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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
	

	Job Title
	Academic Role 2
	Current Grade
	

	Current Post Holder
	
	Staff Number

(from payslip)
	123456

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

	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 graduate and undergraduate 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.



	· Develops, delivers, through lecturing and tutoring, and assesses courses in own area of specialism.
· Establishes and maintains links with other Schools and external contacts through active participation in research.
· Provides advice and support to students on course content and studies.
· Maintains and expands knowledge and experience through continuous professional development.
· Participates in the development and delivery of the School's strategic objectives.
· Participates in the administration of the School as appropriate.
 


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: Deal with routine communication using a range of media.Communicates complex information,orally, in writing and electronically. Communicates material of a specialist or highly technical nature.

	
	WRITTEN: Communicates complex information, preparing proposals and applications to external bodies, eg for funding and accreditation purposes.


	2 Teamwork and motivation


	Collaborates with academic colleagues on course development, curriculum changes and the development of research activities. 

Attends and contributes to subject group meetings.Teaches as a member of a teaching team in a developing capacity within an established programme of study.

Liaises with academic colleagues on course development and curriculum changes, collaborates with colleagues to identify and respond to students' needs.


	3 Liaison and networking


	Liaise with colleagues and students.

Builds internal contacts and participates in internal networks for the exchange of information and to form relationships for future collaboration.

Join external networks to share information and ideas.



	4 Service delivery


	Ensure that content, methods of delivery and learning materials will meet the defined learning objectives.
Develop own teaching materials, methods and approaches with guidance.

Develops the skills of applying appropriate approaches to teaching

Supervise the work of students, provide advice on study skills and help them with learning problems.

Select appropriate assessment instruments and criteria, assess the work and progress of students by reference to the criteria and provide constructive feedback to students.

Act as a mentor for students in capacity of personal tutor.



	5 Decision making processes and outcomes


	Develop initiative, creativity and judgment in applying appropriate approaches to teaching and learning support and scholarly activities.
Respond to pedagogical and practical challenges.

Share resposibility in deciding how to deliver modules and assess students.

Contribute to collaborative decision making with colleagues on academic content and the assessment of students' work.



	6 Planning and organising resources


	Use teaching resources and facilities as appropriate.

Plan and manage own teaching and tutorials as agreed with mentor.

Agree responsibilities.

Manage own teaching, scholarly and administrative activities, with guidance if required.

Could be expected to supervise students' projects, fieldwork and placements.

Act as a mentor for students in capacity of personal tutor.



	7 Initiative and problem solving


	Required to deal with student problems on a regular basis, dealing with course requirments and personal problems. Knows when to refer problem to other student services. 

Manage own teaching, research and administrative activities, with guidance if required.


	8 Analysis and research


	Develop research objectives and proposals for own or joint research, with the assistance of a mentor if required.

Conduct individual and collaborative research projects 

Write up research work for publication.

Continually update knowledge and understanding in field or specialism. Translate knowledge of advances in the subject area into the course of study.

Seek ways of improving performance by reflecting on teaching design and delivery and obtaining and analysing feedback.




	9 Sensory and physical demands


	Sensory and physical demands will vary from relatively light to a high level depending on the discipline and the type of work and will involve carrying out tasks that require the learning of certain skills.
Balance with help the competing pressures of teaching scholarship and administrative demands and deadlines.


	10 Work environment


	Is required to be aware of the risks in the work environment and their potential impact on their own work and that of others.

	11 Pastoral care and welfare


	Use listening, interpersonal and pastoral care skills to deal with sensitive issues concerning students and provide support.

Appreciate the needs of the individual students and their circumstances.
Act as personal tutor, giving first line support.

Refer students as appropriate to services providing further help.



	12 Team development


	Challenge thinking, foster debate and develop the ability of students to engage in critical discourse and rational thinking.
Seek ways of improving performance by reflecting on teaching design and delivery and obtaining and analysing feedback.



	13 Teaching and learning support


	Teach as a member of a teaching team in a developing capacity within an established programme of study, with the assistance of a mentor if required.

Teach in a developing capacity in a variety of settings from small group tutorials to large lectures.

Identify learning needs of students and define appropriate learning objectives. 

Ensure that content, methods of delivery and learning materials will meet the defined learning objectives.

Develop own teaching materials, methods and approaches to teaching.

Challenge thinking, foster debate and develop the ability of students to engage in critical discourse and rational thinking.


	14 Knowledge and experience


	Possess sufficient breadth or depth of specialist knowledge in the discipline to work within teaching programmes.

Engage in continuos professional development.

Able to engage the interest and enthusiasm of students and inspire them to learn.

Develop familiarity with a variety of strategies to promote and assess learning.

Understand equal opportunity issues as they may impact on academic content and issues relating to student need.


	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)











