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Agenda for Change 

Job Descriptions and Person Specifications

An up to date and agreed job description and person specification are needed for the Agenda for Change job evaluation process.  The following guidance outlines what is needed.

JOB DESCRIPTIONS

A job description details the key duties and responsibilities of a post.  The key sections of the job description will be the job purpose or summary and the key tasks.  The following notes provide some guidance as to the content of these sections:

Job purpose: This should be a summary describing the primary functions and scope of the job, identifying its key roles and responsibilities. It should be no more that 3/4 sentences long and should answer the question “why does the role exist”.

Key tasks: The key roles and specific duties of the role should be detailed clearly and accurately, describing the nature of the responsibility. It may be helpful to subdivide the section covering main duties for certain posts/staff groups into specific areas of responsibility (see Trust job description template below).

It would be helpful if the following factors were considered when reviewing the main responsibilities:

Communication: for example the type of information communicated and to whom.  Are there any barriers to communication (for example language/cultural differences, deafness or confusion)?  How is information communicated (e.g. by telephone, presentations or talking to people)?

Planning: whether the role involves planning just their own work or also that of others/ teams/wards/departments.   Does the post holder develop or implement changes to established policies/practices?  

Utilisation of physical skills: e.g. manual dexterity, accuracy, speed etc. What level the skills need to be and how often are they used?

Level of and nature of contact with patients (clinical and non-clinical):  Is there any responsibility for designing care programmes and if so, do these cut across other healthcare disciplines?  How much autonomy does the post holder have – are they acting under supervision or responsible for their own clinical decision-making?  Where does the care take place – on wards, theatres, out-patients, by telephone?

Policies: whether the role requires the member of staff to follow policies set by others and/or implement policies and/or initiate policies

Financial resources: level of responsibility, the type of resources dealt with e.g. cash, budgets, patient valuables, signing invoices etc. and the monetary value of the resources 

Physical resources: level of responsibility e.g. personal use, stock control, ordering stock, recommending equipment for purchase, maintaining equipment

Human resources: whether the post has responsibility for the management and/or supervision of staff, students and trainees, including responsibility for training others either formally or informally and what this responsibility entails

Specialism:  Is the post holder required to have expertise in a particular area?  Is the post holder required to undertake any major special projects as part of the job role?

Physical Effort: Is the post holder required to work in an environment/s which require a particular physical effort e.g. working at heights, in high temperatures etc and how often this particular situation arises.

Both manager and job holder should sign to say they agree the job description. The job description should be dated.

The Trust job description template (part of the Recruitment and Selection Policy) is attached.

Important Note: Job descriptions should not be written in a way that specifically matches job evaluation criteria. Evidence from the Early Implementer sites is that this is not helpful and results in job descriptions which are unwieldy and do not give a clear sense of the duties of the role

PERSON SPECIFICATIONS

A person specification describes the core and minimum qualifications, experience and skills required to undertake a particular role. 

A person specification is needed as all the forms of knowledge required to fulfil the role satisfactorily are measured by the job evaluation system. This includes theoretical and practical knowledge; professional, specialist or technical knowledge; and knowledge of policies, practices or procedures associated with the role. Job evaluation takes account of the educational level normally expected as well as the equivalent level of knowledge gained without undertaking a formal course of study’ and the practical experience required to fulfil the job responsibilities satisfactorily.  

MORE INFORMATION OR HELP

If want any more information or help you please contact:

· Liz Houghton, Deputy Director of Personnel – Job Evaluation Management Lead x 3696

· Lindsay Pike, Royal College of Nursing Representative – Job Evaluation Staff Lead x 2705

· Denise Pora, Assistant Director of Personnel – Agenda for Change Project Manager x 2628

Trade Unions have also developed guidance on job descriptions and Agenda for Change, these can be obtained via your local steward or union website.
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JOB DESCRIPTION FORMAT

WEST SUFFOLK HOSPITALS NHS TRUST - JOB DESCRIPTION

	JOB TITLE:


WARD/DEPARTMENT:

GRADE:

ACCOUNTABLE TO:


RESPONSIBLE TO:




JOB PURPOSE:

KEY TASKS:

Consider the following headings (some may not be appropriate)

· Communication and Team Working

· Planning and Organising

· Managing – People and Resources

· Training and Teaching

· Research and Development

· Policy and Service Development

· Administration

· Clinical and Professional

DATE:

	Manager name:………………………………………
	Manager signature: ………………………………...

	Job holder name: …………………………………...
	Job holder signature: ……………………………...
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TRUST PERSON SPECIFICATION FORMAT

Skills

ADMINISTRATIVE (collecting, dealing with and recording facts and figures, implementing agreed policies/procedures)

VERBAL (ability to express ideas through the spoken word)

NUMERICAL (facility with numbers and/or statistics)

ANALYTICAL (ability to analyse data and situations)

PROBLEM SOLVING (develop and implement solutions to address problems)

*PERSONAL AND PEOPLE DEVELOPMENT (developing own, others knowledge and practice)

 INTERPERSONAL SKILLS (making good contact with people, establishing effective working relationships)

*COMMUNICATION (establish and maintain communication)

MECHANICAL (constructing, working with & repairing materials, machinery & equipment)

MANUAL DEXTERITY (ability to operate particular equipment, machinery)

Knowledge and Experience

RELEVANT EXPERIENCE (type of work, length and level of responsibility, expertise on particular equipment, machinery, information technology)

*HEALTH, SAFETY AND SECURITY (maintain, monitor, promote, improve health, safety and security)

*SERVICE DEVELOPMENT (maintain, develop, improve services)

Qualifications 

GENERAL EDUCATION LEVEL (GCSE, A Level, degree)

SPECIFIC TRAINING OR QUALIFICATIONS (professional qualification, RSA, City & Guilds, HNC, apprenticeship)

Qualities

PARTICULAR PHYSICAL QUALITIES (physical fitness, good eyesight)

PERSONAL STRESS MANAGEMENT (cope with heavy demands and stressful situations)

SELF RELIANCE (act independently with minimum supervision)

FLEXIBILITY (cope with new and changing demands)

*EQUALITY, DIVERSITY AND RIGHTS (support, promote equality, diversity and rights)

*QUALITY (maintain, promote, improve quality)

Circumstances

MOBILITY (willingness to travel)


HEALTH (ability to undertake manual handling tasks)


FLEXIBILITY (ability to work shifts, travel)

Include criteria that are relevant to the success of the job. Consider whether they are essential or desirable?

* These are the six core dimensions of the NHS Knowledge and Skills Framework which relate to all NHS posts
Code:


For Personnel Directorate use only
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