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	Supervisor

Head of School /  Branch 
Human Resources
	Introduction 

These guidelines outline the process for the completion of Position Descriptions.  A Position Description is used to:

· Classify a position,
· Inform prospective candidates about a position,
· Provide the basis for identifying and discussing work and objectives and formulating a development plan in the Planning, Development and Review process,

· Assist career planning.

The Position Description should clearly outline the nature of the work and describes the responsibilities and outcomes, capabilities and behaviours, and knowledge and experience necessary to successfully perform in the position.
The Position Description should describe the position, not the person holding the position.
To prepare a Position Description use the Position Description Template found at the Performance Excellence intranet http://www.adelaide.edu.au/hr/ 

Responsibilities
The immediate supervisor is responsible for completing the Position Description in consultation with the incumbent (except when the position is new or an existing position is vacant).  Supervisors are encouraged to liaise with their HR Consultant to gain advice on how to complete the Position Description template.  
The Head of School / Branch has the delegation to authorise the content of the Position Description before forwarding it to Human Resources.

Ensure that the Position Description meets with University policy and that the position is formally classified. 

Generate Position Numbers for new positions.



	Position Details
	Completing a Position Description




	Position Title:
	
	Position Number: 
	Faculty/Division: 

	Classification:
	
	No. Direct Reports

& Highest Classified Position: 
	School/Branch: 

	FTE:
	Reports to: (Title) 
	Fixed       FORMCHECKBOX 
   Continuing        FORMCHECKBOX 

	Discipline/Unit: 


	Position Title
	The Position Title is important for communicating the type of position indicating the responsibilities of the position.  For the University to attract the appropriate people to the position, the title should be aligned with the internal and external market.  Position Titles should be simple, free of technical jargon and descriptive, so that the position can be quickly identified.



	Position Number


	Each position in the University has a Position Number to identify the specific position.  If the position is an existing position, a Position Number will already be in place.  For a new position, the Position Number will be generated by Human Resources. 



	Classification


	For new positions that are yet to be classified, the Classification will be provided/confirmed by Human Resources once the Position Description template has been completed.  When the Classification is confirmed, it should be added to this section.

For existing positions, this section contains the HEW level as per the organisation chart and budget.



	No. of Direct Reports / Highest Classified Position


	Enter the number of individuals reporting directly to the position and the classification of the position with the highest classification. 
Eg.  5 HE05 

In this example, the position has 5 direct reports, amongst whom the highest classification is HEO5.


	Faculty/Division, School/Branch, Discipline/Unit


	Enter the name of the Faculty, School, and Discipline, or the Division, Branch and Unit in which the position will be situated.

	FTE


	Identify whether the position is full time or part time, and enter the full time equivalent (FTE) for the position. 

Note that, for various reasons (e.g. care of children, study leave, job share) the FTE actually performed by the incumbent may not reflect what is described in the Position Description.


	Reports to (Title)

	Enter the title of the position to which the described position will report.


	Fixed / Continuing


	Check the box to identify whether the position is a continuing or fixed term position.  This will depend on a number of considerations, including the organisational structure and budget for the area. 



	
	

	Position Summary
	


	Position Summary:
	Maximum 2 – 3 paragraphs in length.




	
	In this section, outline in 2 – 3 paragraphs, the primary purpose of the position and its place within the University.  Include the environment and context of the position.  Provide an overview of the organisational unit including a description of the unit, its objectives and reporting relationships.  Also include key components and broad accountabilities of the position.  The reader should be able to begin to judge the complexity of the position from this section.

This section will be underpinned by the key responsibilities and criteria.  
Keeping this section brief and concise will allow the reader to get a broad understanding of the position and help them to decide if they should read on to find out more detail.

This section can also be used as the text for advertising the position. It is helpful to enter a the unit’s web site address to enable the reader to source further information. 



	Example One


	The Manager, Payroll Services is responsible for the provision of a high quality payroll and leave service to their client base.  This is achieved through the supervision and development of payroll staff and adherence to taxation requirements, accounting and audit procedures and employee entitlements detailed in workplace agreements and HR policies and guidelines.



