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JOB FAMILIES PROFESSIONAL OPERATING PRINCIPLES 



3. SCOPE 
 

3.1. These Job Families are to be used for roles in Professional Services only. 
 

3.2. Whilst it is anticipated that 90% of roles can be matched to a generic profile, there may be some 
specialist or technical roles that require a role specific job description. In such cases the normal job 
evaluation route should be followed. Where a job cannot be matched to a generic role profile (for 
example, where a number of the key duties have been removed or a significant number of local 
duties have been added that indicate a match is not possible) a full job evaluation (using the HERA 
job evaluation methodology) of the role will be necessary. 

 
3.3. Within the University, roles should use the job title nomenclature set out in the role profile, with the 

inclusion of a descriptor where required (e.g. Senior Examinations and Assessment Officer). 
 

3.4. It is recognised that there may be rare occasions where, for the purposes of external relationships 
or for external recruitment, roles may require a colloquial job title. Authorisation is required by 
HRD and COO



 
4.4. There is no change to the recruitment and RTF processes as part of the Job Families project. 
 

4.5. Where externally a role has a commonly understood job title and to not use this title in the 
recruitment procedure will result in the University failing to attract candidates of the right calibre and 
skill, permission may be sought from HRD and COO or nominated delegate  to use colloquial job 
title in the recruitment advertising, however, internally within the University job titles must reflect 
role profiles. 

 
5. ROLE CHANGES 

 
5.1. Where a role has previously been matched to a Job Family role profile, in order for the role to be 

matched to a different profile, the 
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Psychotherapist, Legal Counsel. 
 
6.5 Where a manager believes a role cannot be matched to a generic profile, it will need to be endorsed 

by the relevant Director of Professional Services, and authorised by Director of HR and Chief 
Operating Officer. 

 

7 TRANSITION TO NEW GENERIC ROLE PROFILES 
 
7.1 Unless there is an urgent business need to do so, the transition to the new generic role profiles should 

take place as new roles are created, existing roles replaced, individuals request a change to their 
terms and conditions or when a department or team undergoes a reorganisation. This will include 
introducing the new harmonised job title nomenclature.  

 
8 GUIDANCE FOR SENIOR MANAGERS ON CONSIDERATIONS FOR RE-EVALUATION REQUESTS 
 
8.1 Following the implementation of the Job Families framework, the University recognises that roles 

and services evolve over time to respond to the changing needs (whether they be regulatory, 
legislative or strategic) of the University.  As such from time to time, it may be necessary to consider 
whether the duties associated with roles that have evolved are fairly compensated, i.e. is the grade 
associated with the role commensurate with the duties. 

 
8.2 In view of this acknowledgement, the university has set up a process by which roles may be re-

evaluated in order to determine whether the new duties change the grade of a role.  It should be 
noted that changes to duties do not necessarily translate to a higher grade, it may be that the duties 
have changed but overall the role remains aligned to its current grade. 

 
8.3 The following information is intended to guide senior managers and directors through the process 

by which a role may seek re-evaluation. 
 

8.4 Step 1 ʹ Business Case - In order for a role to be put forward for re-evaluation a business case must 
be submitted for consideration to the Chief Operating Officer.  To that end a form has been created 
in order to ensure consistency in the considerations the COO is being asked to weigh, this form is 
attached at the end of this document. 

 
8.5 Managers must ensure that their Finance Business Partner has been consulted prior to submission 

to ensure that the funds are available to support the role, should it be re-graded to a higher grade. 
 
8.6 Job descriptions should be submitted with tracked changes, alongside the Business Case and 

proposed structure.,  
 

8.7 Business Case Review Panel - Upon receipt of the business case the COO along with the Business 
Case Review panel will make a decision, which will solely consider whether they agree that the 
service has evolved/transformed to reflect a genuine change to the required operating model due 
to strategic, regulatory or legislative reason. 

 
8.8 Constitution of the Business Case Review Panel - Th re

W*ment.



 
8.10 Where the COO agrees that the business case is robust, then at this stage the job descriptions 

submitted alongside it will be submitted to the Jobre-evaluation panel. 
 
8.11 For the avoidance of doubt, authorisation from the COO of the business case does not foretell of a 

change in grade, the job evaluation panel will determine the grade of the role based on the 
information in the documentation submitted, but it does not mean that a role will change grade. 

 
8.12 Job Re-evaluation Panel - Before the panel meets, a representative may contact the manager of the 

roles to seek clarity on any points that they consider need to be clarified, and will feed this into the 
panel to aid in decision making. 

 
8.13 Constitution of the Re-Evaluation Panel - The re-evaluation panel will be made up of at least 3,  

trained Higher Education Role Analysis (HERA) job evaluators.  HERA is a robust job evaluation 
methodology, however part of its robustness is that the evaluations are only carried out by trained 
evaluators. 

 
8.14 
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10 APPENDIX 1 ʹ Re-evaluation request business case form 
 

Please use tab key to navigate through the form. 

 

School/Unit:      Division / Department:      

Job title for which a re-grade is being 
requested:       

Current Grade:      

Number of role holders: 



 

Please use this box to explain the impact on service delivery if the role is not re-graded: 
 
 
 
 
 
 
 

Please use this box to explain how the service may be delivered if the role is not re-graded: 
 
 
 
 

Please use this box to show the current remuneration costs (including on-costs) of the role: 
 
 
 
 
  

Please use this box to show the proposed remuneration costs (including on-costs) of the newly 
graded role: 
 
 
 
 

Please use this box to explain how the additional costs of the re-grade (if any) can be 
accommodated within current budgets, or if not how the additional costs will be covered? 
 
 
 
 
 

Requesting Managers Name and Signature 
 
 
 
 

 



Finance Business Partner Confirmation budget is available:     Yes ☐   No  ☐ 

FOR HR USE ONLY 

Panel Date: 


