JOB PROFILE; ADMINISTRATION LEVEL 3 
Je No. 1749 Score 331 Grade D

	FACTOR
	FACTOR LEVEL AWARDED AND RATIONALE

	KNOWLEDGE
	Level 3:	Knowledge of the procedures for a range of tasks, some of which, singly or in combination, are relatively complex, and of the operation of associated equipment and tools.  Literacy and numeracy skills are required, ie spelling, grammar, understanding of percentages/decimals.

	Previous formal education or training, or equivalent experience, plus on the job training/experience.

Would apply to roles were 

Literacy AND numeracy skills COMBINED are required 
OR
Literacy OR numeracy BEYOND a basic level.  E.g. undertaking calculations from scratch, constructing formulas within spreadsheets etc.  Responsibility for the composition of no standard correspondence.

	MENTAL SKILLS
	Level 2:	Judgemental or creative skills, where there is some need to interpret information or situations and to solve straightforward problems.


	INTERPERSONAL SKILLS
	Level 2:	Exchanging orally or in writing information to inform other staff or members of the public.  Some tact may be required.
OR
Level 3:	Either:
i) exercising training or motivational skills in relation to other members of staff (eg skills may be associated with management of own staff):
or:
ii) exchanging orally or in writing varied information with a range of audiences:
or:
iii) exercising advisory, guiding, negotiating or persuasive skills:
or:
e) using a language other than English where there is a need to exchange greetings and straightforward information in that language.

Both factor levels are covered by this job profile


	PHYSICAL SKILLS
	Level 2:	Requires dexterity, co-ordination or sensory skills, where there is some demand for precision in the use of these skills.
	Jobs requiring some precision in the use of keyboard. Must be able to demonstrate essential elements of the role that necessitate keyboarding skills at a substantially higher level than those required for basic E mails eg. Manipulation of data, production of spreadsheets, desktop publishing or data input.  


	INITIATIVE AND INDEPENDENCE
	Level 3:	Involves working within recognised procedures, which leave some room for initiative.  The work may involve responding independently to unexpected problems and situations.  "Unexpected" in this context is where a situation changes but can still be dealt with by applying procedures.

	The jobholder generally has access to a supervisor/manager for advice and guidance on unusual or difficult problems.


	PHYSICAL DEMANDS
	Level 1:	Tasks or activities are undertaken mainly in a sedentary position and allow for considerable flexibility of movement.
		Limited physical demands - normally administrative and managerial jobs.


	MENTAL DEMANDS
	Level 2 :	Concentrated Sensory attention, EG: being particularly alert OR  Enhanced mental attention, EG: occasional calculations, thinking, checking documents for Medium periods between 1 & 2 hours.  
		OR  
 		Concentrated mental attention, EG: repeated manual calculations, ordering of facts such as report writing or preparation of presentations, formulating original documents for short periods.
OR
Some Work-related pressure, EG: from deadlines, interruptions or conflicting demands on the jobholder

	EMOTIONAL DEMANDS
	Level 1:	Limited contact with, or work for, other people, which through their circumstances or behaviour place minimal emotional demands on the jobholder.


	RESPONSIBILITY FOR PEOPLE
	Level 2:  	providing general information, advice and guidance on established internal procedures in relation to the well-being of people.


	RESPONSIBILITY FOR SUPERVISION
	Level 1:	Limited, or no, direct responsibility for the supervision, direction or co-ordination of other employees.  May involve demonstration of own duties, or advice and guidance, to new employees, or others.


	RESPONSIBILITY FOR FINANCIAL RESOURCES
	Level 1:	Limited, or no, direct responsibility for financial resources, may involve occasionally handling cash, processing cheques, invoices or equivalent.  
OR 
Level 2:	Some direct responsibility for financial resources.  The work regularly involves either:
a)  handling of cash, or processing of cheques, invoices or equivalent. 
or:
b)  accounting for considerable sums of money, where care and accuracy are important:  Considerable sums of money = up to £720K
or:
c) being accountable for small expenditures from an agreed budget or equivalent income. Small expenditures = up to £145K

The majority of roles will be covered by level 1 although some roles will involve cash handling as a regular feature and will therefore be akin to level 2.  Both factor levels are covered by this job profile. 

	RESPONSIBILITY FOR PHYSICAL RESOURCES
	Physical resources cover a wide variety of issues some of which will not be appropriate to the majority of administrative roles.  However, all the aspects are listed to cover all eventualities. Again, both levels 1 and 2 are covered by this job profile.
Level 1:	Limited, or no, direct responsibility.  May involve limited handling or processing of information or careful use of low value equipment (EG: computer terminal or PC) or care of the limited personal possessions of others.

Level 2:	Some direct responsibility.  The work regularly involves either:
		a)	handling and processing of manual or computerised information, where care, accuracy, confidentiality and security are important:
or:		b)	careful use of expensive equipment (eg car/minibus/transit van):
or:		c)	cleaning of buildings, external locations or equivalent:
or:		d)	some responsibility for security of buildings eg key holder duties, external locations or equivalent:
or:		e)	day to day maintenance of equipment or premises:
or:		f)	care of the personal possessions of others:
or:		g)	ordering, or stock control of, a limited range of supplies.

 

	WORKING CONDITIONS
	Level 1:	Minimal.
Most office based roles will score at this level .




