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· Introduction

This web based product provides the following:

1. An online system of working whereby departments can submit job XE "job"  descript XE "job description outlines" ion outlines (JDOs) electronically as word processed or PDF XE "PDF"  documents.

2. A store of copies of JDOs, organisation charts and appeals.
3. An online system of working that allows allocation of jobs to panels.
4. A system that accepts agreed job XE "job"  evaluation responses, then calculates the score and produces a record of :
a. Total scores XE "scores"  and grade XE "grade" 
b. Score summary by elements and XE "elements" 
c. Chart of percentage XE "percentage"  points relating to total points available by elements.

5. Automatically advises requestors of agreed outcomes.

 XE "elements" 
· Job Evaluation Database (JED)

· Location

The system is located at the following link: 
www.ucl.ac.uk/hr/services/jed/live
· Access XE "Access"  and Security XE "Security" 
Access XE "Access"  to JED is restricted to UCL departmental administrators (DAs), heads of departments/divisions or directors (HODs), delegated departmental contacts (DCs), role analysts, HR Consultancy and other relevant HR staff.  Job evaluation details are kept secure and confidential so users will need their UCL user name and password to log in. 
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Fig 1 Log In Screen
· Main Menu

Once in the system the user will see the job XE "job"  evaluation menu
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Fig 2 Main Menu 
· All users have access to HERA guides and other useful information including:

- Quick JeD User Guide 

- HERA Guidance to Role Holders 

- HERA Guidance to Verifiers 

- HERA Scoring Scheme 

- UCL Grading Structure relative to HERA points 

- Pay Framework Assimilation Guidance 

- UCL salary scales and grading 

· Role Analysts will additionally have access to the Grading Scheme and Guidance Document

· Submit XE "Submit"  a Job Evaluation Request
Users are invited to choose which type of submission XE "submission"  they would like to make from a drop down menu. 
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Fig 3 Main Menu – types of submissions

New Job XE "New Job" 
This section allows the user to complete their department and job XE "job"  title details.

[image: image5.png][19 November 2010

[Selecta department

[Please select departmentfirst





Fig 4.1 New Job XE "New Job"  initial screen

Once this screen is completed a job XE "job"  evaluation reference is assigned.

View JDO XE "JDO"  and Save Progress

These buttons allow the user to save the information that they have entered into the system as they go along.   The JDO XE "JDO"  can be viewed at any point in the process by simply clicking the View JDO button.
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Fig 4.2 View, Save and Proceed Buttons

Reason for request

Give a few brief sentences for reason for grading request.
Working Context XE "Working Context" 
Here the user gives a few sentences on the purpose of their faculty, department, team, work area. 

There is a box at the bottom of the page that shows number of characters left.

[image: image7.png][view300 | [ SaveProgress | [ Proceed |

Job Title [Administrative Manager ]

Job Evaluation Ref and Version:

ER208 V1
5.0rg Chart _C. Job Purpose . Main Tasks _E. Occasional Tasks

[Give & few sentences on the purpose of the faculty, department, team, work area. PUE the main emphasis on the particular team or work area.





Fig 4.3 Working Context XE "Working Context"  tab

Organisation Chart XE "Organisation Chart" 
This tab allows the user to access and upload an organisation chart stored on their machine.   The formats are Word, PDF XE "PDF" , Visio XE "Visio" , Power Point XE "Power Point" , Text or if necessary a file that has been zipped XE "zipped" .  The file size must be less than 100KB. 

Using browser download organisation chart and save progress.  Please note that after downloading the file path will no longer show but you will be able to see the org chart if you click on “view JDO Button”.
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Fig 4.4 Organisation Chart XE "Organisation Chart"  tab 

Job Purpose XE "Purpose" 
This tab is for a brief description of the main function or purpose(s) of the job XE "job" .
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Fig 4.5 Job Purpose XE "Purpose"  tab

Main Tasks XE "Tasks" 
The key duties XE "duties"  and accountabilities XE "accountabilities"  of the role are listed on this tab and should be expressed as the  typical percentage XE "percentage"  of overall working time in a number format.  Please note that the total score must be 100%.
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Fig 4.6 Main Tasks XE "Tasks"  tab

Five boxes are provided by default and scope is given to add more by clicking the Add Row button at the bottom of the page.
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Fig 4.6.1 Main Tasks XE "Tasks"  add extra rows button

