e Evidence of a substantial reputation in the UK and internationally for research or teaching, reflected in sustained output,
level of innovation, impact on subject and recognition.

e Track record in the development of funding sources and attracting significant research and teaching funds.

e Contributing to the development of colleagues through coaching, acting as a mentor or otherwise leading development
activities.

e Contribution to the department through broader processes, e.g. programme development, assessment exercises,
examinations, recruitment, project or other initiatives.

e Performance as a team leader, based on positive team performance and feedback.

e Maintain and enhance specific professionalism by undergoing continuing professional development.

e Compliance with relevant health and safety, and equal opportunities standards.

JOB FAMILIES
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Research and Teaching Family

Level 7

Roles at this level reflect recognised leadership and substantial and sustained reputation in research and/or teaching in a
major discipline. There will also be significant leadership responsibilities on behalf of the department and/or the University,
and there will be a significant leadership or management contribution. There will be a high reputation internationally, based
on an extensive track record of innovative research and/or teaching with a major influence on the discipline; and a significant
impact shown for example in sustained influence on research income. Any teaching specialists at this level will have
broadened and deepened their impact on teaching methods and systems through extensive and widely recognised research.

Representative Work Activities

Research

* Plan and lead the implementation of research activities and programmes within a specialist or multidisciplinary team of
outstanding quality and international repute in a major subject area.

¢ Manage the teams of people and other resources needed to deliver the research plan.

e | ead major funding bids, which develop and sustain research support for the specialist area and advance the reputation of
the department and the University.

e | ead the process of acquiring, analysing and interpreting research data using techniques, models and methods selected,
developed or devised for the purpose.

e Publish results in articles and/or books, which lead to a sustained reputation in the subject area.

e Sustain other research-related contributions through conference papers and presentations and/or consultancy projects and advice.

e Provide expert advice to colleagues and students.

e Participate actively in the development of the department/unit’s research strategy.

Teaching

e Oversee the development and review of teaching provision in the subject area for all students at all levels.

* Develop and review approaches to teaching that advance techniques and standards locally, contribute to local policy
and serve as a contribution to broader debate.

e Develop and teach programmes or learning programmes for students at all levels, with responsibility for their design and quality.

e Plan and review own teaching load and approach to teaching, and coach others in doing the same.

e Design and supervise practical work where it is part of the programme, and advise students on techniques.

e Set and mark programme work and examinations, and supervise and advise students at all levels.

e Act as external examiner for postgraduate students.

e Coach and support tutorial groups, developing their knowledge and skills.

e Act as a coach and role model through excellent practice and mentoring colleagues.

In more teaching-focused roles:

e Make a leading contribution to debate internationally about teaching and learning policy, methods and practices.

e Carry out and publish the results of research, through articles, books and conferences and/or work with national bodies on curriculum
development and quality assurance, leading to and reflecting an acknowledged international reputation as an expert in teaching methods.

http://portal.surrey.ac.uk/humanresources 57

o
=
<

%]

3
[
o3
<

[

=

©

(]

n

(]
'




oY)
o
]
]
=)
o
S
*
oy
)
5]
=
5
Q

JOB FAMILIES

Research and Teaching Family
Level 7 - continued

Leadership and Management

e May act as Head of School, taking lead responsibility for the appointment, development and management of all staff and
for the handling of major processes, e.g. forward planning, financial management, admissions and the quality of teaching
or research.

e Contribute to the running and strategic direction of the University through designated committee, representative or project
activities.

¢ Manage responses to government consultations and policy, where appropriate, and act as lead University spokesperson
with regard to the subject.

e Sit on national and international bodies; act as an advisor to government and in any other external advisory capacity.

Knowledge, Skills and Experience

In addition to Level 6 requirements:

e Extensive, high level research and teaching expertise over many years, normally supported by relevant PhD and/or by
extensive professional success and achievement.

e Extensive experience and capability to act as role model in the areas of research, teaching and management, as
appropriate.

e Proven ability to lead and motivate experts and to manage money and other resources, possibly contributing to the
running of the University.

e Extensive experience in leading the design of research, educational programmes, techniques and methods.

e Established and widely recognised excellence and reputation in the specialist subject area among peers nationally
and internationally.

e Proven ability to plan and lead the delivery of research and/or teaching programmes, and to develop sources of funding
and income.

