
Factor Wording
FACTOR 1 - JOB KNOW HOW
1A – Knowledge & Technical Ability
	
	DESCRIPTOR
	LUU Notes

	1
	Undertaking basic tasks for which no specific knowledge is required.
	This is an entry level job which can be performed by the majority of the general population with basic training.  

	2
	Performance of straight forward tasks requiring induction training or experience.
	This is still a role that can be performed by the majority of people but it requires more training on appointment.  

	3
	Knowledge of work that requires a proven level of ability to be demonstrated. 
	Roles at level 3 are those which require general ability to be demonstrated.  General skills might include IT skills, or ability to supervise others, which are typically held by people in a range of roles.  

	4
	Practical knowledge and experience of a particular field. 
	Roles at level 4 are distinguished from those at level 3 because those with general skills could not do this role.  At the point of entry role holders need to demonstrate specific skills or abilities.  For example Graphic Design or technical skills are distinct from the more generic skills covered under 3.  The experience requirement is minimal so around 1 year.  

	5
	Practical specialist knowledge and experience of a particular field. 
	Level 5 is distinguished from level 4 by the level and nature of the experience and skills required.  Roles at his level require the role holder to have in excess of 1 year of experience and /or the skill may be more specialised.  

	6
	Considerable knowledge of a particular field associated with practical experience.
	Roles scoring at 6 are distinct from those at 5 in the extent and nature of the skill.  These are roles which may require a specific professional or role related graduate qualification or in excess of 3 years of experience in the field.

	7
	Broad knowledge of a particular field associated with considerable practical experience, typically in a leadership role within a department.
	Roles at this level are distinct from level 6 in that they are likely to be the individual with the most experience and highest level in the field, leading the department.  

	8
	Having the breadth of in depth knowledge of a particular field coupled with management experience to co-ordinate the key activities of LUU at the most senior level.
	Roles at this level are distinct from level 7 in that they have the breadth of knowledge to oversee more than one department in LUU covering a range of disciplines.  

	9
	Recognised internally as an expert in fields which are of critical importance to LUU and having proven success at the highest level of leadership.
	Roles at this level are distinct from level 8 in that they lead the whole organisation.  The definition of experts in fields, has been deemed not to be appropriate for use in LUU as it is designed to recognise in other organisations for example those who may be leading academics.  


1B – Extent & Range of Application
	
	DESCRIPTOR
	LUU Notes

	1
	Confined to one routine activity.
	Roles at this level are concerned with one task.  

	2
	Concerned with a range of routine activities within a department
	Roles at this level are distinguished from level 1 because they involve more than one task.  Roles at this level do not work jointly with other departments.

	3
	Concerned with a range of routine activities within a department/unit involving some coordination with other departments.
	Roles at level 3 are distinct from level 2 in that they are primarily concerned with routine activities within their own department but they do coordinate with other departments in order to carry out some tasks.  

	4
	A variety of similar activities across departments of LUU or, a variety of dissimilar activities within a department.
	Roles at level 4 are distinct from level 3 in that they are now concerned either with a more varied range of activities within one department or same activity across a number of departments.  

	5
	A wide variety of similar activities across departments within LUU, or, the co-ordination of a variety of dissimilar activities within a department.
	Roles at 5 are distinct from 4 in that they are working across all departments in LUU.  

	6
	Co-ordination of a wide variety of dissimilar activities across departments, or, the co-ordination of a department in LUU predominantly at an operational level.
	Roles at 6 are distinct from 5 in that they have overall responsibility for coordinating all the different activities in a department in LUU.  

	7
	Co-ordination of strategic activities across LUU.
	Roles are 7 are distinct from 6 in that they coordinate LUU’s strategic activities across a range of departments.


FACTOR 2 - MENTAL SKILLS
2A – Analytical Complexity
	
	DESCRIPTOR
	LUU notes

	1
	Work is repetitive and confined to a limited range of uncomplicated routine tasks.
	Roles at Level 1 are undertaking routine, uncomplicated tasks.  

	2
	Work is routine in nature, uncomplicated, but varied.
	Roles at Level 2 are distinct form level 1 in that they are carrying out a greater variety of tasks.  Roles at this level may be responsible for a process.

	3
	Solution to problems within one service area or department. Involves routine analysis, generally against known criteria.
	Roles at level 3 are distinct from level 2 because they are involved in solving problems.  At this level the problem in question does not extend beyond the role holders immediate area of work.