Occasional Tasks XE "Tasks" 
This tab is for tasks that occur only once or a few times a year.  The frequency XE "frequency"  can be expressed in free text.
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Fig 4.7 Occasional Tasks XE "Tasks"  tab

Proceed

Once the various tabs have been completed the user can then proceed to the next section by clicking the Proceed button.
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Fig 4.8 View, Save and Proceed Buttons

Sections 1- 14
The next part of the JDO XE "JDO"  comprises 14 sections with opportunities to provide evidence against various elements XE "elements" .  Because this is an online system it is important to indicate where sections or elements of the job XE "job"  are ‘not applicable’.  
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1. Communication
Covers all forms of communication, written, oral (spoken) and electronic

Activities & Examples Questions you should try | Evidence
and answer

oral = Does the Role Holder (RH)
have to listen to

instructions or give
answers to questions?

= Who does the RH talk to as
part of their job?

= What type of information is
exchanged and why?

= How will RH decide what to
say and when to say it?

= What decisions does the RH
make when talking to
people?

= Give an indication of the
frequency e.g. daily,
monthly, occasionally, etc

Examples include giving directions to students
to help them find their way around the
institution, telephone enuiries, giving
presentations, attending or chairing mestings.

Written and Electronic + Who does the R wrte to?
© What do they wrke about
xarmples might nclude responding to requests | 3 UYL

for information, drafting internal letters, -
mails, reports or writing a paper for
publication.

and when to write?

= How do they present the.
information?

= Give an indication of the
frequency e.q. dailv.





Fig 4.9.1 JDO XE "JDO"  section 1 of 14

The person completing the form can click Save Progress at any point during completion and stop or log out and return later.
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Fig 4.9.2 JDO XE "JDO"  section 14 of 14

Once the JDO XE "JDO"  has been completed Submit XE "Submit"  Changes button should be clicked and an automated email XE "email"  will be generated by the system that confirms receipt of the JDO and gives an indication of when it will be reviewed.  
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Subject:  [NewIDO Submission

Thank you for submitting new JDO Ref 300 version 1, for which we acknowledge receipt. No further confirmation will be provided.
Grading of new posts prior to advertising are considered weekly:

Requests must be received by 12 noon Tuesday. Outcomes will be notified by following Tuesday.
[srading reviews of occupied posts:

Requests for grading reviews of occupied posts, where duties have significantly changed are considered monthly. Requests received by 12 noon on or before the 28th of the
month will be put forward for evaluation during the following month. Outcomes will be advised by the nearest working day to the 12th of the month following the panel meeting.

Details of the grading procedure are available at: http:/iwww.ucl.ac.ukihridocs/Grading_Procedure_for_Support_Staff-final.php
Requests will be considered in order of receipt. You will be advised if a post you have submitted is to be held over.

Please note that requests are processed by team members on a rostered basis. To avoid unnecessary delays please refer all grading enquiries to jobevaluation@uclac.uk and not
individual team members, quoting job evaluation reference number where known.

HR Consultancy Job Evaluation Team

obevaluation@ucl.ac.uk





Fig 5  Sample JDO XE "JDO"  submission XE "submission"  acknowledgement email XE "email" 
· Grade Review
This process has a set of steps that are broadly similar to the above New Job XE "New Job"  option.  The main differences are  a mandatory comments XE "comments"  box for an explanation of why the grade XE "grade"  review is requested and any staff who are affected by the review must be identified plus an indication that the JDO has been verified or authorised by the HoD.  
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Fig 6.1 Grade Review initial screen

Finding Job Holders XE "Job Holders" 
After the above screen has been completed the user will be presented with a search screen which allows the entry of either an employee number or a post id.  When this is done and the Find Post Holder button is clicked a search is performed of the HR/Payroll database for staff.

Post holders XE "Post holders"  can be identified either by their employee number or their post 
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Fig 6.2 Job holders search screen

Adding Job Holders XE "Job Holders"  to the Review

Persons found from the search can have a tick placed against their name and then clicking the Add Job Holders XE "Job Holders"  button will record their details against the record of the review.
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Fig 6.3 Adding job XE "job"  holders 

Details of Job Holder(s)

People added in as job XE "job"  holders affected by the grade XE "grade"  review will appear in a table of details of job holder(s).   Any one added in error can have a tick placed beside their name then clicking on the Remove button will take them off of the list.
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Fig 6.4 Details of job XE "job"  holders added to the review 

Once the Job Holders XE "Job Holders"  have been added to the review thereafter the JDO XE "JDO"  completion steps are the same as those set out in the New Job XE "New Job"  process.

