Professional Staff Classification Descriptors:
	Dimension
	HEW Level 1

(Descriptor 1A)
	HEW Level 2

(Descriptor 2A)
	HEW Level 3

(Descriptor 3A)
	Hew Level 4

(Descriptor 4A)
	HEW Level 5

(Descriptor 5A)

	Judgement, Independence and Problem Solving – Descriptor “A”


	· Resolve problems where alternatives for the jobholder are limited and,
· The required action is clear or can be readily referred to higher levels.
Additional Information to Descriptors

· Problems are often routine and predictable


	· Solve relatively simple problems with reference to established techniques and practices.
· Will sometimes choose between a range of straightforward alternatives.
· An employee of this level will be expected to perform a combination of various routine tasks where the daily work routine will allow the latitude to rearrange some work sequences,
· Provided the rearranged work priorities are achieved.
Additional Information to Descriptors

· Positions are accountable for their own work which is performed within established practices, methods and procedures under routine supervision, with more complex tasks performed occasionally.

· Use clear and precise information and procedures to achieve outcomes where alternatives rarely exist.

· Learn and apply concepts relevant to the service provided or the tasks being performed.


	· Exercise judgement on work methods and task sequence within specified timelines and standard practices and procedures.

Additional Information to Descriptors

· Positions demand a greater level of cognitive skills than lower classifications and regularly require the ability to exercise judgement on work methods and task sequences.
· Positions call for minor and limited decision making within their area of knowledge.  Guidance is readily available and work is regularly monitored by checking the final product.

· First HEW level where there is more than occasional complexity.

· Problems can be solved by minor modification to procedures/systems or by reference to procedures and precedents.

· Guidelines are usually comprehensive and well documented, requiring straightforward decision making.

· The nature of the work is clearly defined.  Tasks may require selection from a limited range of existing techniques, systems, equipment or methods in a defined range of recurring work situations.
· Positions exercise a degree of initiative and judgement in resolving minor problems associated with day-to-day operating procedures.

	· In trades positions*, Extensive diagnostic skills.

· In technical positions*, Apply theoretical knowledge and techniques to a range of procedures and tasks.

· In administrative* clerical/secretarial positions, provide factual advice which requires proficiency in the work area’s rules and regulations.

· Administer procedures requiring expertise in a specialist area or broad knowledge of a range of personnel and functions.

Additional Information to Descriptors

· Apply a body of knowledge equivalent to Trade Certificate or Certificate III.

· The method of work or solving a problem may be selected from a limited range of available alternatives.

· Positions at this level exercise a degree of initiative and judgement in taking corrective action to resolve problems identified by subordinates and others.

· Positions at this level make improvements based on existing procedures, methods and techniques.

· Positions collect and interpret relevant information in finding appropriate solutions to problems within existing policies and systems.

*Additional Information

	· In professional positions* solve problems through the standard application of theoretical principles* and sound technical skills and experience.

· In technical positions, apply standard technical training and experience and solve problems*.
· In administrative positions, may apply expertise in a particular set of rules or regulations to make decisions or, 

· Be responsible for coordinating a team to provide administrative service.

Additional Information to Descriptors

· In technical positions problems may be associated with the day to day management of laboratories, diagnose failures and repair equipment, adapting experimental procedures to achieve desired results. 

· Positions accurately define and/or solve complex problems using available information that must be applied selectively.  Alternatives or options are not always easily identified.

· Positions collect, interpret and analyse relevant information, in devising appropriate solutions to problems, some of which do not fit within existing policies or systems. 

· Positions use independent judgement and initiative and apply professional principles and techniques to standard situations.  More complex issues may be resolved in consultation with the position’s supervisor.

· Positions at this level may contribute to the development, modification and interpretation of policies, methods, systems and procedures relevant to the work area.

