Role Matching Policy Version 2, Appendix A - CONFIDENTIAL


Job matching questionnaire

Please read the SEFRCC Policy document entitled “Role Matching” for guidelines on how to complete this questionnaire.  If you have any questions your designated HR Advisor/Manager may be able to help you.

	Job holder’s name (s):


	Fire Service:

	Job Title: 
	Reports to: 



	Date: 
	Watch:



	Form completed by:




1.
Purpose of job

Please write one or two sentences about why the job exists. Focus on the achievement of the key end results of the job. 

2.
Job context

Give a short overview of the job context and the key objectives of the part of the organisation where the job is placed.

3.
Main accountabilities
List, in order of importance, the main accountabilities which describe key end result areas of the job. Each should contain an action, what is to be achieved or purpose of the action and what the end result will be. There should be at least 6 but no more than 9. See the end of this form for guidance.

4.
Organisation structure

(a) Please attach an organisation chart showing this job, its supervisor, colleagues who also report to the same supervisor and the jobs managed by the postholder, giving full job titles.  

(b) Briefly describe the major responsibilities of the jobs managed by the postholder.

(c) Briefly describe the key differences between this job and the Line Manager’s role.

5.
Knowledge, experience and training
What is the minimum knowledge/training/experience needed for the effective performance of the job? (This is not about the postholder’s own experience/ qualifications but the minimum requirements for performance of the job).  It may help if you think about this as if you were recruiting to the post - what you would require from applicants.

6.
Supervision and work planning 

(a) How does work get allocated in this job, i.e. what is the pattern of the work cycle (daily, weekly, monthly, annual, etc).

(b) How regular is supervision and broadly what issues does it cover? 

(c) Please give two examples of the sort of priorities which the postholder is able to set themselves.

(d) Please describe the procedures or systems the job has to work within and how this affects the level of discretion the postholder is given. Or you could give two examples of procedures or systems they have to work within.

(e) Describe how the postholder controls the work of people they manage in their team if applicable, i.e. weekly/monthly meetings, or setting tasks on a daily basis.

(f) Does the postholder co-ordinate sub-functions of the service or service areas or set priorities for them?  If so please give details and say why the co-ordination role is needed.

7. 
Communication/contacts

Please detail the nature of the interpersonal skills the postholder has to use. Give two examples of the nature of interpersonal skills used. (Do not just list the people the postholder has to come into contact with).

8.
Problems encountered

(a) 
Please give brief examples (a maximum of 3) of the problems encountered in this job and how they might arise. For the examples given, detail the steps you would expect the postholder to take to find the solution to the problem.

.

(b) 
How does the postholder decide at which point they need to refer a problem on?
9.
Making decisions

Please give two examples to show the ‘thinking challenge’ in the job, i.e. is there a set process to resolve the problem, does the postholder choose a solution based on their past experience or does the postholder have to seek more information to determine the extent of the problem, or use creative thinking to develop new concepts.

10.
Freedom to act

(a) 
Please give two examples to show areas that the postholder has discretion over. 

(b)
What kind of systems, procedures or ‘rules’ are set around the job which prevent the postholder having total discretion as to how to undertake the job.

11.
Area and type of impact

There are two ways of looking at the type of impact the job has upon the authority. 

· The first is where the jobs impact can be expressed in financial terms (annual income or expenditure). If you think the job falls in this category complete section a.
· The second is where there is no relevant financial dimension to the job. If you think the job falls under this category, please complete the following section b.
Please note that you must complete either a) or b).  Please complete section (c) for all jobs.

(a) 
Which parts of the organisation are most clearly influenced by the job’s objectives?  Please indicate current year income, expenditure and capital budget, if appropriate, and state the impact on each figure given, i.e. is there a controlling impact; or partnership/ joint accountability for the area (if so with which other jobs). Or is the impact indirect because the job is advisory and influences decisions taken in the area of impact?

or

(b)
What kind of support services are delivered by the job - does it involve processing information, interpretation/analysis of information, supervision of others, or acting in an advisory/specialist capacity?
and
(c )
Is there any statistical information that can add  to the understanding of the job, i.e. it is useful to know whether a Payroll Officer deals with is 50 or 50,000 payslips and whether they pay people weekly and/or monthly. Figures for their own sake are no help, but those directly relevant to the purpose of job are useful. e.g. providing a daily home care service to ten clients.

12. Physical effort and/or strain

Describe whether the job requires physical effort and/or strain more than is normally experienced in a routine office environment, i.e. lifting heavy objects, how heavy are the objects, how are they carried, for how long and how often would this happen?

13.
Working environment

Does the job require working outdoors, or being exposed to objectionable, uncomfortable or unfavourable working conditions and is the postholder able to predict or plan for the elements faced?

SIGNATURES

Signed and dated by employee or employees, confirming the data contained in this questionnaire is a true and accurate reflection of their substantive post.

Name: ________________________________  
Date: _____________

Name: ________________________________
Date:  ____________


Name: ________________________________
Date: _____________

Name: ________________________________
Date: _____________

Signed by the Senior Manager responsible for the control room

Name: _____________________________     Date: ________________
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