	Example Two

Example Three

	This position will drive excellence in the provision of client services across the University in a strategic and operational role that forms part of the leadership team in Health, Safety and Wellbeing.  The role will involve continuous improvement of our Health, Safety and Wellbeing management systems.  Responsibilities include; injury management, wellbeing and health promotion, liaison with external agencies (government bodies, co-location partners and contractors) and internal stakeholders (faculties, divisions and controlled entities), oversight of HSW communication including website and document control systems, and internal audits.  It is expected that this position will monitor and participate in shaping of relevant government legislation that may pertain to University business. 

The Program Manager is responsible for coordinating and developing the School’s academic timetable using Syllabus Plus Course Planner. Responsibilities include the management of interstate clinical placements, development of policies and procedures, scheduling of examinations and support to School committees as required.


	
	

	Position Characteristics
	


	Position Characteristics:
	Scope
	     

	
	Significant internal/external relationships
	     

	
	Special conditions
	     

	
	Delegations
	     


	
	This section provides additional detail on the area in which the position is situated.  It may contain information about the key role of the organisational unit, and may have information such as budget, size, and services offered, as well as the key relationships.  For example, for a finance position, the scope of the budget managed may be important and the delegated authorities should be provided.

This section can be used to further contextualise the position and where it fits within the Faculty /School/Group.  However, ensure that only the relevant information to the position is captured here. 



	Scope


	The description of the Scope should describe both the impact of the position on the University, and the level of decision making that is inherent in the position.
The impact of the position on the operations of the University can be described by such details as the size of the budget the position controls, the value of assets managed, the size of the student base which is affected by the position, the number of staff, members, or clients for which the position is accountable and/or the committees which the incumbent will oversee.

Decision making is an indication of the variety, type, frequency and opportunity for independent action. For example, indicate whether the position requirements include developing or improving procedures, policies, systems, products or technology. Briefly indicate the level of planning and directing involved in the position, and the opportunity to influence or guide direction, policy and strategy.



	Example One
Example Two
	The Human Resources branch serves a client base of approximately 3,000 FTE staff and between 500 – 600 casual staff.  The role is responsible for the leadership of 50 staff located both in the central office and within the faculties.
This position will provide technical advice to staff and students and ensure the availability of technical equipment, in line with the direction of the Unit and the strategy of the University.


	Significant Internal / External Relationships


	This section outlines the critical internal and external contacts and relationships of the position other than the supervisor and staff reporting directly to the position.  

Indicate where appropriate the degree to which the position is required to coordinate, cooperate, liaise, direct or negotiate with the individual, team or group indicated by the contact or relationship.


	Special conditions

	This section identifies the special requirements of the position.  These may include for example:

· Shift Work

· Regular travel

· Work outside standard hours

· Exposure to hazardous conditions, material or equipment.
It should also indicate whether any of these conditions are managed in a special way, for example if a loading applies for being on-call on weekends.



	Delegations

Examples:
	If the position has the authority to commit human financial or physical resources, then this section should be completed.
· Delegations according to the Delegations Table

· Delegated signing authority level to $20,000

· Responsible for management of petty cash

· Manages the hiring of University equipment



	
	

	Approvals
	


	Approvals:


	Head of School / Branch Manager

Name: 
Signature: 
Date: 
	Director Human Resources

Name: 
Signature: 
Date: 


	
	This section requires the signatures of the Head of School or Branch Manager, and the Director of Human Resources.  By signing the Position Description the parties are agreeing that the information listed is accurate and the Position Description is an official and legal document.




	Acknowledgement of Incumbent
	


	Acknowledgement of Incumbent
	I have read and understood the requirements of the position.
Name:(please print)                                                      Signature:                                                      Date:                                                    


	
	This section is to be signed by the incumbent in the position to acknowledge that they have been consulted and are satisfied that the content of the document accurately represents the position they are or will be occupying.


