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APPLICATION FOR RE-GRADING
DESK TOP ANALYSIS FORM
	Name of Role Holder


	Department/College/School




	Role Title




	Line Manager (Responsible to)

	Responsible for


	Self application / managers recommendation (please delete as appropriate)



Main purpose of role:  This is the reason why the role exists and the statement should summarise the main areas of activity and responsibility.  
1   COMMUNICATION

Communication (Oral & Written) (Notes for guidance Q1-6)
Who will the role-holder need to talk to, and how often?  Who will the role holder communicate with in writing or electronically, and how often? What type of information is exchanged? How does the role holder decide what to say or write and when to say or write it?

	


Teamwork and Motivation  (Notes for guidance Q7-11)
What is the role-holder’s main team?   What is the role-holder’s function in that team? (Leader of several different teams, Team leader of one team, First line supervisor, Team member)  How many people are there in this team?  How does the role holder interact with other team members? Will the role-holder be in any other teams  FORMCHECKBOX 
 and if so describe their function within these?

	


Liaison and Networking  (Notes for guidance Q12)
Who does the role-holder liaise with and why?

	


Is the role-holder required to participate in any networks within the institution or outside it?   If so what are they and what is their purpose?   (Notes for guidance Q13)
	


Is the role-holder required to initiate or lead any networks within the institution or outside it?  If so what are they and what is their purpose?  (Notes for guidance Q14+15)
	


Service Delivery  (Notes for guidance Q16-18)
What service will the role holder provide and to whom? (Q16+18)  Who sets and monitors the overall standards for the service(s) provided, and decides which services are offered?
	


Does the role holder investigate the needs of the customer and then adapt the service to meet their requirements?  If so, using an example describe how? (Q17)
	


Decision Making Processes and Outcomes  (Notes for guidance Q19-21)
What types of decision will the role holder be expected to take independently?  Using an example describe the decision and whom or what it typically impacts and over what timescale?  (Q19)
	


What types of decision will the role holder be expected to take in collaboration with others?  Using an example describe the decision and whom or what it typically impacts and over what timescale?  (Q20)
	


Will the role-holder give advice to others to help them to make decisions?  Using an example describe the decision and whom or what it typically impacts and over what timescale?  (Q21)
	


Planning and Organising Resources  (Notes for guidance Q22-26)
Will the role-holder work to a pre-set plan,  plan and organise their own work,  plan and delegate work to others?  Will the role-holder be responsible for planning and monitoring the utilisation of other resources, e.g. finance, space?    Will the role-holder have to organise projects, e.g. conferences, ceremonies or research projects?  Will the role-holder be involved in strategic planning?
	


Initiative and Problem Solving  (Notes for guidance Q27-30)
What problems will the role-holder typically have to resolve?  How often do these occur?

What procedures, custom and practice exist to help the role holder in solving problems?

Does the role holder have to use initiative to solve problems?  Does the role holder have to generate new or creative approaches to resolving problems?

	


Analysis and Research   (Notes for guidance Q31-35)
Does the role holder have to gather information for analysis?  Does the role holder analyse information? What does this involve and how is the method determined?  How are the outcomes used and by whom?  Is the role-holder required to undertake academic or other similar research?  Will the role-holder be required to define new research questions, or originate new methodologies?

	


Sensory and Physical Demands   (Notes for guidance Q36)
What equipment and or tools does the role holder use?  Is the role holder required to lift, carry or handle large, heavy or fragile objects?  Does the role holder need to use any skills involving dexterity or use of the other senses (observing, listening, touching, smelling, tasting)?  Is the role holder required to handle people or animals?
	


Work Environment  (Notes for guidance Q37-39)
Where does the role holder normally work?   Is the role holder required to take any special measures to reduce the risk or control any aspects of the environment before or while working there?  Is the role holder required to make any assessment of the level of risk in the work or in the environment in accordance with the legislation and institutional guidelines?  Does the role holder make use of any safety equipment, special clothing (if so please describe an example of the situation and protective equipment required)?  Is the role holder responsible for the overall control of the work environment, in terms of health and safety, and making sure that others working there are not at risk?
	


Pastoral Care and Welfare  (Notes for guidance Q40-42)
How frequently does the role holder come into contact with those who may need help? Is the role-holder required to give advice or guidance on welfare issues?  What are the typical issues or problems and how frequently do these occur?  Are other people referred to the role-holder for specialist advice?

	


Team Development  (Notes for guidance Q43-45)
Will the role holder be required to advise or guide other members of the team on standard information and practices?   Will the role-holder be required to train others in the team to undertake specific tasks or activities?  Does the role-holder undertake appraisals, formulate development plans and provide feedback for other team-members?
	


Teaching and Learning Support  (Notes for guidance Q46-49)
Is the role-holder required to undertake teaching and or learning support outside their work team (e.g. Presentations, Demonstrations, Development activities, Formal Teaching & Learning support)?   Is the role holder required to deliver?  Does the role holder design?  Does the role holder provide assessment and/or feedback?  Is the activity part of a wider programme?  Please describe examples of each relevant activity.

	


Knowledge and Experience  (Notes for guidance Q50)
What knowledge and or previous experience does the role holder need to have to undertake the day to day responsibilities of the role?  Is a professional or vocational qualification required?  Is the role-holder required to have sufficient knowledge and experience to work without direct supervision?  How does the role holder update their knowledge and experience?  Is the role holder regarded as an expert in their area within the institution, nationally, internationally?
	


Other Role Requirements
Please list any other requirements of the role, not included above.

	


	Confirmation/Verification

	Applicant  – Please confirm:

This represents a true and accurate picture of the requirements of my role.



	Name:
	

	Signature:
	

	Date:
	

	

	This form should now be passed to your Head of Department/School/Dean of College to verify accuracy.   The examples you have provided will then be scored using HERA.


	

	Head of Department/School/Dean of College  
I agree that the contents of this application are a true reflection of the requirements of the post.  The additional duties mentioned within are of a permanent nature and are a management requirement of the role.


	Name:
	

	Signature:
	

	Date:
	

	


PLEASE RETURN THIS COMPLETED FORM TO: humanresources@bangor.ac.uk
Adapted from Higher Education Role Analysis Record of Evidence Form © ECC Ltd August 2009 following permission to adapt v.2002.