Desired Outcomes/Achievements

* An excellent reputation among peers externally, internationally as well as in the UK.

e Consistent and sustained high quality, reputation, innovation and impact in published output.

e Sustained track record in attracting high levels of research/educational funding.

e Evidence of management capability, e.g. financial performance of areas under personal supervision, positive feedback
from colleagues and other staff.

e Evidence of developing techniques and methods, acting as a role model for best practice.

e Contribution to the development and performance of colleagues through coaching, mentoring and peer support.

e Contribution to the department and the University through leading or contributing to broader committee processes
and project activities.

e Maintain and enhance specific professionalism by undergoing continuing professional development.

e | eadership in health and safety, and equal opportunities matters.

JOB FAMILIES

Technical and Experimental Family: Outline

Overall Definition: Roles in this family provide technical, experimental and/or scientific support to research and teaching.
They offer research support to academic staff and students, for example by setting up and operating equipment, running
analyses and tests, providing technical design services, and giving technical advice. They support teaching, meetings and
seminars, by setting up and operating equipment, and providing technical input to teaching programmes. They provide
technical advice and support for equipment and machinery (including electronic hardware and software for colleagues
throughout the University). Working as part of a support team is a common feature, and at higher levels, the roles involve
either highly specialised expert advice and support or line responsibility for a substantial technical service group.
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Level 1 *

Summary: Roles at this level work as part of a team to provide scientific and/or technical support to staff, students and
more senior colleagues working on straightforward tasks within well-established routines and procedures and under regular,
direct supervision.

Level 2 *

Summary: Roles at this level require specific technical or practical skills and a well-developed working knowledge of
technical or scientific practices and procedures acquired through on-the-job experience and/or vocational training. Work will
involve the application of skills and knowledge to provide a range of technical support activities. Work activities will typically
follow an established working pattern. Supervision is in the form of general guidance on routine work.

Level 3

Summary: Roles at this level will display an in-depth knowledge of technical or scientific practices, methods and procedures
gained through either experience and/or formal qualification and will deploy this knowledge to provide a range of technical
support activities.

Level 4

Summary: Roles at this level will have recognised technical expertise and may have supervisory responsibility for a technical
service or team, where the primary focus will be on planning, overseeing and reviewing the work of the team and/or
operating as individual technical advisers, supporting teaching, administrative or research activity through the provision of
specialist support activity.

Level 5

Summary: Roles at this level will have recognised technical or managerial expertise and will either have management
responsibility for the delivery of a technical service or will operate as individual technical advisers supporting teaching or
research activity through the provision of specialist activity. Whilst technically up-to-date, managers at this level will not
necessarily be seen as experts in their field, whereas individual specialists definitely will.

* Levels 1 and 2 are further divided into 1a,1b and 2a, 2b.
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JOB FAMILIES JOB FAMILIES

Technical and Experimental Family Technical and Experimental Family
Level 1a Level 1a - continued
Roles at this level work as part of a team to provide scientific and/or technical support to staff, students and more senior
colleagues working on simple and/or repetitive tasks with detailed instructions and under close supervision. Knowledge, Skills and Experience
® | earning gained through on-the-job training and work experience of weeks to months. May include short courses and
The range of tasks performed is generally quite narrow and specific and involves little or no planning, as work instructions will other formal training.
specify what needs to be done, how it needs to be done and what equipment/machinery/tools to use. ¢ Ability to gain basic knowledge about simple equipment and/or machinery.
e Basic understanding of health and safety regulations and procedures.
Representative Work Activities e Basic familiarity with standard office software packages.
Maintenance and Management of Work Environment e Basic numeracy and literacy, with potential for further study where appropriate.
e Operate common, standard, single purpose machinery/equipment in a simple or repetitive way. e Accuracy and ability to follow instructions.
e Carry out basic equipment maintenance according to detailed instructions. ¢ Ability to exchange basic information verbally or in writing.
e Clean and tidy the workshop/laboratory/work environment. e Manual dexterity (in some roles).
e Transport goods and equipment according to detailed instructions.
e Inform supervisor of stock levels for low value supplies/resources to ensure that they are available to meet work unit Desired Outcomes/Achievements
requirements. e Work on time and to prescribed standards.
e Adhere to basic health and safety procedures affecting self and others. e Courteous and effective exchange of basic information.
* Flexible approach to duties and willingness to learn.
Analysis, Reporting and Documentation e Accuracy and reliability.
e May carry out routine record keeping, filing, data inputting, cataloguing, logging and maintenance of simple databases to e Satisfaction of staff and/or students with the good quality of technical support provided.
ensure accurate records are maintained. e Responsiveness to training/education.
e Communicate problems or difficulties to a supervisor/manager. e Basic equal opportunities awareness.

