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HOW TO WRITE A JOB PROFILE

PRODUCED BY HUMAN RESOURCES







Prepared by Sue Robertson
Introduction

Job evaluation or job grading is the rating of jobs according to a specific set of factors or attributes which are present in all jobs within the organisation to determine the relative size and worth of each job.  The results of the job evaluation process are used in conjunction with external market data to determine remuneration structures, which support the University’s staffing and remuneration strategies.

In order to be able to grade a job it needs to be profiled which means that each job within the organisation should have a job profile which outlines the main objectives of the job, the key responsibility areas, the job requirements (i.e. minimum education and experience required) and the functional job responsibilities.  

Where the same job exits within a department the same job profile should be used, for example if the IT department has a number of Software Consultants then only one job profile is necessary because the job is the same regardless of how many people are doing the job and who is doing the job.

It is important to remember that the job is profiled not the individual.

STEP BY STEP GUIDELINES ON HOW TO COMPLETE THE JE MANAGER JOB PROFILE

This guideline is specific to the Job Evaluation System currently utilised by the University, namely the JE Manager Job Evaluation System.

ADMINISTRATIVE INFORMATION
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	Faculty/Division
	
	Job Grade (if the job grade is known)


	
	DATE PROFILE WAS LAST REVIEWED
	Date the profile has last been reviewed e.g. March 2010
	


	
	
	
	NAME

	JOB TITLE
	
	INCUMBENT
	

	DEPARTMENT/SECTION
	
	SUPERVISOR/MANAGER
	

	JOB TYPE (ACADEMIC/SUPPORT)
	
	DIVISION HEAD
	


FACULTY/DIVSION

Right at the top of the form on the left hand side you will be asked to complete which Faculty or Division you fall under.   If you fall under a Faculty one of the following will apply: -

Commerce

Education 

Humanities

Law

Pharmacy

Science

If you fall under a Division one of the following will apply: -

Residential Operations
Institutes

Academic General

Dean of Research

East London Institutes

CHERTYL
Communications and Development 

Data Management Unit

Dean of Students
Estates

Marketing and Communications

Development and Alumni Relations

Dean of Science

Dean of Humanities

DVC – Research and Development (includes International Office)
Electron Micro’s Unit

Finance (includes Printing Unit)

Human Resources 
IT (includes Electronic Services)

Library

Registrar

Vice-Chancellorate

If you can’t find your division above then review the departments under the Divisions and Faculties and you will probably find a home!

JOB TITLE – this is the job title which you have been given and resides in HR Expert.  If you are not sure what your job title is then please do not hesitate to call HR and we will tell you what it is.  Please do not make up job titles.  Note: changing your job title will not on its own result in a change in grade!
INCUMBENT – this is where the individual or individuals (if there is more than one person who does the job, for example Kitchen Attendants – list all the names of the staff members who are Kitchen Attendants.  It is not necessary to do one for each person).

DEPARTMENT/SECTION – the following departments/sections are applicable for Faculties: 

COMMERCE 

Accounting

Economics & Economic History

Information Systems

Management

EDUCATION

Education

HUMANITIES

Anthropology

Drama

English Language & Linguistics

English

Fine Art

History

Journalism

Music & Musicology

Philosophy

Political Studies

Psychology

School of Languages (African Languages, Afrikaans & Nederlands, Classics, French and German)

Sociology & Industrial Sociology

LAW
Law

PHARMACY

Pharmacy

SCIENCE

Biochemistry
Botany

Chemistry

Computer Science

Environmental Science

Geography

Geology

Human Kinetics

Ichthyology

Maths

Physics & Electronics

Statistics

Zoology & Entomology

RESIDENTIAL OPERATIONS
Food Services
Administration
Housekeeping Services (includes Central Cleaning)
DEAN OF STUDENTS
Dean of Students Office

Career Centre

Health Care Centre
Sport Administration

SRC

Student Counselling Centre

INSTITUTES

Community Engagement Centre

CSD (Community Services Development)

ILAM

ISEA

ISER

IWR

Legal Aid Clinic

Non-Academic General

Oppidon Union

RESEARCH AND DEVELOPMENT
Research and Development Office
International Office

OTHER DEPARMENTS & DIVISIONS
CHERTL 

Communication & Development

Data Management Unit

Electron Micro’s Unit

Finance 

Graphics Services Unit

Human Resources

Information Technology

Library

Printing Unit

Registrar’s Division
VC’s Office

ESTATES 

Building Maintenance

Campus Protection Unit

Electrical Section

Engineering Workshop

Grounds & Gardens

Head Quarters

Maintenance Stores



SUPERVISOR/MANAGER – the job title and name of your direct/immediate supervisor/manager.  