*Additional Information



	Dimension
	HEW Level 6

(Descriptor 6A)
	HEW Level 7

(Descriptor 7A)
	HEW Level 8

(Descriptor 8A)
	Hew Level 9

(Descriptor 9A)
	HEW Level 10

(Descriptor 10A)

	Judgement, Independence and Problem Solving – Descriptor “A”


	· Discretion to innovate within own function and take responsibility for outcomes;
· Design, develop and test complex equipment, systems and procedures;
· Undertake planning involving resources use and develop proposals for resource allocation;
· Exercise high-level diagnostic skills on sophisticated equipment or systems;
· Analyse and report on data and experiments.
Additional Information to Descriptors

· Positions are expected to undertake work that is more complex than expected of a graduate without experience.  This entails adapting existing techniques to more complex work and being creative in the way in which theoretical principles are applied, including flexibility to be innovative in the development and design of equipment and procedures.

· Positions exercise initiative and independence on a regular basis.

· Positions define and solve more complex problems by investigating, developing and testing alternatives in response to vague or ill-defined information.  Information is often difficult to access and requires selective analysis.

· The nature of the work is usually specialised with methods, procedures and processes developed from theory or precedent.  The work may involve improving and/or developing methods and techniques based on previous experience and theoretical principles.  Problem solving may involve the application of these techniques to new situations.  Guidance and advice are usually available for more complex issues or situations.

· The ability to interpret procedures and adapt them to achieve objectives is a typical requirement at this level.

· Positions at this level also anticipate problems, developing and implementing effective solutions, or making recommendations to senior management.

· Administrative positions are frequently responsible for the administration of a reasonably complex function and are required to co-ordinate a range of administrative activities within it.

· Solutions to problems require an analytical approach together with elements of development and creativity.


	· Independently relate existing policy to work assignments or,
· Rethink the way a specific body of knowledge is applied in order to solve problems.
· Adapt procedures to fit policy prescriptions or use theoretical principles in modifying and adapting techniques.
· This may involve the interpretation of policy which has an impact beyond immediate work area.
Additional Information to Descriptors

· May involve stand alone work or the supervision of others in order to achieve objectives. 

· Incumbents are required to apply a depth or breadth of expertise that can only be developed through substantial experience and application.

· Positions at this level may be predominantly involved in problem solving.  The work is specialised and involves the application and adaptation of established techniques to new situations.  Positions devise new techniques/ procedures (in accordance with policy) when established techniques are not appropriate.

· Positions at this level have substantial discretion to innovate within own function and take responsibility for outcomes.  Issues and problems encountered are generally well defined and outcomes are subject to policy, administrative and scientific standards or budget parameters.

· Positions identify, define and solve complex problems by investigating, developing and testing alternatives in response to vague or ill-defined information.  The work requires the consideration of several influences, including the potential implications beyond the immediate work area.  Information is often difficult to access and requires selective analysis.

· In policy development, the primary challenge is intellectual and will typically require the identification and analysis of an unspecified range of options before a recommendation can be made.


	· Responsible for program development and implementation. 

· Provide strategic support and advice to schools or faculties requiring integration of a range of University policies and external requirements,

· And the ability to achieve objectives operating within complex organisational structures.

Additional Information to Descriptors

Judgement and Problem Solving:

· Responsible for program development and implementation.

· Provide strategic support and advice to schools or faculties requiring integration of a range of university policies and external requirements and an ability to achieve objectives operating within complex organisational structures.

· The nature of positions at this level requires well-developed conceptual skills, including the ability to contribute to the strategic planning processes of a department or faculty.

· Well-developed analytical and problem-solving skills including the ability to resolve administrative problems.

· The level of independence at this level requires the ability to develop new ways of using a specific body of knowledge and applying then to new work situations or in innovative ways.

· Positions at this level generally involve both problem solving and policy development. Methods, procedures and processes are less well defined and employees are expected to contribute to their development and adaptation.

· The work will typically require the identification and analysis of an unspecified range of options before a choice can be made.