Planning and Organising

e Perform simple, often repetitive tasks to appropriate time and quality requirements, following simple oral and/or written
instructions.

e Work to detailed instructions under direct supervision, with tasks and work priorities being allocated to jobholders by a
supervisor/manager.
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JOB FAMILIES

Technical and Experimental Family

Level 1b

Roles at this level work as part of a team to provide scientific and/or technical support to staff, students and more senior
colleagues, working on routine activities within well-established procedures and under regular supervision.

The range of tasks may be broader than at Level 1a and involve some planning of timing and sequencing in order to
complete the range of activities specified for the day. This implies a broader understanding of the work objectives of the
Department so that the timing and sequencing of tasks will support the work of others effectively.

Representative Work Activities

Maintenance and Management of Work Environment

e Operate straightforward machinery/equipment in a standardised way.

e Carry out basic equipment maintenance according to detailed instructions.

e Clean and tidy the workshop/laboratory/work environment.

e Transport goods and equipment according to instructions.

e Replenish stocks of consumables/stores of basic equipment etc, following routine stock control procedures, in order to
meet work requirements.

e Adhere to basic health and safety procedures affecting self and others.

Analysis, Reporting and Documentation

e Carry out routine record keeping, filing, data inputting, cataloguing, logging and maintenance of simple databases to
ensure accurate records are maintained.

e Communicate problems or difficulties to a supervisor/manager.

e Receive visitors and provide/request basic information in a courteous and correct manner in order to promote a positive
image of one’s School/work unit.

Planning and Organising

e Perform routine activities to appropriate time and quality requirements, following oral and/or written instructions or routine
guidelines.

e Work to well-established simple routines under regular supervision, with broad work priorities being allocated to jobholders
by a supervisor/manager.

JOB FAMILIES
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Technical and Experimental Family
Level 1b - continued

Knowledge, Skills and Experience

Learning gained through work experience of up to a year. Will include short courses and other formal training.
Basic knowledge about simple equipment and/or machinery.

Basic understanding of health and safety regulations and procedures.

Familiarity with standard office software packages.

Numeracy and literacy, with potential for further study where appropriate.

Ability to exchange basic information verbally or in writing.

Manual dexterity (in some roles).

Basic awareness of the activities of the work section, especially in respect of health and safety.

Desired Outcomes/Achievements

Work on time and to prescribed standards.

Courteous and effective exchange of basic information.

Flexible approach to duties and willingness to learn.

Accuracy and reliability.

Satisfaction of staff and/or students with the good quality of technical support provided.
Responsiveness to training/education.

Basic equal opportunities awareness.
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JOB FAMILIES JOB FAMILIES

Technical and Experimental Family Technical and Experimental Family
Level 2a Level 2a - continued
Roles at this level require specific technical or practical skills and a well-developed working knowledge of technical or
scientific practices and procedures acquired through on-the-job experience and/or vocational training. Knowledge, Skills and Experience
Either:
Work will involve the application of skills and knowledge to provide a focused range of technical support activities. Work e \ocational qualifications plus at least one year’s relevant work experience.
activities will typically follow an established pattern, and clear procedures will be in place to provide guidance on a daily basis. Or:
Supervision is in the form of general guidance on routine work. ® | earning gained through work experience of up to two years. Will include short courses and other formal training.
e Basic working knowledge of relevant systems, equipment, processes and procedures.
Representative Work Activities e Manual handling skills (in some roles).
Maintenance and Management of Work Environment e Appreciation of the standards for conduct and output of the role.
e Operate straightforward machinery/equipment in a standardised way. e Understanding of health and safety regulations and procedures.
e May be involved in the development, testing and construction of new equipment (including electronic equipment) and/or e Good written and/or oral communication skills.
techniques. e Familiarity with standard office software packages.
e Monitor levels of stocks/stores of basic equipment and supplies and ensure that equipment, consumables and work areas e Good numeracy and literacy, with potential for further study where appropriate.
are ready to use when required. e Experience of undertaking a range of technical support activities.