JOB TYPE – either support or academic – at the moment only support positions are being graded so all job profiles should have support written in this block.

DIVISION HEAD – the job title and name of the Head of the Department/Division

You have now completed the administrative section.

JOB PROFILE SECTION 

	MAIN JOB OBJECTIVE/S

	Should indicate the nature of the job and why the job exists.  The primary function of the job should be outlined.  This should not be more than a paragraph – the purpose of this section is to summarise the essence of the job.  

The issue of why the job exists will tap into issues of the contribution of the job to the Institution in terms of service delivery (the departmental vision/mission may help in this regard), realizing its strategic intent etc.

For example – Clerical Assistant
The purpose of the job is to provide administrative and secretarial support to postgraduate students who are part of a project being funded by SANTED.   As a result of the job being linked to an externally funded project the job will be a fixed term contract running for a period of 3 years.

For example – Office Administrator

The main purpose of this job is to provide secretarial and administrative support to the HoD and the department.  Also responsible for the supervision of clerical and administrative staff.


	DESCRIPTION OF KEY RESPONSIBILITY AREAS  
	STANDARD EXPECTED

	This is the WHAT of the job – i.e. WHAT are the key responsibility areas for a job.  This is not a task list – it is recommended that the key responsibility areas are group into themes (see example below for a Clerical Assistant).

	This is the HOW of the job – i.e. HOW the job incumbent is expected to perform the key responsibility areas.  The standard should demonstrate when assessing the job incumbent against them whether or not they have done a good job or not.  

The most important thing to bear in mind when setting the standards is that they should be specific and measurable.  Often they should describe specific actions that are expected.

They also need to make sense within the context of your environment and the job itself.  Hard measurable things like percentages should only be used if you are going to actively use them as a measurement point, for example if your standard expected indicates that typing must be 95% accurate – are you going to actively measure this?  If not, the standard should rather say “Typing must be accurate and error free.  The incumbent is expected to check their work for errors”
Examples of standards are indicated below.



	Administrative Support

Develop and maintain an organised filing system for the courses that the postgraduates students are responsible for developing

Filing of all correspondence

Record keeping and administrative tasks associated with the postgraduate students activities
	Filing system must be organised and logical – courses are to be filed by department and must be easily accessible.

All correspondence relating to SANTED must be accurately filed.



	Secretarial Support

Provide secretarial support to the students including preparation and typing of training courses and general correspondence.

Responding to and sending email.

Answering the phone and taking messages
	Typing must be at least 95% accurate.

Friendly telephone manner and messages must be taken accurately – names are to be correctly spelt and telephone numbers correct.



	General support

Deliver correspondence and documentation to the departments that the students are working with.  Fetching correspondence and documentation that the students require.  

Greeting of visitors, answering queries and providing information 

Making tea and coffee when required.
	All mail is delivered timeously and efficiently, either to the correct recipient or to the mailroom.

Greets visitors in a friendly manner and is willing to assist them with queries and general information when asked


	DIRECT CONTACTS OF THE JOBHOLDER (INTERNAL AND EXTERNAL)

Internal and External Influence:  This refers to persons on whom, or institutions/entities/organizations on which the activities of the job impact or persons directly influenced by the activities of the job.  Spell out the nature and purpose of the relationships as well as the scope of the influence and potential consequences of the impact.  Consider with whom the person deals and at what level the person impacts, in other words the significance of people with whom the person has direct contact.

For example: Assistant to the Dean of Students – see below



INTERNAL CONTACT: 
	TYPE OF CONTACT
	DAILY/MONTHLY

ANNUAL
	PURPOSE OF CONTACT

	Administrative staff
	Daily
	To manage and supervise 

	SRC President and Deputy
	As required
	To co-ordinate meetings with the D.O.S and deal with general queries and issues.  Provide support and guidance when necessary

	Hall Warden and Sub-Wardens
	As required
	To co-ordinate meetings and deal with general queries and issues.  Provide support and guidance when necessary.