· Employees at this level will identify and develop policy and procedural options for their own functional area and may also recommend University-wide policy options for consideration and choice by more senior positions.

Accountability and Independence:

· Broad direction.

· May manage other administrative, technical and/or professional staff.

· Work at this level is likely to require the development of new ways of using a specific body of knowledge which applies to work assignments, or may involve the integration of other specific bodies of knowledge.

· Positions may require the ability to manage the implementation of programs involving major change which may impact on other areas of the institution’s operations.

· Positions at this level may manage resources and/or specialist units and be accountable for the development and interpretation of policy.

· In positions where the prime responsibility is for resource management the freedom to act is governed by broad goals, policies and budgets with periodic reviews to ensure conformity with those goals and a reporting mechanism to assure adherence to budgets.

· Decisions and actions taken at this level may have a  substantial impact on the area being managed and may also impact on other areas of the institutions operations.

· In positions where the prime responsibility is to manage regulatory or specialist units, the freedom to act is governed by the goals and policies of the organisation and by statute and subordinate legislation.

· In positions where the prime responsibility is to develop policy options and strategic plans, the freedom to act is wide and limited only in areas nominated by management.

· The advice provided by positions at this level is relied upon for guidance and part justification for the adoption of particular policies, the impact of which may be substantial on the functional area and perhaps the organisation.

· Positions rarely receive guidance on technical matters within the span of activity and expertise.


	· As for Level 8.

Additional Information to Descriptors

Judgement and Problem Solving:

· Responsible for program development and implementation.

· Provide strategic support and advice to schools or faculties requiring integration of a range of internal and external policies and demands and an ability to achieve objectives operating within complex organisational structures.

· Positions at this HEW 9 require the ability to be highly creative, particularly in the development of policies, strategies, reporting mechanisms and measurements which are designed to meet strategic objectives relevant to the functional area managed.

· Frequently there are no precedents within the organisation and the incumbent may need either to look to outside organisations for examples of strategies which can be adapted or to devise new ones.

· In addition, positions in charge of specialised units/departments frequently require an extremely high level of analytical and research skills appropriate to their field of expertise.

· Positions at this level are also expected to provide input to industry-wide issues in their area of expertise.

Accountability and Independence:

· Broad direction.

· Will manage other administrative, technical and/or professional staff.

· Demonstrated capacity to conceptualise, develop and review major professional, management or administrative policies at the corporate level.
· Significant high level creative, planning and management functions.

· Responsibility for significant resources.

· Positions at this level are an authority within the institution in their area of expertise. Subsequently, the advice which they provide and their input into the planning process will have a significant influence on the final decisions being made.

· Positions operate under minimal supervision and have substantial independence.


	· Be fully responsible for the achievement of significant organisational objectives and programs.

Additional Information to Descriptors

Judgement and Problem Solving:

· Complex, significant and high level creative planning, program and managerial functions with clear accountability for program performance.

· Comprehensive knowledge of related programs.

· Generate and use a high level of theoretical and applied knowledge.

· Positions at this level typically embrace a range of functions which are to some extent guided by precedent and policy but which also require the position to develop new policy and procedural options. As such, work assignments require, not only modification and adaptation of existing guidelines, policies and techniques to new situations but also the invention of new policies, systems, methods and processes. Positions require considerable interpretation of policies to deal with specialised circumstances.

· Positions at this level are recognised as the source of the most senior authoritative advice within the organisation in their area of responsibility/ expertise.

· Positions at this level are predominantly guided by, but may also significantly shape, institutional objectives.

· Methods, policies and procedures are often not well defined or are non-existent and the work will typically require the identification and analysis of an unspecified range of options before choice can be made.

· Employees at this level will identify and develop policy options which will have institutional-wide impact, for consideration and choice by the organisation.

· Positions are also required to provide input to industry-wide issues in their area of expertise. 