¢ Adhere to basic health and safety procedures affecting self and others.
Desired Outcomes/Achievements

Analysis, Reporting and Documentation e Work completed on time and to the required standard.
e Prepare and carry out straightforward tests/experiments according to clear guidelines. e |nitiative/resourcefulness.
e Carry out basic interpretation of data/test results and present findings accordingly. e Ability to interpret technical drawings in an appropriate manner.
e Maintain accurate records. e Effective work scheduling and prioritising of own work.
e Receive visitors and provide/request basic information in a courteous and correct manner, to promote a positive image of e Flexibility.
one’s School/work unit. e Observance of health and safety regulations.
e Satisfaction of staff and/or students with the quality of technical support provided.
Planning and Organising e Accuracy/precision.
e Carry out a range of tasks to time and quality requirements, following oral and/or written instructions or routine guidelines. e Ability to resolve standard and routine problems.
e Plan own daily work schedule, but refer to more senior colleagues for prioritising and scheduling of non-standard work e Continuing development of technical skills and ability in own area.
necessary to meet work unit demands. e Responsiveness to training/education.
* Resolve routine work problems independently, referring more complex problems to senior colleagues. e Basic equal opportunities awareness.
Management

e May occasionally provide guidance and support to junior colleagues through on-the-job training/coaching in own area, in
the use of equipment and techniques.

e Assist students and/or staff in the preparation and use of equipment and techniques.

e Support student learning through the demonstration of equipment and techniques.
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JOB FAMILIES

Technical and Experimental Family

Level 2b

Roles at this level require a broad range of specific technical or practical skills and a well-developed working knowledge of
technical or scientific practices and procedures acquired through on-the-job experience and/or vocational training.

Work will involve the application of a broad range of skills and knowledge to provide a range of technical support activities.
Work activities will vary and will not typically follow an established working pattern. Although supervision is available, the
routine itself provides the framework within which the jobholder can operate independently.

Representative Work Activities

Maintenance and Management of Work Environment

e Operate straightforward machinery/equipment in a standardised way.

e May be responsible for the day-to-day and routine maintenance of a particular piece of straightforward equipment.

e Will typically be involved in the development, testing and construction of new equipment (including electronic equipment)
and/or techniques.

e Monitor levels of stocks/stores of basic equipment and supplies, and ensure that equipment, consumables and work area
are ready to use when required.

e Adhere to basic health and safety procedures affecting self and others.

Analysis, Reporting and Documentation

e Prepare and carry out straightforward tests/experiments.

e Carry out basic interpretation of data/test results and present findings accordingly.

e Maintain accurate records and draft routine documentation.

e Receive visitors and provide/request information in a courteous and correct manner in order to promote a positive image of
one’s School/work unit.

Planning and Organising

e Carry out a range of tasks to time and quality requirements whilst working within established routines or procedures, but
with minimal direct supervision.

e Plan own work schedule to meet work unit demands, but refer to more senior colleagues for prioritising and scheduling of
non-standard work.

¢ Resolve routine work problems independently, referring more complex problems to senior colleagues.

Management

e May provide guidance and support to junior colleagues through on-the-job training/coaching in own area, in the use of
equipment and techniques.

e Assist students and/or staff in the preparation and use of equipment and techniques, and advise on any specific aspects
of work within own area.

e Support student learning through the development and demonstration of equipment and techniques.

JOB FAMILIES
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Technical and Experimental Family
Level 2b - continued

Knowledge, Skills and Experience
Either:

Vocational qualifications plus 18 months’ relevant work experience.

Or:

Learning gained through work experience of up to three years. Will include short courses and other formal training.

Working knowledge of relevant systems, equipment, processes and procedures.

Manual handling skills (in some roles).

Appreciation of the standards for conduct and output of the role.

Understanding of health and safety regulations and procedures.

Good written and/or oral communication skills.

Familiarity with standard office software packages.

Good numeracy and literacy, with potential for further study where appropriate.

Awareness of work priorities and those of colleagues.

Experience of undertaking a range of technical support activities without constant guidance.

Desired Outcomes/Achievements

Work completed on time and to the required standard.
Initiative/resourcefulness.

Good standard of written documentation.

Ability to interpret technical drawings in an appropriate manner.
Effective work scheduling and prioritising.

Flexibility.

Observance of health and safety regulations.

Satisfaction of staff and/or students with the quality of technical support provided.
Accuracy/precision.

Ability to resolve routine problems.

Continuing development of technical skills and ability in own area.
Responsiveness to training/education.