	
	

	Key Responsibilities and Outcomes
	


	Key Responsibilities and Outcomes

Describe key responsibilities and outcomes for the position in the normal course of work.
	1
	     
	· 

	
	2
	     
	· 

	
	3
	     
	· 

	
	4
	     
	· 

	
	5
	     
	· 

	
	6
	     
	· 


	
	This section will describe the key outcomes of the position as contextualised by the Position Summary.  It will give the reader a better understanding of the position. 
The key responsibilities should be outcome-based, expressed concisely and supported by the key outcomes for each responsibility. 
Outcomes should convey what success would look like for that responsibility in the position. Outcome statements should being with a verb such as develop, deliver, build, produce etc.




	Key Responsibilities and Outcomes

Describe key responsibilities and outcomes for the position in the normal course of work.

	1

	Deliver excellent laboratory and workshop services that meet the needs of the students and staff, and are provided within budget.
	· Implement a system for identifying client needs, and for receiving ongoing feedback about the effectiveness of workshop services and programs.

· Develop and implement work programs to meet client needs and facilitate teaching, research and commercial outcomes.

· Plan staffing needs and manage human resources to ensure a high performing team that delivers excellent services.

		2

	Promote and facilitate innovation through strategy development.

	· Partner with external stakeholders to successfully deliver innovative projects to meet the University’s strategic plan.


		3

	Developing sustainable workforce capability. 

	· Develop strategies to provide a skilled and responsive workforce providing outstanding service to the University.

· Positions the University as an employer of choice.


	
	

	
	

	Position Criteria
	


	Position

Criteria
	Capabilities and Behaviours 
	     
	     

	
	
	     
	     

	
	
	     
	     

	
	
	     
	     

	
	
	     
	     

	
	Knowledge and Experience
	·      
·      
·      

	
	Qualifications
	·      
·      


	
	This section will outline the expectations of the position in terms of the required capabilities, behaviours, knowledge and experience that will be needed to successfully deliver the outcomes.  It also lists the qualifications required for the position.  
If no specific qualifications are required, leave this section blank.

This is also key to the recruitment process, as the Position criteria will underpin the interview and selection process.  


	Capabilities and Behaviours

Example
	Capabilities describe the skills, aptitudes and attitudes needed by a person to achieve high performance in a specific position.

The Capabilities and Behaviours captures the capabilities and associated behaviours most relevant to the position from the Capability Dictionary.
How to select Capabilities and Behaviours 
1. The Capability Dictionary is used to identify the capabilities and the associated behaviours required for the position and the level of the position, in order to perform the Key Responsibilities effectively.  

The capabilities and the behaviours that underpin them will also be used to assist effective recruitment and career development, and will form part of the Planning, Development and Review discussions for the incumbent of the position.
2. Go to the Core Capability Dictionary (link to document on intranet) and using the Summary of Definitions, identify the key capabilities requirements of the position. Identify 4-5 key capabilities.

Although all capabilities might be required for the position, it is important to identify the ones that will contribute most to successful outcomes in the position.
3. Copy these capabilities into the Position Description template in the Position Criteria section.


4. There are four levels of behaviours within each capability.  Each level has been mapped to a classification range. Select the appropriate level that matches the known or proposed position classification and identify those behaviours that are required to effectively perform the position.

Level 1
HE02 – 4

Level 2
HE05 – 7

Level 3
HE07 – 8

Level 4 
HE08 – 10

5. Copy these into the Position Description.

Most of the behaviours will be identified from the level that maps to the (desired) classification level for the position.  On occasion it may be necessary to use one or two required behaviours identified as the most appropriate for the position but which are listed in a lower or higher level.  

See the Position Description examples in Appendix A.



	Knowledge and Experience
	The knowledge and experience section will outline the knowledge and skills required to fulfil the position requirements.

In this section, it is important that you are not listing capabilities, such as “Excellent communication skills”. This would be a behaviour in the Communications capability.

If appropriate, the list of required knowledge and experience can be categorised as Essential and Desirable.


	
	

	Example
	Knowledge of University policy and practices

Knowledge of a specific computer system eg.  A working knowledge of Microsoft Excel.
Demonstrated ability to manage a budget.


