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JOB DESCRIPTION FORM

This form will be used in the assessment of your role as part of the Framework Agreement and placement on the new spine.  Please refer to the Guidance Notes when completing this form.

	School/

Administrative Section
	Education Unit

	Job Title
	Academic Role 1
	Current Grade
	

	Current Post Holder
	A N Other
	Staff Number

(from payslip)
	123456

	Responsible to
	Enter the title of the post holder(s) responsible for line-management of this post.

	Head of College through the Head of School



	Responsible for


	Enter the job title(s) and number of posts for which this post holder is the line manager.  Attach a relevant organisational staffing chart for your area (if available).



	No supervisory responsibility for staff



	Job Summary


	Enter a concise statement giving details of the primary purpose of this post.



	Undertakes student teaching at undergraduate and postgraduate level, undertakes research in accordance with the School’s research strategy and participates in the academic administration of the School. 



	Principal Duties and Responsibilities


	Enter up to 6 bullet points that capture the main responsibilities/activities associated with this post.



	· Teaches students at undergraduate and postgraduate level.

· Contributes to CPD training and development activities for external clients.

· Undertakes research in accordance with the School’s research strategy.

· Attends committee meetings, as required.

· Acts as an Admissions Tutor and Course Leader, as may be required.

· Engages in continuous professional development and reflection on practice.




ACTIVITIES

Please expand on the details of your role by providing additional information against the 14 elements below.  Please refer to the Annex to the Guidance Notes when completing this part of the form.

The following 14 elements are used in the HERA job evaluation system to analyse roles.  This information will be used to help in determining the appropriate grade for this role.

	HERA ELEMENTS
	PLEASE PROVIDE EXAMPLES OF YOUR JOB REQUIREMENTS

	1 Communication


	ORAL: Holds routine discussions with secretarial/administrative staff about photocopying, room bookings and attendance records.

Explains to administrative staff how assessment records should be completed.

Discusses the completion of research grant bids with colleagues

Lectures to undergraduates on the underpinning philosophies of own subject specialism

Contributes to discussions relating to the development of the curriculum

Presents results of research projects to meetings of professional bodies or to other specialist in the field.



	
	WRITTEN: Writes e-mail, memos and letters to confirm details of short courses and dates of lectures/programmes.

Writes reports on students’ progress for examination boards and references for employment.

Produces reading lists.

Prepares distance learning materials and handouts for students.

Writes research proposals and outcomes from research activities.

Records results of experiments and surveys.



	2 Teamwork and motivation


	Participates in the work of the academic community

Acts as a course leader and research project leader making sure that colleagues understand what they are each required to do and when. Monitors delivery of agreed outcomes.

Ensures colleagues understand what is to be achieved.



	3 Liaison and networking


	Makes sure that colleagues from other disciplines understand course requirements when they are planning their own schedules to foster collaborative working where possible.

Contributes to the development of teaching and learning methods by being a member of the T&L Development network and a member of the Institute of Teaching and Learning.

Set up a liaison group within School teachers in own subject area.

Set up national cross university group to explore and research teaching and learning methods in the subject area to improve attractiveness of subject to young people.

Established strong links with professional bodies locally and nationally to influence decisions affecting professional education and CPD.



	4 Service delivery


	Forms strong links major employers of graduates in subject area to understand what they seek from new recruits.

Obtains feedback from past graduates and employers to explore how the course helped them in their first year of work.

Shares results with colleagues to ensure that course content and delivery methods are kept up to date and standards are maintained.



	5 Decision making processes and outcomes


	Alone: 

Decides whether a student should continue on the course

Decides whether to submit a research proposal.

With others:

Contributes to deciding the content of the curriculum.

Contributes to deciding which member of staff will deliver on which element of the course.

For other:

Advises on long term developments in the subject area.

Produces an annual report on recruitment and retention.



	6 Planning and organising resources


	Ensures that the course runs as planned and all colleagues contribute as agreed.

Provides cover for absences and ensures that any gaps in the course are filled.

Contributes to the sections annual plan and prospectus for marketing purposes.

Organises open day with colleagues.



	7 Initiative and problem solving


	Investigates and resolves students complaints.

Uses feedback from past students and employers to inform the development of the course and to ensure that adequate support facilities are available.

Explores attendance and performance problems of students

Considers appropriateness of alternative modes of delivering the course.




	8 Analysis and research


	Conducts and analyses student satisfaction surveys.

Conducts research in own subject area (to keep up to date).

Leads a project group carrying out research into teaching of subject area (including CPD for other academics in subject).

Occasionally identifies new themes to be explored.



	9 Sensory and physical demands


	Uses multi-media and computer based devices (audio, video, graphics etc.) to produce learning material.



	10 Work environment


	Normally works in teaching areas (lecture theatres, tutorial rooms etc) or in an office environment.

	11 Pastoral care and welfare


	As year tutor and course leader, required to deal with students who experience difficulties that affect their studies.  At times these are complex and involve relationships, finance and housing as well as academic difficulties.  Guidelines and training are provided.  Support is available from student support services.

As course leader responsible for supporting colleagues who experience difficulties in relation to course delivery.

Provides support to other team members.



	12 Team development


	Acts as a mentor for new colleagues.

Takes the lead in helping colleagues make use of computer based teaching methods.

Runs twice yearly sessions for colleagues on what is happening in  local schools and with main employers.

Runs sessions to share results of research into pedagogy of the subject.



	13 Teaching and learning support


	Leads the development of teaching and learning methods for all under-graduate and postgraduate.

Leads and delivers undergraduate courses in the Unit and delivers to other Units as agreed.

Superv

	14 Knowledge and experience


	

	Any other significant activities not included above?




SIGNATURES

We the undersigned have reviewed the above job description and agree that it is an accurate reflection of the requirements of the post.

	Current Post Holder (Name in Block Capitals)   ………………………………………………………………………………………………….




	Signature   ………………………………………….…………………………….………………………    Date   …………………..…………………...




Head of School/Administrative Section or Designated Line Manager (Name and Position In Block Capitals)

	…………………………………………………………………………………………………………………………………………………………………………




	Signature   ……………………………………………………………………………...………………    Date   .…………………………………………




Where appropriate the Head of College/University Secretary may delegate the approval of any job description to an appropriate senior member of staff who has line-management responsibility for the post.

Head of College/University Secretary (Name and Position In Block Capitals)

	…………………………………………………………………………………………………………………………………………………………………………




	Signature   ……………………………………………………………………..……………………….     Date ……………………………………………




Please return the completed form to:

�





Job Code:





(For office use only)