Basic equal opportunities awareness.
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JOB FAMILIES

Technical and Experimental Family

Level 3

Roles at this level will display an in-depth knowledge of technical or scientific practices, methods and procedures gained
through either experience and/or formal qualification and will deploy this knowledge to provide a range of technical support
activities.

Representative Work Activities

Maintenance and Management of Work Environment

e Utilise technical knowledge and experience in own area to conceptualise and interpret the requirements of
the 'customer/client'.

e Contribute to the development of new or improved methods/techniques/equipment.

e Ensure that equipment/apparatus etc in own area is maintained, serviced and repaired as required.

e Ensure maintenance of current and future stock requirements of equipment and consumables for own work area
(usually within pre-set limits).

e Advise on the pricing and purchasing of equipment/apparatus/software, following consultation with appropriate
staff members.

e Monitor and maintain a safe working environment in accordance with health and safety procedures.

Analysis, Reporting and Documentation

e Ensure accurate completion of documentation, records and reports.

e Carry out complex quantitative and qualitative analyses and contribute to the interpretation of the results.
e Set and monitor technical standards in own area of work.

e Diagnose and rectify faults/problems with equipment and procedures.

Planning and Organising

e Carry out a range of specialist technical support tasks to time and quality standards.

e Plan and oversee the day-to-day technical running of a work area/laboratory/research project, allocating resources and
providing technical supervision of junior technical staff and/or students in order to ensure work objectives are met.

e May be involved in the preparation of work rotas and activity scheduling in own work area for routine tasks.

e Adapt and refine work practices and procedures in own area.

Management

e Advise and assist staff and students in the development, design, preparation, construction, assembly, and application
of equipment, the setting up of experiments and/or deployment of particular techniques.

e Demonstrate and show students, academic staff and junior technicians equipment and techniques in own area of
expertise.

JOB FAMILIES
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Technical and Experimental Family
Level 3 - continued

Relationships and Contacts
e Communicate and liaise with the wider University as well as users of the University services and/or external
consultants/suppliers (usually through clearly defined/routine liaison, e.g. regular suppliers/contractors).

Career Development
e 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.

Knowledge, Skills and Experience

Either:

e Minimum of two A levels in relevant subject, or equivalent vocational qualifications (Higher National Certificate or Diploma,
NVQ 3, Advanced City and Guilds), plus at least three years’ work experience, two of which must be in a relevant
technical/scientific role.

Or:

e Minimum of five to seven years' work experience in a relevant technical or scientific role.

Plus:

e Proven technical experience in own scientific or technical specialism, which has been acquired over a number of years,
with a basic understanding of the technical/scientific theory.

* Requirement to understand, conceptualise and interpret the requirements of staff and students.

e Well-developed analytical and problem-solving capability.

e Well-developed communication skills to enable the identification and understanding of staff/student requirements to
gain confidence in the solutions provided.

e Well-developed understanding of regulations and procedures, (including Home Office, health and safety) and
the implications of non-compliance on other staff.

e Excellent technical problem-solving skills.

e Good planning and organising skills.
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JOB FAMILIES

Technical and Experimental Family
Level 3 - continued

Desired Outcomes/Achievements

e Completion of work to agreed specification, time, cost and good quality standards.

e Capability to organise own and others' activities to meet deadlines.

e Good time management.

e Help rarely needed on routine matters.

e Select the right approach.

e Compliance with health and safety/Home Office regulations.

e Satisfaction of staff and/or students with the good quality of technical support provided.

e Technical problem resolution.

e Acceptance of advice and recommended solutions by staff and/or students.

e Good quality and timeliness of advice and recommendations.

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

* Independent.

e Proactive.

e Effective coaching and encouragement of others.

e Demonstrating the development of a specialist skill through an increase in the technical/scientific level of knowledge and
experience, and operating at a level which is non-routine.

e Understanding of relevant equal opportunities issues.

Work examples may include:

e Understanding and implementation of legislation, e.g. Home Office regulations, copyright law, radio frequency licensing,
HSE etc.

e Setting up and advising on the technical requirements for advanced research work.

e Setting up and advising on the technical requirements of new software, which could be written specially or is available
commercially.

e Discussing and evaluating issues of application and performance of various types of equipment.

e Giving instruction in the use of techniques/software within own area.

e Preparation of data sets for further analysis and later publication.