	4
	Solutions to problems that extend beyond one service area or department or, require considerable research and analysis.
	Roles at level 4 are distinct from level 3 because the problems that are encountered have implications across a department.  

	5
	Complex issues, requiring priorities to be balanced, sometimes across one or more service area / department. Assimilating and interpreting large amounts of information, typically from many sources, in order to generate workable options.
	Roles at level 5 are distinct from level 4 because the problems in question affect the whole organisation.  

	6
	Solution to problems, frequently involving more than one service area /department which entail weighing complex technical issues or the evaluation of the merits and implications of a range of strategic options.
	Roles at level 6 are distinct from Level 5 because the problems are affecting the whole organisation and are issues which have not previously been encountered.


2B – Initiative & Creativity
	
	DESCRIPTOR
	LUU Notes 

	1
	The post holder is required to follow established rules and procedures.
	Roles scoring at Level 1 follow existing rules and procedures to solve problems.  

	2
	Operating within the rules, the post holder applies previous experience in order to solve problems that are slightly varied.
	Roles scoring at Level 2 are distinct from Level 1 because knowledge gained through experience is used to solve problems where rules and procedures may not exist.  

	3
	Adaptive thinking requiring some creative improvement and development of techniques and methods.
	Roles scoring at Level 3 are distinct from 2 because they are required to use creativity to generate improvements in their work and create new techniques and methods.  

	4
	Interpretative, and sometimes creative, thinking within the same or similar disciplines applied to problems which lie outside previous experience and precedents.
	Roles scoring at Level 4 are distinct from 3 because they deal with problems that are outside their previous experience and for which there may be no precedent.  These problems are confined to the role holders immediate work area.

	5
	Innovative and often creative reading a situation and finding solutions to new problems or, initiating new ideas and identifying and developing new opportunities within a particular service area/department.
	Roles scoring at Level 5 are distinct from those at 4 because addressing problems which seek improvements in the department is a requirement of the role.

	6
	Creative thinking, identifying new opportunities, initiating ideas and action that will improve the performance of LUU.
	Roles scoring at Level 6 are distinct from those at 5 because it is a requirement to seek improvements to things that will impact the whole organisation.

	7
	Original, creative thinking, initiating the entry into new and uncharted territories where the solutions to problems will involve consideration of intangible factors and uncertainty e.g. pure research, new ventures.
	Roles scoring at Level 7 are distinct from those at 6 because it is a requirement of the role to consider totally new ideas in LUU e.g. the development of a new service.  


FACTOR 3 - DECISIONS MADE
3A – Level of Advice & Discretion
	
	DESCRIPTOR
	LUU Notes

	1
	Little or no discretion to depart from established methods/work routines.
	Roles scoring at Level 1 are not required to depart from the work routines that have been established.  

	2
	Working within well-defined procedures with some discretion in prioritising own work.  Anything unusual is referred to others.
	Roles scoring at Level 2 do not depart from their set tasks but they are required to have more discretion over their work which may involve varying the order in which they do it.  

	3
	Working within well established practices and precedents with some scope for variation. Unusual matters are referred to others for decision.
	Roles scoring at Level 3 are distinct from those at level 2 because there is more discretion in how they carry out their work.  They may be required to interpret a guideline using their own judgement in determining the best course of action.  

	4
	Interprets and works within objectives, targets and practice defined by others. Refers to senior colleagues on more important decisions and matters falling outside own sphere of activity.
	Roles scoring at Level 4 are distinct from those at 3 because they work within a framework that has been provided by others or by some external factor e.g. legislation.  They have objectives and are free to work out how best to achieve these.  They will refer to others if something is outside their normal work.  

	5
	Sets operational objectives and targets for self and others. Refers to higher authority judgements and decisions on matters that fall outside agreed objectives or own functional authority.
	Roles scoring at Level 5 are required to meet the requirements of level 4 but area also required to agree objectives for others.  They will still refer to others on matters outside their own agreed objectives.  

	6
	Provides input to LUU’s policy, procedures and practices and sets functional / departmental objectives. Consults higher authority on matters which require Director approval.
	Roles scoring at level 6 are distinct from level 5 because they agree the objectives to be achieved for their own department.  They also contribute to decision making at organisation wide level by advising.

	7
	Determines policy, procedures and practices, and, decisions within a broad framework in which major issues or changes in direction are subject to Board approval, that will determine the strategic direction of LUU as a whole.
	Roles scoring at 7 are distinct from those at level 6 because they determine policies and procedures to be implemented throughout LUU.  