· Appeal XE "Appeal" 
Grading outcomes that are disagreed with can be appealed against.  This is done on line by selecting the Appeal XE "Appeal"  option and then the particular job XE "job"  that has been graded.  Once the job has been selected click on Find Job Evaluation and the next screen (Appeal Reason field) gives an opportunity to submit a statement setting out why the job evaluation is disagreed with.  
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Fig 7.1 Appeal XE "Appeal"  initial screen 
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Fig 7.2 Appeal XE "Appeal"  relevant information screen 

Once the relevant information has been completed click Save then the screen below will appear and clicking the button Go to JDO XE "JDO"  will call up the relevant JDO which will be given a new version number.
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Fig 7.3 Appeal XE "Appeal"  confirmation of save 

Note: You can edit the reason for appeal but not the JDO.  

· Complete a Saved JDO XE "JDO" 
In order return to a saved or incomplete JDO XE "JDO"  from the Main Menu select the JDO wanted from the Complete a Saved JDO drop down list.
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Fig 8 Complete a saved JDO XE "JDO"  drop down list 

Once the JDO XE "JDO"  is selected it will be opened up and the user can work on it and either save it again for future work or submit it.

· Progress Screen XE "Progress Screen" 
The user can view the progress of any of their jobs from the Progress Screen XE "Progress Screen" .  This is achieved by going to the Progress Screen option on the Main Menu and clicking Open.
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Fig 9.1 Main Menu – Progress Screen XE "Progress Screen"  option

The Progress Screen XE "Progress Screen"  utilises advanced search functionality to allow the user to view all of their jobs and then filter down to specific ones.  This will be important for larger services where many jobs are in progress.

A “closed” JDO has been evaluated by a panel and will have a grade outcome showing.
Once in the JDO you can select: “view HERA score profiles” for Score Summary

Click on PDF icon for copy of Score Summary and Role Chart.  You can not amend a submitted JDO but it can be viewed as either a web page, PDF XE "PDF"  or Word format. 
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Fig 9.2 Progress Screen XE "Progress Screen"  

Selection and Filtering
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   This symbol sorts the particular column in either ascending or descending order.
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 This drop down list allows the user to determine how many jobs are displayed at a time.
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 As text is typed into the search box the list of jobs will begin to be filtered based on the words entered.
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 This icon allows the user to go backwards and forwards through the pages, the left arrow head denotes Previous and the right arrow head denotes Next.

· View Previous Submissions or Saved Requests
In order to view a previous submitted and or saved JDO XE "JDO"  go to “View Previous Submissions or Saved Requests” in main menu select the job XE "job"  from the drop down list and it will  open OR go to Progress Screen and click on Job title.  
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Fig 10.1 Main Menu – view saved or submitted requests option

Once selected the JDO XE "JDO"  is selected it will be opened up and the user can work on it and either save it again for future work or submit it.  The JDO can be viewed as either a web page, PDF XE "PDF"  or Word format. 
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Fig 10.2 Web view of saved JDO XE "JDO" 
Once in the JDO you can select: “view HERA score profiles” for Score Summary

Click on PDF icon for copy of Score Summary and Role Chart.

· Panel XE "Panel"  Administration
Users of the system who hold the appropriate roles will see the Panel XE "Panel"  and Scoring XE "Scoring"  Administration menu.
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Fig 11 Main Menu – Panel XE "Panel"  administration and scoring options

Panel XE "Panel"  Dates

A panel slot XE "panel slot"  comprises of a unique ID, a date and a time.  To each Panel XE "Panel"  a set of panel members are allocated and also a set of JDOs to review.
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Fig 12.1 Panel XE "Panel"  slots overview screen
Creating Panel XE "Panel"  Slots

To create a panel slot XE "panel slot"  the screen below is completed.   Once the Submit XE "Submit"  button is clicked a Panel XE "Panel"  Slot appears in the main panel dates screen
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Fig 12.2 Panel XE "Panel"  slots creations screen
Panel XE "Panel"  Functionality

	 Icon
	Functionality

	[image: image37.png]& _ role analyst



 
	This allows the administrator to allocate Role Analysts to the panel

	[image: image38.png]