	Example
	Where the Key Responsibility is: Provide technical advice to staff and students.

The Capabilities may include: Service Focus, Communication.

The Behaviours associated with each capability would be selected from the appropriate level for that position and listed against each capability.

The Knowledge and experience may be:  Demonstrated knowledge of Engineering Practice.



	Qualifications
	Qualifications are actual verifiable qualifications (i.e.: degrees, certificates, Year 12, licences etc.).  
If a qualification is mandatory, it is the minimum standard for the position and only applicants with this qualification can be considered for selection.  The qualifications cited will be used in the recruitment/selection process to select the appropriate person.  Therefore, only qualifications required to undertake the position should be listed.  Not all positions will require a mandatory qualification.
If a specific qualification is desirable but not essential, list the qualification with  the following text:
“ or equivalent education and/or experience is desirable.”


	Example
	Bachelor of Mechanical Engineering 
Diploma in Accountancy or equivalent education and/or experience is desirable.



	
	

	University Expectations
	


	University Expectations
	All staff are expected to:

· Contribute to the efficient and effective functioning of their team or work unit in order to meet University objectives.  This includes demonstrating appropriate and professional workplace behaviours in accordance with the Code of Conduct, providing assistance to team members if required and undertaking other key responsibilities or activities as directed by one’s supervisors;

· Actively participate in the Performance Development Review Process which includes a regular review of their performance against the responsibilities an performance objectives associated with the position and demonstration of appropriate behaviours which reflect a commitment to the University’s values and strategic directions;

· Perform their responsibilities in a manner which reflects wand responds to continuous improvement; and

· Familiarise themselves and comply with the University’s Occupational Health and Safety, Equity and Diversity and other relevant University Policies and procedures.


	
	A mandatory section of the Position Description outlining the University expectations for all staff.




For assistance in determining the content of a Position Description outlining the most appropriate behaviours, skills and knowledge for the position, contact Human Resources.
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APPENDIX A – Sample Position Description








BUSINESS MANAGER

POSITION DESCRIPTION

INSTRUCTIONS: Press the tab key to move through the grey areas and type your information. This form is to be used to outline the duties for a professional staff position, based on the Classification Standards Policy (Professional Staff).  

	Position Title:
	Business Manager
	Position Number: 1212
	Faculty/Division:      

	Classification:
	HE08
	No. Direct Reports 

& Highest Classified Position: 3 / HE07
	School/Branch: Commerce

	FTE:
	Reports to: (Title) Head of School
	Fixed  FORMCHECKBOX 
                            Continuing  FORMCHECKBOX 

	Discipline/Unit:      

	Position Summary:
	A leadership position in the strategic direction and planning for the School of Commerce in consultation with the Head of School, and working within a matrix management arrangement with Associate Heads and senior academic staff.  An excellent understanding of current management practices and principles, including human resources, financial reporting practices and budgetary procedures is required.   The position requires excellent interpersonal and communication skills in order to liaise with academic and professional staff in a multicultural and dynamic work setting and it is particularly important that you have the ability to manage and implement change processes.

	Position Characteristics:
	Scope
	     

	
	Significant internal/external relationships
	· Head of School and Associate Heads

· Executive Dean and Faculty managers

· Central University services – student support and systems, HR, Property Service, ITS, etc

· External stakeholders and alumni

	
	Special conditions
	Some out of hours and interstate travel may be required for this position

	
	Delegations
	Relevant HR and Financial Delegations prescribed to this position

	Approvals:

Head of School / Branch Manager
	Head of School / Branch Manager

Name:      
Signature:      
Date:      
	Director Human Resources

Name:      
Signature:      
Date:      

	Acknowledgement of Incumbent
	I have read and understood the requirements of the position

Name:(please print)                                                      Signature:                                                      Date:                                                    


	Key Responsibilities and Outcomes

Describe the key responsibilities and outcomes required for the position in the normal course of work
	1
	Effective and efficient management of School resources, facilities and operations
	Under broad direction:

· Builds strong relationships with key University staff and committees, alumni groups and other external stakeholders including the Advisory Board.