Accountability and Independence:

· Broad direction.

· Will manage other administrative, technical and/or professional staff.

· Be fully responsible for the achievement of significant organisational objectives and programs.

· Positions would usually be accountable on a line, functional or advisory basis for a number of related functions, policies or practices.

· Typically, positions at this level are fully responsible for the achievement of significant organisational objectives and programs.

· Positions are accountable for the management of substantial resources which impact significantly on corporate objectives and interpret and develop policies/regulations in order to provide authoritative advice which will significantly influence corporate level decision-making.

· In positions where the prime responsibility is for resource management, the freedom to act is governed by broad goals, policies and budgets with periodic reviews to ensure conformity with those goals and a reporting mechanism to assure adherence to budgets.

· Decisions and actions taken may have a substantial effect on the operational unit being managed, or on the institution, or on the public perception of the organisation.

· In positions where the prime responsibility is to develop policy options and strategic plans, the freedom to act is wide and limited only in areas nominated by the governing body of the institution or by the corporate management.

· The advice and counsel provided by positions at this level is relied upon for authoritative guidance and justification for adopting particular policies, the impact of which may be substantial on the organisation 

· The level of advice given would be such that only other experienced specialists in the same discipline would be competent to provide additional information or challenge the original advice.

· Positions are typically expected to contribute to the development of a corporate plan and to the management of the entire organisation.




Professional Staff Classification Descriptors:

	Dimension
	HEW Level 1

(Descriptor 1B)
	HEW Level 2

(Descriptor 2B)
	HEW Level 3

(Descriptor 3B)
	Hew Level 4

(Descriptor 4B)
	HEW Level 5

(Descriptor 5B)

	Organisational Knowledge – Descriptor “B”


	· May provide straightforward information to others on building or service locations.

Additional Information to Descriptors

· Positions relay straight-forward information within the immediate work area.

· Positions provide straight- forward information to others on such things as the location of particular buildings, departments or services.

· Shop Assistant


	· Following training, may provide general information/advice and assistance to members of the public, students and other staff which is based on a broad knowledge of the employee’s work area/responsibility,

· Including knowledge of the functions carried out and the location and availability of particular personnel and services.
Additional Information to Descriptors

· Knowledge of processes and procedures relevant to the duties of the position.

· Knowledge of the immediate work area including services provided and limited knowledge of the relationship between the immediate work area and other related work areas/ departments.

· Working knowledge of the organisational structure and personnel is often required in order to deal with inquiries in the first instance, locate staff in different locations, relay internal information, greet visitors and respond to or re-direct enquiries.


	· Perform tasks/ assignments which require a general knowledge of the work area processes and,

· An understanding of how they interact with other related functions.

Additional Information to Descriptors

· A good general knowledge of the organisational structure is usually required, in order to perform the duties of the position.


	· Perform tasks/assignments which require proficiency in the work area’s rules, regulations, processes and techniques and,

· How they interact with other related functions.

Additional Information to Descriptors

· A good, general knowledge of the organisational structure of the institution in which the position operates is usually required.


	· As for level 4.

· Perform tasks/ assignments which require proficiency in the work area’s rules, regulations, policies, systems*, processes and techniques and,

· How they interact with other related functions in order to achieve objectives and advise, assist and influence others*.

Additional Information to Descriptors

· Administrative positions may be responsible for servicing a diverse range of administrative functions for a department requiring a broad general knowledge, or alternatively they may have a university-wide focus with responsibility for a particular function.  Such positions require a detailed knowledge of policies and procedures relating to the specific function.  Knowledge of legislation and/or government policy relevant to the area may also be required.

· Positions require a good general knowledge of the organisational structure, together with a sound understanding of the functions within the division/department/school and the relationship between these and the position’s own area of responsibility.