	This is for making modifications to the panel slot XE "panel slot" 
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	This allows JDOs to be added for the panel to evaluate

	[image: image40.png]Oermail panel




	This is used to email XE "email"  the panel to tell them of the panel and jobs allocated


Table 1 Icons for panel administration 
Role Analyst XE "Role Analyst" 
The Role Analyst XE "Role Analyst"  [image: image41.png]


 screen shows all of the staff at UCL set up to evaluate jobs.  The set up is done in the UCL Roles database managed by the HR Information Office.
The analysts are selected using CTRL-Click to select multiple analysts then click Submit XE "Submit"  to add them to the Panel XE "Panel"  Slot.
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Fig 12.3 Select panel members screen
Once analysts have been added to the slot they can be deleted by placing a tick beside them and clicking delete.  Once the panel members are sorted out click Return to Panel XE "Panel"  Dates and they will appear in a list against the panel (see Fig. 12.6).
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Fig 12.4 Add or delete panel members screen
Modify Slot

Modify slot XE "Modify slot"  [image: image44.png]


  allows the administrator to view and change the details of a Panel XE "Panel"  Slot.  If changes are made then click Update.
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Fig 12.5 Modify panel slots screen
Add JDOs

Clicking on Add JDOs [image: image46.png]


opens a screen that allows JDOs to be allocated to a Panel XE "Panel"  Slot.  Available JDOs are displayed in a list and can be selected by using CTRL – Click for selecting multiple JDOs and then submit.  The JDOs will then appear in the Assigned JDOs section.
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Fig 12.6 Add JDOs to panel slot XE "panel slot"  screen
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Any assigned JDO XE "JDO"  can be clicked on and then transferred to another panel.  Select [image: image48.png]


"add/remove JDO” button.  Once the JDO is clicked the new panel can be selected from the Transfer to: drop down list.
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Fig 12.7 JDO XE "JDO"  transfer screen
Email Panel XE "Panel" 
Once a Panel XE "Panel"  Slot has been set up and Analysts and JDOs assigned clicking on[image: image50.png]


 opens an email XE "email"  window that allows the administrator to view the email that will go out to the panel members.  The administrator can adjust the email and once finalised clicking Send Email sends the email off.
[image: image51.png]Mail Notification to Panel Members

[Dear Colleague,

You have been appointed to be on panel (Panel ID: 35),
|which meets at 14:40 on 11/01/2011, Venue: 90 TCR,
[Room 10.2. Please log on to the Online Job Evaluation
System at https://www.ucl.ac.uk/hr/services/jed/uat/
[and select Individual Scoring from the main menu. You
|will able to see and score the jobs below assigned to
|vou:

1.230(3) Grade Review - Test,
[2.270(1) Receptionist,
3. 283(1) Window Cleaner

[Best Regards

Panel members been notified: N

[ Send Mail ]

[ Return to Panel Dates ]





Fig 12.8 Panel XE "Panel"  email XE "email"  notification administration screen
· View All JDOS

Relevant HR admin staff can view status of JDOs and access the following:

· JDO by clicking on the relevant job title

· Score Summary & Role Chart by clicking on the grade outcome

· Analysts and Jobs
This menu option allows authorised users to see all of the Role Analysts across UCL and view which panels they have been scheduled on.  This is a useful way of balancing workloads.
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Fig 12.9 Overview of Role Analysts and the panel allocation
· Scoring XE "Scoring" 
Individual Scoring XE "Scoring" 
When an analyst XE "analyst"  receives notification of jobs allocated to them they should log in to the system and from the main menu select Individual Scoring XE "Scoring" . This brings up an individual scoring screen where jobs available for Analysts are visible in a drop down menu.  The Analyst selects the job XE "job"  that they wish to score and then scores XE "scores"  each Element.

The system deals with attributing values to the scores XE "scores"  and ensuring that the weightings are in accordance with the job XE "job"  evaluation rules.   The Analyst can either save the scoring to come back to it later or once finished they can click on Submit XE "Submit"  Scores.  