	HOD’s, Head of Counselling, Head of the Sanatorium, Head of Careers and the Head of Sports
	Daily
	To co-ordinate meetings and deal with general queries and issues.  Provide support and guidance when necessary.

	Residential Operations Manager, Registrar and  Academic staff 
	Weekly/as required
	To co-ordinate meetings and deal with general queries and issues.  Provide support and guidance when necessary.  

	Human Resources and Academic staff involved in training and development
	Weekly/as required
	To leverage off existing processes and courses that can be used for student leadership and development 

	Finance Division
	Weekly
	Regarding budget and financial procedures and records

	Vice Chancellor and Vice Principal
	As required
	To co-ordinate meetings and deal with general queries and issues.  Provide support and guidance when necessary.


EXTERNAL CONTACT:

	TYPE OF CONTACT
	DAILY/MONTHLY

ANNUAL
	PURPOSE OF CONTACT

	Other D.O.S. Divisions
	As required
	To investigate current and best practices within other Institutions

	Parents and those involved with current students
	As required
	To deal with student issues and needs

	Training Organisations and suppliers
	As required
	To establish what training is available in the market


	JOB REQUIREMENTS

	EDUCATION AND EXPERIENCE
The minimum education and experience required for the job is what is required here.   This section is not meant to outline the education and experience of the current job incumbent but rather the education and experience required for the role – i.e. the minimum requirements that the department would consider if they needed to recruit someone into the post.
The education and experience must make sense in terms of the National Qualifications Framework – for example a department may want someone with a Bachelor’s Degree and 5 years experience.  In some instances departments may however be prepared to also consider candidates who do not have a Bachelor’s Degree but have the relevant experience – in such a case 8 years experience would be requested – 3 (Bachelor’s Degree equates 3 years experience) + 5 year’s experience = 8 year’s experience.
Example – Assistant Manager: Horticulture
A relevant diploma or degree (3-years of study)  in Horticulture, Landscaping or Landscape technology plus at least 6 to 7 years relevant experience  OR matric plus 9 to 10 years relevant experience where such experience includes: -

· At least 3 years experience  having worked in either a large public parks and gardens or horticultural services unit

· At least 2 years supervising staff. 

· Approved practical training.

· Proven project management skills would be advantageous




	COMPETENCIES – I.E. KNOWLEDGE, SKILLS AND ATTRIBUTES
This section should outline the knowledge, skills and attributes required for the job, i.e. the competencies required for the post.  It is important that the competencies are linked to the inherent job requirements, in other words you may not request competencies that have no relevance to the inherent job requirements as this constitutes an unfair labour practice.  For example you may not request that an incumbent has experience in managing staff if they are not going to be managing staff.
Competencies are themed as outlined below.

It is recommended that some differentiation is made between “must have” competencies and desirables.

The jobholder must demonstrate the following competencies: - 

CORE TECHNICAL COMPETENCIES - these are core technical competencies that are job specific, the example below is from the Deputy Director: HR profile.
CORE TECHNICAL/HUMAN RESOURCE COMPETENCIES

· Knowledgeable of the latest RSA labour legislation 
· An understanding and appreciation of the strategic role of human resources
· Knowledge of the various HR practices and the relevant skills in executing these effectively

· Knowledge of the concept of organisational culture and skills in creating aligning of HR practices with organisational culture or to change organisational culture, introducing and managing change 
· Knowledge of Human Resource Information Systems and its role in organisational effectiveness
· Integrity and a keen commitment to treating staff fairly and consistently
· An ability to balance the needs of the organisation with the needs of staff 

· Personal credibility, able to instill confidence in others

· Sound research skills

· A sound ability to communicate both verbally and in writing (must have strong writing skills) in English.  The ability to communicate in other official languages will be an advantage.