· Increases the profile of the School through the implementation of marketing and business related strategies Under broad direction:

· Effective management of the Business School’s financial, operational and human resources.

· Provide strategic input into and ensure implementation of improvements to University and Faculty policies and procedures.

	
	2
	Provide strategic input to leadership
	· Undertake a leadership role in the strategic direction and planning for the school, working within a matrix arrangement of Associate Heads and Senior Academic staff, in consultation with and direction of the Head of School.

	
	3
	Improves stakeholder engagement
	· Develops and implements marketing and business development strategies for the School.

· Contributes to various School committees and attends the Advisory Board

	
	4
	Provide strategic advice and direction
	· Assists in the effective management of the School through the provision of executive advice to the Head of School regarding financial, human resource, administrative planning and policy development.

· Develops position papers to address issues affecting the School and make recommendations for continual improvement.     

	
	5
	People management
	· Ensure effective people management of direct reports and their teams to ensure the School delivers its services effectively and efficiently as possible.

· Manage and develop effective work teams, setting direction for professional staff in the School, including prioritising workload and professional development.     

	
	6
	     
	·      


	Criteria
	Capabilities and Behaviours 
	Communication
	· Composes communications which convey specialised concepts in order to influence outcomes or decisions.

· Tailors communication style and delivery method to the level of the audience.

· Prepares and delivers confident and persuasive presentations.

· Knows the audience, and identifies and uses this knowledge to build strategies to influence outcomes.

· Organises events and meetings to facilitate information sharing.

· Negotiates agreement on complex issues.

	
	
	Strategic Thinking
	· Creates operational plans that realize strategic goals.

· Considers longer term (3-5 year) implications in planning process.

· Holds a broad view of a situation whilst continuing to manage operational procedures.

· Translates the strategic vision into achievable actions.

· Understands underlying problems, opportunities or political affecting the University.

· Represents a positive profile for the University to the external community on specific issues.

	
	
	Managing People
	· Communicates accountabilities and responsibilities and holds staff accountable. for delivery outcomes 

· Builds a sense of ownership and shared responsibility within the team.

· Provides performance feedback, both positive and developmental as soon as possible after the event.

· Empowers others by encouraging employee feedback and involvement in team decisions.

· Provides support for solving problems and removes roadblocks for staff and timeframes. 

· Identifies talent and motivates and supports people to learn through coaching and mentoring.

· Delegates effectively to help people increase their skill and level of responsibility.

	
	
	Leadership
	· Leads by collaboration and facilitates leadership in own areas of responsibility.

· Motivates and coaches team to high performance

· Utilises a range of leadership styles

· Recognises critical issues for the organisation and seeks to address these.

· Inspires a sense of purpose and direction.

· Understands how others perceive them and their role and works to break down perceptions that interfere with effective work interactions.

	
	
	Relationship Building
	· Works collaboratively to reduce organisational ‘silos’. 
· Focuses upon establishing and maintaining productive relationships with key internal groups to ensure collaborative work practices.

· Develops a broad network of useful contacts both inside and outside the University.
· Actively fosters productive two-way flow of ideas.  

	
	Knowledge and Experience
	· Current management practices and principles including human resources, financial reporting and budgetary procedures

· Demonstrated experience in providing sound strategic advice, including the preparation of reports, briefing papers and similar, to executive and senior management.

·      

	
	Qualifications
	· Tertiary qualifications in management or substantial relevant management experience

·      

	Occupational Health, Safety and Welfare Requirements
	· All Supervising staff are required to implement and maintain the University’s OH&S and Injury Management System in areas under their control ensuring compliance with legislative requirements and the established Performance Standards.  All other staff will assist the Head of School/Branch to create and maintain a safe and healthy work environment by working safely, adhering to instructions and using the equipment provided in accordance with safe operating procedures.  Where appropriate, staff will initiate and participate in worksite inspections, accident reporting and investigations, develop safe work procedures and provide appropriate information, instruction, training and supervision.  Staff will also inform the Head of School/Branch of any unsafe working practices or hazardous working conditions.

