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JOB EVALUATION — GRADING PROCESS ST] RLI N G
A significant permanent change to N
A need for new work and the duties and responsibilities of Organisational change
therefore a new role. R restructure
an existing job.
[

¥
Manager writes a new lob Description or revises the existing lob Description clearly highlighting changes.
Template lob Description - http:/fwww stir.ac.uk/hr-od/policies-and-guidance/jobevaluation,

|

MManager submits the lob Description to hroperationsi@stir.ac.uk for evaluation-grading briefly outlining the detail of their request.

MEW JOB to be evaluated and graded. If felt to be similar to an existing job within the University please advise which job and Faculty/

Service.
CHAMNGES TO AN EXISTING JOB. Please advise the current job title, role code and salary grade and whether the new jobr description

shiould replace the existing one or be in addition to it.

lob Description is logged on the system by HR Cperations Team and assignad to a Role Analyst. (normally within 1 working day)

Role Analyst meets with the manager to complete rale outline questionnaire on the system and indicative grade advised (normally within
5 working days)

Role Analyst carries out consistency checks, autharises score and communicates grading outcome to the Manager,
copying in the Administrator, HR Operations Team and HREP (mormally within 2 working days)

}

| Possible Mext Steps |

¥ |¢ v

Progress to Recruitment.
Enter Requisition an Talentlink If an organisational Submit employment details change
hitp:/ fwewvestirac.uk/hr-od, restructure discuss next form
steps with HRP hiep:/ fwewnw stir ac.uk/hr-odforms,/

recruitment;