· Good facilitation and presentation skills

SHARED COMPETENCIES – these are competencies that are shared across different types of jobs and are often less job specific.  The example below is from the Registrar: Finance & Operations profile.
LEADERSHIP COMPETENCIES

· Understanding of the social, political and economic environments in South Africa

· Ability to think creatively and innovatively particularly as regards the provision of support services

· People management skills with a consultative and inclusive style, able to build consensus and commitment to new initiatives 

· Ability to develop, articulate and implement strategic goals 

· Ability to represent the University and act as an ambassador for the institution

· Once on the job:

· Understanding of the social, political, economic challenges facing HE institutions today, at the global and national levels and the implications of this for an institution such as Rhodes University

· Understanding of the challenges and opportunities in pursuing a teaching, learning, research and community engagement agenda in a HE institution and the implications of this for an institution such as Rhodes University

· Understanding of the challenges facing students in HE institutions today and the implications of this for an institution such as Rhodes University

MANAGEMENT COMPETENCIES (to be developed whilst in this job) – example is from the HR Generalist II profile.
· Ability to think strategically and creatively

· Problem-solving skills: logical and analytical

· People management skills with a collaborative approach

· A strong track record of service delivery

· Decision-making skills, able to be objective, flexible but decisive

· Sound numerical ability 

· Extremely professional with high personal standards, able to produce work of a superior quality

SUPERVISION COMPETENCIES – example is from the Assistant Manager: Electrical Services profile
· Ability to schedule and allocate work amongst staff

· Ability to motivate the staff of the unit and develop a positive and productive work climate 

· Ability to develop the staff

· Ability to monitor the quality of work and take steps if the quality is problematic (the person is not expected to have disciplined staff beyond first level performance counselling. Thereafter, the matter would have been referred to the manager)

· Ability to motivate for change amongst staff and get their commitment to changes proposed

ADMINISTRATION/TECHNICAL SKILLS – example from the Assistant Manager: Electrical Services profile 
· Sound ability to work within a computerised administrative environment 

· Sound Computer literacy: able to work with a word processor, spreadsheets, use the internet

· Critical administrative skills include good organisational and planning skills as well as problem-solving and time-management skills.  Attention to detail is necessary as well as the ability to manage multiple demands

· Sound numeric skills

· Sound communication skills in English (both verbal and written).  The ability to communicate in another official language will be an advantage.

WORK BEHAVIOURS AND ATTITUDES – example from the Assistant Manager: Electrical Services profile
· Customer service ethic with a track record of good customer service and continuous improvement.  Must be able to demonstrate flexibility in learning new skills with regards to electrical maintenance.

· Able to work independently as well as a member of a team

· Actively seeks feedback, able to withstand criticism and use constructive criticism to improve

· Highly professional, high personal standards, able to produce work of a high quality

· Shows initiative

· Willingness to go beyond the call of duty and to work long hours

SKILLS – examples of skills in a variety of posts within the organisation
· Be in possession of a driver’s license
· Be in possession of a boat skipper’s license
· A scientific or commercial diving supervisor’s qualification would be highly desirable
· Drivers license (Code 10), PDP advantageous.


	MANAGEMENT/SUPERVISORY DUTIES
In this instance the person must have staff reporting directly to him/her.  If the job incumbent does the following then he/she manages and supervises staff: -

· Recruitment and Selection of staff
· Induction and on-the-job training 
· Performance and development 
· Motivation and recognition 
· Discipline and grievances
If the job incumbent does not do the above but is involved in instructing staff on what to do they do not manage or supervise, they are co-ordinating the activities of others.
If an employee stands in for a manager/supervisor in his/her absence, this is not regarded as having management/supervisory duties.  Job profiles deal with the usual not the usual.  

	NUMBER OF SUBORDINATES (direct and indirect)
Directly refers to direct reports and indirectly refers to the person having responsibility for those people but having supervisors or team leaders to handle the day to day supervision of staff e.g. the Director of HR has 5 direct reports – all 4 managers. The indirect reports are those staff reporting to these different managers.   You must specify how many direct reports the job incumbent has and how many indirect reports.
For example:  Deputy Director: HR

Direct Reports – 2 x Senior Generalists
Indirect Reports – 12

6 x Generalist II’s and 6 x Generalist I’s



	TYPICAL DEVELOPMENT PATH
What is the typical development path for a person entering this position? 