· Administrative positions are expected to possess a thorough knowledge of policies, rules and regulations pertaining to a particular administrative function eg. course requirements, in order to provide appropriate information or advice to clients and staff.  They are not necessarily the only person with this knowledge.  However, they would be responsible for the daily administration of the function and are usually regarded as a source of expert advice.

*Additional Information



	Dimension
	HEW Level 6

(Descriptor 6B)
	HEW Level 7

(Descriptor 7B)
	HEW Level 8

(Descriptor 8B)
	Hew Level 9

(Descriptor 9B)
	HEW Level 10

(Descriptor 10B)

	Organisational Knowledge – Descriptor “B”


	· Perform tasks/assignments which require proficiency in the work area’s existing rules, regulations, policies, procedures, systems, processes and techniques and how they interact with other, related functions*.
· Adapt procedures and techniques as required to achieve objectives without impacting on other areas.

Additional Information to Descriptors

· In addition to possessing a good general knowledge of the organisational structure, positions require an understanding of the objectives of the functional unit in which the position is located and of the relevant policies of both the unit and the wider organisation.

· Administrative positions at this level are often responsible for the administration of a complex but single administrative function within a department. As such, they must possess an extensive knowledge of policies and procedures and relevant legislation pertaining to the area and be able to interpret them and provide advice to others, including management.  Positions may be the authority within the department/school in relation to the relevant legislation and policies.

*Additional Information


	· Detailed knowledge of academic and administrative policies and interrelationships between a range of policies and activities.

Additional Information to Descriptors

· An understanding of the long term goals of the wider organisation, its culture and mission and the legal and political context in which it operates is often required.  This includes a good understanding of educational issues and how these might best be supported by the various corporate and information services provided by the organisation.  An appreciation of educational methodologies is also expected.

· The establishment and maintenance of extensive networks, both within and external to the university is often a feature of positions at this level.

· Administrative positions require a sound knowledge of the larger operational unit in which it operates and a thorough understanding of its impact on other areas of the organisation.  This includes an extensive knowledge of policies and procedures and relevant legislation and their implications for the broader organisation.


	· The employee would be expected to make policy recommendations to others and,

· To implement programs involving major change which may impact on other areas of the institution’s operations.

Additional Information to Descriptors

· The employee would be expected to make policy recommendations to others and to implement programs involving major change which may impact on other areas of the institution’s operations.

· Given the regular requirement at this level to provide policy recommendations and to achieve objectives operating within complex organisational structures, positions at this level should possess a thorough understanding of organisational structures, policy development procedures and consultative procedures appropriate to the organisation in which they operate.

· Positions would be expected to have a sound knowledge of and be able to make a contribution to the long term goals and objectives of the department and the University, their culture, mission and the legal and political context in which they operate. This includes a sound understanding of educational issues and methodologies affecting the organisation and their interaction with a range of support services.


	· Conceptualise, develop and review major policies, objectives and strategies involving high-level liaison with internal and external client areas.

· Responsible for programs involving major change which may impact on other areas of the institution’s operations.

Additional Information to Descriptors

· Conceptualise, develop and review major policies, objectives and strategies involving high level liaison with internal and external client areas. 

· Responsible for programs involving major change which may impact on other areas of the institution’s operations.

· Given that many positions at this level act as change agents for the implementation of key strategic objectives such as affirmative action, performance management or information technology development and implementation, a thorough understanding of the industry, government policy directions, organisations, organisational structures, cultures, decision-making processes, educational issues and methodologies, and impediments to change, organisational knowledge  is essential. 


	· Bring a multi-perspective understanding to the development, carriage, marketing and implementation of new policies;

· Devise new ways of adapting the organisation’s strategies to new, including externally generated, demands.

Additional Information to Descriptors

· Bring a multi-perspective understanding to the development, carriage, marketing and implementation of new policies; devise new ways of adapting the organisation’s strategies to new, including externally generated, demands.

· Positions at this level require a thorough understanding of the organisation’s corporate objectives and their associated strategies and plans. 

