Please return to Anne Brown (AfC project administrator) in Personnel. X3610

Questionnaire Information

In order to assist the Job Evaluation and Matching panels in assessing your post, it is important that they understand the various elements of your role that are used in the evaluation process. You don’t have to complete the attached questionnaire but it will help the panel to know more about your job if you do.  You will only need to complete one of these per group of job-holders (those with the same job description).

In addition to reading the Job Description and this Questionnaire the panel will also meet with a representative post holder (somebody holding the post that is being assessed) to ensure that they have all the information they need to assess whether or not your post matches the National Profile.

Once you have completed your questionnaire and your manager has agreed it, please return it to me either electronically or via internal mail. I will then be able to arrange a very informal interview with the panel, which should only take about 20 to 30 minutes.

If your job does not match a national profile you will be asked to complete a JAQ (Job Evaluation Questionnaire), which is longer than this one. Please do not feel this one is a waste of time as it is good practice should you need to complete a JAQ!!

If you have any queries concerning the questionnaire or the process please contact Lindsay Pike (staff-side lead for Job Evaluation), Ron Fynn or Famida Mohamed (Job Evaluation Practitioners for UNISON), or myself (Agenda for Change Project Administrator). 

Please return this completed questionnaire to me as soon as possible. 

Anne Brown

AfC Project Administrator

Ex 3610

Anne.Brown@whs.nhs.uk

Job Descriptions - Additional Information Questionnaire

To be completed by the Post Holder, checked and agreed by the Line Manager

Please use a continuation sheet if necessary

Title of Post & Dept

1. In your role, which groups of people do you communicate with? 

	

	

	

	


1a. What sort of information is communicated to you? 

	

	

	

	


1b. What sort of information do you communicate to others? 

	

	

	

	


2. In your role, if there were times when you are unable to answer questions, what would you do?

	

	

	

	


3. What are the essential qualifications for the post?

	

	

	

	


4. What experience is needed and how is it acquired? Please list. 

	

	

	

	


5a. What sort of decisions do you have to make on a daily basis? 

	

	

	

	


5b. Do any of these decisions require problem solving? Please give examples:

	

	

	

	


5c. Do you have to make judgments or decisions about a patient’s health or medical condition based on the results of complex or potentially complex tests that you perform or review? If yes, please explain.

	

	

	

	


5d. Do you interpret tests and then provide clear and concise written or verbal reports based on the findings or outcomes clearly stating any limitations to colleagues or other medical staff? If yes, please explain.

	

	

	

	


5e. Do you interpret available information obtained from procedures and recommend a valid course of action or further investigations based on the results? If yes, please explain.

	

	

	

	


5f. Do you make judgments about the suitability of the patient for the requested procedure or whether the requested procedure is appropriate? If yes, please explain.
	

	

	

	


6. Do you have to plan or organise any activities related to the post? 

	

	

	

	


7. What sort of things do you plan or organise i.e. own work/service/ward/department activities?

	

	

	

	


8. Please give examples of which physical skills you need to fulfil your role i.e. speed, accuracy, hand/eye co-ordination, manual handling, keyboard skills etc. (Includes clinical and non-clinical posts).

	

	

	

	


9. Do you have responsibility for caring for patients/clients 

Yes………No……… (Please tick)  

If ‘yes’, please describe the type of caring activities you provide.

	

	

	

	


10. Policies and Protocols.  Do you do any of the following?

· Design and/or write Policies and Procedures                                          Yes….No……(Please tick)

· Determine how policies will be implemented in your ward/department   Yes….No…..

· Contribute ideas to other people’s Policies or Protocols                         Yes….No……
· Follow the policies relevant to your area of work                                   Yes….No…….
If you have answered ‘Yes’ to any of the above please give examples:

	

	

	

	


11. In your role are you expected to handle any of the following: patient valuables, cash, vouchers, 

cheques, debit/credit cards etc?

	

	

	


12. In your role, are you responsible for any of the following: 

financial resources: invoice payments, budgets, revenues, income generation OR

physical resources: clinical, office or other equipment, tools and instruments, vehicles, plant and machinery, premises, fixtures & fittings, goods, stock and supplies? – If ‘Yes’ please describe:

	

	

	


13. Are you responsible for the management, supervision and/or co-ordination of any employees, students/trainees, new staff and/or others? Please state who and in what capacity?

	

	

	


14. In your role are you responsible for the teaching and development of any employees, 

students /trainees, new staff and/or others? Please state who and in what capacity?

	

	

	


15. Do you have any responsibility for record keeping, using and updating information 

systems? If so give examples.

	

	

	

	


16. In your role are you involved in audit and/or research and development? If so, please explain.

	

	

	

	


17. Using the space below show your department’s organisational tree and indicate who is your manager/supervisor. Please underline your own role.

18. As the post holder, can you give examples of when you are able to make independent decisions

and /or when you would need to refer to your manager, or follow codes of practice guidelines? 

	

	

	

	


19. Can you give examples of when, in your role, you are required to do any manual handling of either people or objects? 

	

	

	

	


20. When you are concentrating on a task, are you ever interrupted and do you have to change what you are doing? How often would this happen in your working day?

	

	

	

	


21. In your role what distressing or emotional circumstances do you have to deal with? 

	

	

	

	


22. How often are you required to deal with these circumstances and would you be directly or indirectly involved?

	

	

	

	


23. As the post holder, are you exposed to any unpleasant working conditions: smells, noise, dust, body fluids, and/or physical/verbal aggression? If so, what and how often?

	

	

	

	


Post holder’s signature____________________________________ Date________________

PRINT NAME_________________________________________________

Manager’s signature_______________________________________Date________________

PRINT NAME_______________________________________________
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