Here you need to indicate where does the person come from to get into this job and where would they go after this job.  Where the person comes from and where they are likely to go after this job does not have to be department specific – it can be broader.
For example:   Assistant Manager: Horticulture 
The job incumbent is likely to have come from a position in which he/she has worked in an environment in which horticulture and garden service skills are required.  From this post the job incumbent can progress to Manager: Grounds & Gardens and then on to Director: Estates provided that she/he has the necessary qualifications and experience.  Job progression is dependant on the availability of jobs and the job incumbent doing a good job in his/her current job.




	FUNCTIONAL RESPONSIBILITIES (only if applicable)

	PROJECT MANAGEMENT RESPONSIBILITY
Project Management – employee’s job has a significant project component to it, in other words it forms a normal part of their job.  Projects are generally not recurring – i.e. a project is run from beginning to end – once completed does not recur (an indication of the timelines expected for the projects must be given).   Consultants usually have this as a significant part of their job profile – their jobs are made up of projects that they either run from beginning to end (i.e. they manage the project) or they manage a component of the project.  Indicate the number of people (within and outside the university) directly coordinated by the jobholder.  If it differs from one project/ course/ function to the next, give the average number of people coordinated during project/ program duration.  

For example –  Manager: Administration
Ongoing management of projects relating to the administrative section of the building. E.g. building expansion projects from beginning to end, ensuring the deliverables.




	PROCESS MANAGEMENT RESPONSIBILITY
This would include responsibility for such processes as quality control, employment equity or the salary increase process.  Indicate the number of people (within and outside the university) directly influenced by the jobholder.  If it differs from one process/programme to the next, give the average number of people being influenced in the process.  The job holder must indicate his/her role in the process, for example do they manage the process from beginning to end or are they only managing a component of the process.  If the latter is the case the component that they manage must be described in context with the broader process.  Process is often recurring in nature and runs from beginning to end every year. 
For example:  Manager: Staff Relations

The job incumbent is responsible for ensuring the process for the reporting and management of staff grievances is efficient and effective and meets the requirements of the labour legislation and supported by staff, unions and management.

The job incumbent is also responsible for ensuring the process of managing disciplinary and incapacity cases is efficient and effective and meets the requirements of the labour legislation and is supported by management and negotiated/consulted with relevant unions.


	COST/FINANCIAL CONTROL
(i) Is the jobholder responsible for any aspect of cost control or for materials, stock or equipment?  If yes, what is the monetary value and to what extent is the person accountable or responsible?  

The job incumbent must be responsible for resources that have a monetary value.  By responsible we mean that they are accountable – the extent to which the person is accountable must be defined in terms of a Rand value and in terms of the level of responsibility and accountability – see both examples given below.
For example – Messenger-Cleaner – Biochemistry
The person is responsible for the daily, careful use of cleaning materials and cleaning equipment, including mops, brooms, dustpans and a vacuum cleaner. The person is responsible for ensuring that no wastage of materials is incurred during the performance of their daily duties. The average monthly value of cleaning materials and consumable equipment amounts to R1, 000.00. 

In this instance the person’s responsibility does not include the purchase of materials or the approval to purchase materials.

For example – Manager: Administration (Journalism)
· Responsible for the control of recurrent consumables budget for teaching, project and departmental use, approximately R500 000 

· Investment decisions, expenditure and control over all JMS accounts

· Student book purchase and stock control, approximately R150 000 per year.

· Responsible for the furniture equipment purchases.

In this instance the job incumbent is responsible for the purchase and expenditure of recurrent consumables.  This means that they will be held accountable if there is a negative variance against the budget.  This person has the authority to approval expenditure.
(ii) Does the jobholder have a direct responsibility for controlling operational costs or expenses?  If so, what is the annual budget (ignoring direct and indirect remuneration costs)?  

These costs usually relate to the budget and are the responsibility of the Head of Department OR to whomever this responsibility has been delegated.  The job incumbent must be the FINAL approval and/or sign-off.  A rand value must be given.

For example – Manager:  Administration  (CS & IS)
The position is authorized to control the capital equipment (R250 000), running (R250 000), library (R60 000), tutors (R150 000) and resale (R200 000) budgets, with full control of authorisation. 



	LEVEL OF RESPONSIBILITY
Who must authorize, review or clear decisions taken with regard to the jobholder’s functions? 

Usually the job incumbent’s direct line manager.  There may be instances where the line manager is not the only person who authorizes reviews of clear decision with regards to the jobholder’s functions.
For example:  Director of HR

Vice-Chancellor/Vice-Principal/Council/Admin sub-committee of Council

What percentage of tasks can be carried out without supervisory input and/ or control? 