	8
	Leads and co-ordinates policy formulation that will determine the strategic direction of the Board as a whole.
	Roles scoring at 8 are distinct from 7 because they determine the strategic direction of LUU.  


3B – Impact
	
	DESCRIPTOR
	LUU Notes 

	1
	Decisions limited to own post.
	Roles scoring at 1 make decisions relating to their own post.  

	2
	Decisions mostly confined to own team.
	Roles scoring at 2 are distinct from those at 1 because decisions made impact on that person’s immediate team.  

	3
	Decisions confined to other teams within the same service area / department.
	Roles scoring at 3 are distinct from those at 2 because the decisions made affect teams beyond the role holder’s immediate team.  

	4
	Decisions, advice and actions extend to a wider group of teams within the same service area / department.
	Roles scoring at 4 are distinct from those at 3 because decisions affect the whole department

	5
	Decisions, advice and actions affect other functions or service areas/departments.
	Roles scoring at 5 are distinct from those at 4 because decisions affect departments beyond the one in which the role holder is based.

	6
	Decisions, advice and actions impact on the whole of  LUU.
	Roles scoring at 6 are distinct from those at 5 because decisions affect the whole organisation.

	7
	Decisions, advice and actions have a strategic impact on the whole of LUU and its long-term future. 
	Roles scoring at 7 are distinct from those at 6 because the decisions affecting the whole organisation have long term strategic implications.


FACTOR 4 – PROJECT MANAGEMENT
4A – Operational
	
	DESCRIPTOR
	LUU Notes

	1
	Has little or no responsibility for people, equipment or other resources. 
	Posts scoring at 1 have little or no responsibility or people or equipment.  

	2
	Has responsibility for equipment/materials including their safe operation, or, for the security of confidential data or documentation.
	Posts scoring at 2 are distinct from those at 1 because they have more responsibility for equipment or materials which may include confidential data.  

	3
	Responsibility for the direct guidance of others, or, for the accuracy/quality of specialist output or production.
	Posts scoring at 3 were distinct from those at 2 in that these are the first posts to have responsibility for people.  This may be responsibility for one other person or the duty supervision of a team.  Duty supervision (or team leading) is the supervision of a group of staff who may change from one shift to the next.

	4
	Has responsibility for the day to day supervision of other staff, or, line managerial responsibility for 2 or less people, or for the effective conduct, output or production of specific activities.
	Posts scoring at 4 are distinct from those at 3 in that they line manage 2 or fewer people to include doing Making Headways for these people.  

	5
	Has line managerial responsibility for monitoring, (3-5 people) developing and reporting on the performance of others, or, for the integrity of specialist operational advice which will usually be given at a more senior level.
	Posts scoring at 5 are distinct from those at 4 in that they line manage 3 or more people and/or give specialist operational advice.  

	6
	Has responsibility for the operational performance (6+) of a service area or directorate, or for the integrity of specialist strategic advice which will usually be given at a more senior level.
	Posts scoring at 6 are distinct from those at 5 in that they line manage 6 or more people and/or give specialist strategic advice.

	7
	Has responsibility for strategically directing resources and operations across a department of LUU.
	Posts scoring at 7 are responsible for setting the overall aims and objectives of a department in LUU.  

	8
	Has responsibility for strategically directing resources and operations across a directorate of LUU.
	Posts scoring at 8 are responsible for more than one department in LUU.  

	9
	Has responsibility as the leader of the Management Team for directing resources and operations across the organisation.
	Posts scoring at 9 are responsible for the whole of LUU.


4B – Organisational Fit
	
	DESCRIPTOR
	LUU Notes

	1
	Roles scoring at 1 do not tend to become involved in organisation wide projects.
	This factor has been re-worded to reflect LUU’s circumstances and therefore there are no additional notes.

	2
	Roles scoring at level 2 would contribute to or implement an organisation wide project.
	

	3
	Roles scoring at level 3 would offer specialist advice to an organisation wide project.
	

	4
	Roles scoring at Level 4 would lead an organisation wide project.
	


FACTOR 5 – Communication
5A – Significance
	
	DESCRIPTOR
	LUU Notes

	1
	Discussion of straightforward basic issues concerning the post being done.
	Roles scoring at level 1 are required to pass on information relating to their own role.  

	2
	Communicating on routine matters which require some interpretation.
	At level 2 the level of communication is more complex and may require some interpretation by the role holder.  