JOB FAMILIES
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Technical and Experimental Family

Level 4

Roles at this level will have recognised technical expertise and may have supervisory responsibility for a technical service or
team, where the primary focus will be on planning, overseeing and reviewing the work of the team and/or operating as
individual technical advisers, supporting teaching, administrative or research activity through the provision of specialist
support activity.

Representative Work Activities

Maintenance and Management of Work Environment

e Contribute by designing of apparatus/equipment or usage of specialist machines/equipment/software or the development
of new techniques.

e May contribute to publications.

e Maintain stocks of equipment and consumables with pre-set level of expenditure.

e Ensure the security of buildings/plant/machinery in own area.

e Advise on future physical resource requirements within own area — general/specific equipment, apparatus, space etc.

e Ensure compliance with legal, health and safety standards.

Analysis, Reporting and Documentation

e Assist in the interpretation of results, providing quantitative and qualitative analysis, advising staff and students on the
application, techniques and use of equipment.

e Act as a recognised source of technical expertise in own area of technical skill/expertise through the effective utilisation and
application of substantial skill and experience.

e Act as an internal and external consultant, advising on the development and application of specialist techniques and/or
procedures and the analysis and interpretation of results.

e Contribute to developments in policies/procedures/plans in own work area.

e Work with novel techniques and/or procedures.

e Generate original ideas and innovative solutions through the provision of specialist knowledge and advice as appropriate.

Planning and Organising
e Responsible for the technical organisation and/or operation of advanced scientific/technical work requiring specialist skills,
techniques and knowledge.
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JOB FAMILIES

JOB FAMILIES

Technical and Experimental Family
Level 4 - continued

Management

e Responsible for the provision of a technical service through the day-to-day organisation and technical supervision of a
small department, medium-sized work area/workshop/laboratory or a research section.

Allocate work and responsibilities to junior members of staff.

Ensure work is carried out and performed to the required standard, taking the necessary follow-up measures to ensure
effective performance.

May involve the supervision of non-technical staff.

Contribute to the recruitment, training and development of own technical team.

e May be involved in staff development review process.

Advise and assist staff and/or students on all aspects of technical support services, either personally or through delegation
to appropriate team member.

Finance Management

e Under the direction of a senior staff member, monitor the budgets of the Department/work area/research area/grant,
making sure they operate effectively within budget constraints and maintaining appropriate financial records, e.g.
expenditure, purchasing, and equipment.

Relationships and Contacts
e Liaise and communicate with other University Schools and Departments as well as outside bodies.

Knowledge, Skills and Experience

Either:

e University degree, Higher National Diploma (HND), NVQ 4 or equivalent in a relevant subject and relevant formal training,
plus a minimum of three years' work experience in a relevant technical/scientific role.

Or:

e Significant vocational experience (minimum of seven to ten years), demonstrating development through the acquisition of
appropriate technical or scientific expertise and involvement in a series of more demanding work roles.

Technical and Experimental Family
Level 4 - continued

Plus:

Recognised specialist knowledge in own scientific or technical specialism.

Experience of planning and progressing technical/scientific work activities within general School guidelines.
Thorough knowledge and understanding of the technical or scientific practices, procedures and products relevant to
the role, including external (e.g. commercial) awareness.

Proven communication and interpersonal skills.

Well-developed understanding, through both qualifications and experiences, of scientific/technical theory.
Well-developed verbal and written communication skills.

Well-developed understanding of health and safety regulations and procedures.

Proven staff management and supervisory skills, where appropriate.

Financial training sufficient to manage budgets, where appropriate.

Desired Outcomes/Achievements

Performance of tasks to agreed time, cost and good quality standards.

Compliance with health and safety regulations.

Satisfaction of staff and/or students with the good quality of technical support provided.
Accuracy.

Attention to detail.

Receptive to new ideas and approaches.

Organising ability.

Effective delegation.

Ability to focus on priority issues.

Understanding of relevant equal opportunities issues.
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JOB FAMILIES

Technical and Experimental Family

Level 5

Roles at this level will have recognised technical or managerial expertise and will either have management responsibility for
the delivery of a technical service or will operate as individual technical advisers supporting teaching or research activity
through the provision of specialist activity. Whilst technically up-to-date, managers at this level will not necessarily be seen as
experts in their field, whereas individual specialists definitely will.