Please note that no role within the University is 100% - everyone takes direction and guidance from somewhere/someone.  Percentages should vary from about 70% to 95% (max).
What critical decisions are the jobholder normally authorized and empowered to make?


This section is reviewing what areas the jobholder is required to work autonomously and the time span for the identification of errors – in other words when a problem be identified.  Consequences of the error should be identified.  The impact of the job should be covered in this area (both internal and external impact) as well as the impact of the job on the job holder.
For example: HRD Manager

Critical Decisions

The job incumbent has the discretion to design, facilitate, assessment and evaluate his/her own training programs. Reviews are done as part of performance review.  Job incumbent can use own discretion as regards matters of induction and career counseling. 

Co-ordination of the merit award process is done within procedural parameters laid down.  Any decisions involving monetary expenditure, over and above that indicated above must be cleared with the HRD Manager. 

Time span

As the job incumbent has the authority to run his/her own training programs, problems are only detected with either the evaluation of these courses or in the performance assessment of the jobholder. Therefore, the time span is typically 6-9 months.

Consequences of error

Errors by the jobholder would result in poor staff development which would ultimately, impact on the effectiveness of individuals, their departments/sections and therefore, the institution.  The reputation of the HRD Office would also be in jeopardy and result in difficulties in getting staff and management commitment to learning given the training culture of voluntarism. Failure to provide programs of quality would also impact the HRD Office’s suitability as a service provider by SAQA and relevant SETA's and would result in the institution having to outsource training at a much higher cost. This would lead to less training or higher costs. 

Impact of the job (both internally and externally)

The HRD Officer together with other staff in the HRD Office is responsible for contributing to institutional effectiveness and quality of work life of staff. The quality of training received by staff would also impact on other employers should they leave Rhodes.

Impact of the job on the jobholder e.g. time-pressures, stressors etc?

In general, the job incumbent does not continuously to tight deadlines.  At times of the year, the job incumbent is under pressure to meet deadlines e.g. for merit award process and in assisting with the submission of SETA reports. However, with the majority of the job incumbent has the discretion to set her own time schedules. There is no undue stress has a result of the job. Training on more than 2 days per week is usual to avoid physical stress and fatigue associated with training.


	PLANNING 
(i) What is the longest (macro) period that the jobholder has to plan ahead? 

This refers to the longest realistic period that the job incumbent can plan ahead for tasks and activities.  Realistic implies that 60% of what is planned would stay in place.  For example, if the job incumbent answers up to 5 years and after 2 years plans change then the answer is 2 years not 5 years.
(ii) Typically how long are the micro phases/time periods that the macro planning is divided into?  

Based on the number of profiles we have at the moment the general rule of thumb is as follows: - 

Grades 18 to 25 (old 15a to 18): 1 to 2 years

Grades 15 to 17 (old 12 to 14):  6 to 12 months

Grades 11 to 14 (old 10a to 11b):  3 to 6 months

Grades 9 to 10 (old 8 to 9): 1 to 2 months

Grades 6 to 9 (old 6 to 8): Monthly 

Grades 4 and 5 (old 4 and 5): Weekly

Grades 2 and 3: (old 2 and 3)1 to 2 days

Grade 1 (old 1): daily 

There are exceptions, for example if the job incumbent’s daily activities are schedule by a supervisor or senior AND/OR if the job is reactive (for example Helpdesk Operator or Receptionist) then there is limited planning to no planning required at all.

Time periods refer to activities that are run from inception to completion.  Planning must be reasonable – for example a series of meetings booked in a diary for a year is not detailed planning.  However if a large amount of preparatory work is required – for example a series of workshops run in the year ahead then this would constitute detailed planning.  The emphasis here is on detailed planning.


	ADDITIONAL INFROMATION

Any additional information you think is important.

Who prepared the job profile?

e.g. Employee (Name of Employee)

HR 

Please list all those who have been consulted in the drafting of this profile.

e.g. HoD

Employee

HR 

etc

Signature of the line manager                                                       Signature of the employee 

Date                                                                                           Date

Signature of the HoD / Director (where she/he is not the line manager

Date