	3
	Receiving and giving information, providing explanations on complicated matters which demand understanding.
	At level 3 the level of communication is such that there is a need to consider how to vary the approach to suit the situation.  The material may be more complicated and demand a greater degree of understanding.

	4
	Providing explanations on complex matters and influencing others by persuasion which typically involves some negotiation.
	To score level 4 the role holder must be required to negotiate with others, this need not be formal negotiation.  Required to obtain and win commitment from others.

	5
	Presenting well reasoned, convincing cases on complex matters as part of negotiations where the successful influencing of a range of stakeholders is of importance in meeting short term objectives and goals of LUU.
	To score level 5 the role holder must be required to influence stakeholders to enable the achievement of short term objectives for LUU. 

	6
	Fulfilling the role of ambassador of LUU, handling complex and difficult negotiations where the proper handling of range of stakeholders and the successful influencing of people can be of major importance to the medium term well being of LUU.
	To score level 6 the role holder must be required to be an ambassador for LUU 

	7
	Fulfilling the role of the key ambassador of LUU and handling complex and difficult negotiations where the proper handling of contacts, and stakeholders, partnerships, and the successful influencing of people can be of major importance to the longer-term well being LUU.
	To score level 7 the role holder must be achieving the requirements of level 6 and influencing the long term objectives of LUU.


Factor 5B – External Demands
	
	DESCRIPTOR
	LUU Notes

	1
	Roles spending up to and including 25% of their time in communication with external organisations/individuals.
	This factor has been re-worded to reflect LUU’s circumstances and therefore there are no additional notes.

	2
	Roles spending up to and including 50% of their time in communication with external organisations/individuals.
	

	3
	Roles spending up to and including 75% of their time in communication with external organisations/individuals.
	

	4
	Roles spending over 75% of their time in communication with external organisations/individuals.
	


FACTOR 6 – WORKING ENVIRONMENT
6A – Physical & Mental Effort
	
	DESCRIPTOR
	GUIDANCE NOTES

	1
	Physical demands and mental strains which may involve some sensory and physical co-ordination; or work requiring attention to detail. 
	Level 1 is designed to reflect most roles where a normal amount of physical or mental effort is required.

	2
	Physical demands requiring a significant degree of sensory and physical co-ordination or physical effort equivalent to long periods of standing or walking; or work requiring normal attention to detail but with restricted movement from the workplace.  Work related pressure from interruptions, deadlines and conflicting demands.
	Roles scoring at level 2 must demonstrate a requirement over and above that typically required in a role e.g. an enhanced physical or mental pressure from e.g. concentration or walking/standing etc.

	3
	Physical demands requiring a high level of sensory and physical co-ordination or some working in awkward postures and physical effort equivalent to regular lifting/handling of light objects/materials, use of hand tools etc; or work involving monotonous or repetitive activity on an occasional basis or demands.  High work related pressure from deadlines, interruptions and conflicting demands.
	Roles scoring at level 3 must demonstrate a greater requirement for physical or mental pressure either relating to lifting or other heavy work or a greater degree of mental pressure due to e.g. conflicting demands of work.

	4
	Physical demands equivalent to prolonged working in awkward postures, frequent climbing of stairs/ladders or equivalent to frequent handling of heavy objects/materials, use of heavy hand tools and occasional heavy lifting; or work involving monotonous or repetitive activity as a regular feature.
	It is not expected that roles in LUU will exceed level 3.

	5
	Physical demands amounting to extreme exertion or physical strain and equivalent to frequent lifting of heavy objects resulting in extreme fatigue; or work requiring prolonged periods of concentration on monotonous processes.
	It is not expected that roles in LUU will exceed level 3.


6B – Environmental Conditions
	
	DESCRIPTOR
	GUIDANCE NOTES

	1
	Little or no exposure to health and safety risks and/ or adverse environmental conditions.
	Roles scoring at Level 1 are those which are typically in an office or retail based environment.

	2
	Moderate exposure to moderate levels of risk in a controlled environment with adequate Health and Safety procedures, and/ or frequent exposure to adverse environmental conditions.
	Roles where there is a greater degree of health and safety risks from heat, noise etc. will score at level 2.

	3
	Frequent exposure to risks from working in a hostile environment that present an immediate danger to the post holder and/or where there is a recognised risk even if health and safety procedures are being observed.
	It is not expected that roles in LUU will exceed level 2.