	University Expectations
	All staff are expected to:

· Proactively contribute to the efficient and effective functioning of their team or work unit in order to meet University objectives.  This includes demonstrating appropriate and professional workplace behaviours in accordance with the Code of Conduct, providing assistance to team members if required and undertaking other key responsibilities or activities as directed by one’s supervisors;

· Participate in the Performance Excellence Process which includes a regular review of their performance against the responsibilities and performance objectives associated with the role and demonstration of appropriate behaviours which reflect a commitment to the University’s values and strategic directions;

· Perform their responsibilities in a manner which reflects and responds to continuous improvement; and

· Familiarise themselves and comply with the University’s Occupational Health and Safety, Equity and Diversity and other relevant University Policies and procedures.


APPENDIX B – Position Description Template
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	POSITION TITLE

POSITION DESCRIPTION


INSTRUCTIONS: Press the tab key to move through the grey areas and type your information. This form is to be used to outline the duties for a professional staff position, based on the Classification Standards Policy (Professional Staff).  

	Position Title:
	     
	Position Number:      
	Faculty/Division:      

	Classification:
	     
	No. Direct Reports

& Highest Classified Position:      
	School/Branch:      

	FTE:
	Reports to: (Title)      
	Fixed:  FORMCHECKBOX 
                            Continuing:  FORMCHECKBOX 

	Discipline/Unit:      

	Position Summary:
	

	Position Characteristics:
	Scope
	     


	
	Significant internal/external relationships
	     


	
	Special conditions
	     


	
	Delegations
	     


	Approvals:


	Head of School / Branch Manager

Name: 
Signature: 
Date: 
	Director Human Resources

Name: 
Signature: 
Date: 

	Acknowledgement of Incumbent:
	I have read and understood the requirements of the position

Name:(please print)                                                      Signature:                                                      Date:                                                    


	Key Responsibilities and Outcomes:

Describe the key responsibilities and outcomes required for the role in the normal course of work
	1
	     
	· 

	
	2
	     
	· 

	
	3
	     
	· 

	
	4
	     
	· 

	
	5
	     
	· 

	
	6
	
	· 


	Position Criteria:
	Capabilities and Behaviours 

Use the Core Capability Dictionary to select the capabilities and associated behaviours
	     

	     

	
	
	     

	     

	
	
	     

	     

	
	
	     

	     

	
	
	     

	     

	
	Knowledge and Experience

Describe the knowledge and experience 
	·      
·      
·      

	
	Qualifications
	·      
·      

	Occupational Health, Safety and Welfare Requirements:
	· All Supervising staff are required to implement and maintain the University’s OH&S and Injury Management System in areas under their control ensuring compliance with legislative requirements and the established Performance Standards.  All other staff will assist the Head of School/Branch to create and maintain a safe and healthy work environment by working safely, adhering to instructions and using the equipment provided in accordance with safe operating procedures.  Where appropriate, staff will initiate and participate in worksite inspections, accident reporting and investigations, develop safe work procedures and provide appropriate information, instruction, training and supervision.  Staff will also inform the Head of School/Branch of any unsafe working practices or hazardous working conditions.

	University Expectations:
	All staff are expected to:

· Proactively contribute to the efficient and effective functioning of their team or work unit in order to meet University objectives.  This includes demonstrating appropriate and professional workplace behaviours in accordance with the Code of Conduct, providing assistance to team members if required and undertaking other key responsibilities or activities as directed by one’s supervisors;

· Participate in the Performance Excellence Process which includes a regular review of their performance against the responsibilities and performance objectives associated with the role and demonstration of appropriate behaviours which reflect a commitment to the University’s values and strategic directions;

· Perform their responsibilities in a manner which reflects and responds to continuous improvement; and

· Familiarise themselves and comply with the University’s Occupational Health and Safety, Equity and Diversity and other relevant University Policies and procedures.