Representative Work Activities

Maintenance and Management of Work Environment

e Make a significant contribution to the development of teaching and/or research, in the designing of apparatus/equipment
or usage/application of specialist machines/equipment or the development of new techniques.

e Ensure the general maintenance/security of buildings, plant and equipment.

e Ensure a safe working environment is maintained.

e Liaise with the Head of School/Department on the legal, health and safety standards required, and put in place policies
and procedures throughout the laboratories/workshops/work areas/research section to comply with such regulations.

e Make a major contribution to the development of policies and procedures to ensure that all legislative and University
requirements are met within the laboratories/workshops and work areas.

e Keep abreast of technical developments relevant to own area of responsibility and provide ad hoc technical advice and
support.

Analysis and Problem Solving

e May have a scarce skill and be operating at a very high specialist level.

e Conceive new opportunities and approaches.

e |nitiate and develop ideas/approaches and novel techniques.

e Promote and deliver innovative solutions.

e May pre-set research methodologies and findings at local/national level and contribute to publications.

Planning and Organising

e Determine priorities and allocate resources to meet planned objectives and requirements.

e Develop policies and procedures for technical support service activities in order to ensure the teaching and research of
the School/Department are met, both now and in the future.

e Advise on the future requirements within the School/Department/Division (and/or grant holders) regarding general/specific
equipment, apparatus, furniture and fittings, space etc.

JOB FAMILIES
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Technical and Experimental Family
Level 5 - continued

Finance/Resource Management

e Work with the Head of School/Department/Division/Research Project responsible for budgeting and controlling the staffing
establishment levels.

e Ensure the Department/work area operates effectively within any budget constraints, including grant management, and
maintain accurate financial records.

e Manage the stock control/purchasing system, ensuring that University financial procedures are adhered to, liaising and
negotiating with internal and external suppliers etc.

Relationships and Contacts

e Ensure effective communication with staff at all levels.

e Contribute to the management of the School/Department as a whole through membership of the appropriate committee
structure.

e Communicate and liaise with the whole of the University as well as regular contact with external bodies.

e Advise staff and students on all aspects of technical support service provision, either personally or through delegation to
appropriate team member.

Management

e Manage a large and/or complex Department/work area(s), accountable for the provision of a complete technical service.
® | ead and manage a technical team to deliver specific goals.

e Delegate work activities and responsibilities.

e Monitor performance and take appropriate corrective action to ensure performance standards are consistently met.

e Recruitment, training, appraisal and development of staff.

e Ensure the technical organisation structure and staffing levels are appropriate to meet Departmental requirements.

Knowledge, Skills and Experience

Either:

e Higher National Diploma (HND), University degree, possibly with a professional qualification plus a minimum of four to six
years' work experience in a relevant technical/scientific role backed by evidence of significant appropriate knowledge and
research contribution.

Or:

e Substantial vocational and relevant management experience (at least ten years) in a relevant technical or scientific role.
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JOB FAMILIES JOB FAMILIES

Technical and Experimental Family Technical and Experimental Family
Level 5 - continued Levels 6 and 7
Plus: See Professional Services Family

e If the role is management/supervisory, then experience in managing staff is essential.

e Experienced professional with substantial expertise in own scientific or technical specialism.

¢ Well-developed analytical and problem-solving capability.

e Ability to communicate clearly on technical issues to non-specialist and senior level audiences.
Well-developed understanding of health and safety regulations and procedures.

Excellent technical problem-solving skills (technical specialists may be one of few able to provide solutions in a specialised
field operating at a high level of competency).

High level planning and organisational skills.

Ability to persuade, motivate and lead others.

Well-developed understanding of funding and financial management procedures.

Member of the appropriate professional body.

Desired Outcomes/Achievements

e Completion of work to agreed specification, time, cost and good quality standards.

e Performance of team against objectives.

e Meet targets and deadlines.

e Effective leadership and development of potential in others.

Effective use of resources.

Development of team to meet individual and University needs.

Capable of organising own and others activities to meet deadlines.

Compliance with health and safety regulations.

Satisfaction of staff and/or students with the good quality of technical support provided.
Technical problem resolution.

Acceptance of advice and recommendations.

Effective transfer of skills and knowledge to junior colleagues, other staff and students.
Generation of new ideas and approaches.

Good quality of innovative contribution.

Compliance with relevant equal opportunities standards.
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JOB FAMILIES JOB FAMILIES

Notes Notes
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For further information please contact: Alternative formats are available

Human Resources
University of Surrey
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