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Role Description 
 
COMMUNICATION 
a) Oral Communication 
The role holder frequently receives, understands and conveys straightforward information in a clear 
and accurate manner. Example: discussing requirements and materials for classes, or explaining that 
heating/electrical equipment will need to be shut down. 
The role holder receives, understands and conveys information which needs careful explanation or 
interpretation to help others understand, taking into account what to communicate and how best to 
convey the information to others. Example: writing guidance notes on the use of specialist equipment 
or software, or recording technical details, or drawing schematic diagrams of electronic circuit 
designs, or writing reports. 
 
TEAM WORK AND MOTIVATION

 
The role holder is required to participate in and deliver their contribution to a team. Example: being a 
co-operative member of the team.  
The role holder is required to be supportive and encouraging of others in a team. They would help to 
build co-operation by setting an example and showing a flexible approach to delivering team results. 
They would contribute to building team morale as an active participant in the team. Example: offering 
proactive support to colleagues, or participating in discussions about the organisation of workloads 
within the team. 
 
LIAISON AND NETWORKING 
The role holder is required to carry out day to day liaison using existing procedures. The purpose of 
this is to ensure dissemination of information in the right format to the right people at the right time, 
building relationships and contacts to facilitate future exchange of information. Example: liaising with 
staff and external contacts, ensuring that relevant and timely information is provided, and establishing 
useful contacts for the future. 
 
SERVICE DELIVERY 
The role holder is required to deal with internal or external contacts who ask for service or require 
information. They would create a positive image of the institution by being responsive and prompt in 
responding to requests and referring the user to the right person if necessary. Contact is usually 
initiated by the customer and typically involves tasks with set standards or procedures. Example: 
providing a service for academics and students by responding to their requests, or responding to 
requests to repairs and maintenance of heating, plumbing or electrical equipment.   
 
DECISION MAKING PROCESSES AND OUTCOMES 
The role holder is required to take independent decisions which would impact on the immediate area 
of the role holder's work. Example: making decisions about ordering of stock items, or deciding what 
materials are required for a particular job. 
The role holder is required to be party to some collaborative decisions and work with others to reach 
an optimal conclusion. The decision would impact on the immediate area of the role holder's work. 
Example: deciding with research staff on the best methodology, and limitations of the equipment 
provided for research needs.  
The role holder is required to provide advice or input to contribute to the decision making of others. 
The decision would impact on the immediate area of the role holder's work. Example: providing 
technical advice about how a piece of equipment may be best used, or providing advice about the age 
and location of existing building systems and controls.  
 
PLANNING AND ORGANISING RESOURCES 