At any point the Analyst can View the JDO XE "JDO"  that they are working on, also, should they so wish, there is an option to produce a printable sheet of their scores XE "scores"  and notes.  
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Fig 13 Individual scoring screen
Score Consolidation 

The chair of a panel will have access to view all of the scores XE "scores"  submitted for a job XE "job"  and then as part of the discussion a consolidated score XE "consolidated score"  is allocated to each element (see Fig 14.1).
Calc Grade XE "Calc Grade" 
The Calc Grade XE "Calc Grade"  Option allows the panel to view the grade XE "grade"  for the job XE "job"  before submitting.  The JDO XE "JDO"  can be reviewed by clicking on View JDO.  

This option also enables the panel to save partly inputted consensus scores for reasons such as the  panel having a query relating to the contents of a JDO or needing to interrupt the meeting etc.

Submit Scores

Once the panel is satisfied with the consensus grading of the JDO click Submit scores and the requestor will be notified of the outcome by automatic email.
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Fig 14.1 Consolidation scoring screen
JDO XE "JDO"  Outcome

An outcome sheet can be produced by clicking on Printable Page.  This gives the scores XE "scores"  against the elements XE "elements"  and a graph.  The details can either be printed or exported to either an Excel XE "Excel"  spreadsheet format or a PDF XE "PDF" .

[image: image55.png]UCL HR Job Evaluation Team
Details of Job Evaluation

Post ID: JE Ref: 165 version 1(New) Date: 02/07/2010

Element Final Score | Points | % of Max
Communication =0 =0 100%
Team Work & Motivation |66 70 [se%
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Fig 14.2 Job evaluation outcome in tabular format
[image: image59.png]- BE)




Fig 14.3 Job evaluation outcome in chart format
Once chair clicks button “submit scores” an email will be sent to the requestor advising that the grading outcome (grade review or new job) is available. 
[image: image56.jpg]Dear colleague,

&

Your JDO submission JDO Ref 165 version 1 has been evaluated and the outcome can be viewed at:
https:/iwww.uclac.ukihriservices/jediuat/
Please quote the above reference number if you have any queries regarding this outcome.

An email regarding applicable salary and grade will follow in due course. A formal letter and role chart will be forwarded to the role holder at a later date. You may therefore wish to
forward this email with a copy of the Role Chart to the role holder(s) for their information.

For queries regarding the process relating to the letter or payroll implementation please contact the usual HR Assistant for your area. Details are at:
http:/iwww.ucl.ac.ukihridocs/Grading_Procedure_for_Support_Staff-final.php

Please note that we will be unable to process grant funded increases that do not have financial approval.

If the role holder or Head of Department wish to appeal against the decision the first stage is an informal meeting with a member of the panel (plus optionally the line manager or
union rep or a colleague). This is an opportunity to discuss the scoring & enable the role holder or HoD to make a decision on whether to formally appeal and if so the areas to
focus the basis of such an appeal. There's no need to do any preparation for the meeting but they may wish to consider whether they feel that any contents were understated.

To arange an informal appeal please contact Julie Wake at wake@ucl.ac.uk or tel x45675.

PLEASE DO NOT REPLY TO THIS EMAIL ADDRESS. PLEASE EMAIL JOBEVALUATION@UCL.AC.UK in the first instance. U

Many Thanks
HR Consultancy Job Evaluation Team

obevaluation@us

uk





Fig 14.4 Grade Review Outcome 

[image: image57.jpg]Dear colleague,

Your JDO submission JDO Ref 165 version 1 has been evaluated and the outcome can be viewed at:

hitps:/iwww.ucl.ac.uk/hriservices/jed/uatl

Please quote the above reference number if you have any queries regarding this outcome or when contacting HR Process about advertising the post or HR Operations when
recruiting into the post.

Please note that although we are continuing to evaluate submitted JDOs during the current economic climate you are reminded that approval by the Director of Finance needs to
be sought via the Dean/Vice-Provost before a request to advertise can be sent to HR Operations

Before advertising the post please check the redeployment database for potential suitable candidates on: http:/iwww.ucl.ac.uk/hridocs/redeployment.php

Further information on the pay scales and terms and conditions can be found on: http:/lwww.ucl.ac.ukihr/salary_scales/final_grades.php

If you have any queries regarding the grading of this post please contact the dedicated Job Evaluation email address - jobevaluation@uclac.uk - in the first instance.

PLEASE DO NOT REPLY TO THIS EMAIL ADDRESS. PLEASE EMAIL JOBEVALUATION@UCL.AC.UK

Many Thanks
HR Consultancy Job Evaluation Team

obevaluation@ucl.ac.uk





Fig 14.5 New Job Outcome 
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