· They also require the ability to contribute to the development of these objectives and to devise new ways of adapting the strategies to meet new demands.

· A comprehensive knowledge of related functions and programs within the organisation which will be affected by decisions made by the position is required. This is also necessary for the position to make a valuable contribution to the overall corporate management of the organisation.

· A thorough of the industry and the external environment (including government policy directions) in which the organisation operates is required, to enable such positions to provide advice to senior management on external influences which will impact on organisational objectives and to recommend new ways of adapting the organisational strategies to meet them. 

· This knowledge is also required in order to undertake a considerable degree of external liaison commonly required at this level.

· A comprehensive knowledge of educational issues and methodologies, related programs and their impact on and integration with the development, carriage, marketing and implementation of new policies in the position’s area of responsibility is required.




Professional Staff Classification Descriptors:

	Dimension
	HEW Level 1

(Descriptor 1C)
	HEW Level 2

(Descriptor 2C)
	HEW Level 3

(Descriptor 3C)
	Hew Level 4

(Descriptor 4C)
	HEW Level 5

(Descriptor 5C)

	Task Level – Descriptor “C”


	· Straight forward manual duties or,
· Elements of level 2 duties under close supervision & structured on-the-job training.
· Some knowledge of materials (eg cleaning chemicals & hand tools) may be required
· Established procedures exist.
Additional Information to Descriptors

· The ability to understand simple instructions, learn basic routines and procedures


	· Perform a range of straightforward tasks where procedures are clearly established.
· May on occasion perform more complex tasks.
Additional Information to Descriptors

· Positions are predominantly manual, although some intellectual skill is required.

· More complex tasks within clearly defined guidelines.


	· Some complexity.

· Diagnose problems and,

· Assess the best approach to a given task

Additional Information to Descriptors

· Apply a body of knowledge equivalent to Trade Certificate or Certificate III.

· The tasks often have some complexity and may require proficiency in the use of hand and power tools or technological equipment.


	· Apply skills to a range of different tasks.

· Apply technical skills to standard circumstances.

· May undertake limited creative, planning or design functions

Additional Information to Descriptors

· Positions are responsible for the organisation and planning of their own work.


	· Apply a body of broad technical knowledge and experience at a more advanced level than Level 4, including the development of areas of specialist expertise.

· In professional positions, apply theoretical knowledge, at a degree level, in a straightforward way. 

· In administrative positions, provide interpretation, advice and decisions on rules and entitlements.
Additional Information to Descriptors

· In administrative positions, is frequently regarded as an expert source of advice.




Professional Staff Classification Descriptors:
	Dimension


	HEW Level 6

(Descriptor 6C)
	HEW Level 7

(Descriptor 7C)
	HEW Level 8

(Descriptor 8C)
	Hew Level 9

(Descriptor 9C)
	HEW Level 10

(Descriptor 10C)

	Task Level – Descriptor “C”


	· Work is guided by policy and precedent and, where relevant, by professional standard and managerial or technical expertise*.
· Employees have the latitude to develop or redefine procedure and interpret policy so long as other work areas are not affected.
· In technical and administrative areas, have a depth or breadth of expertise developed through extensive relevant experience and application.
Additional Information to Descriptors

· There is often a requirement to develop or re-define procedure and interpret policy or provide policy and planning advice, but incumbents are not accountable for policy redevelopment.

*Additional Information


	· Independently relate existing policy to work assignments or,
· Rethink the way a specific body of knowledge is applied in order to solve problems.
· In professional or technical positions, may be a recognised authority in a specialised area.
Additional Information to Descriptors

· Positions are expected to undertake work that is complex and/or sensitive.  In addition to adapting existing techniques to deal with complex situations or circumstances, positions at this level must be creative in the application of theoretical principals and in the development and design of equipment and procedures.

· Senior administrative positions are typically responsible for one or two discrete institution-wide functions that are reasonably complex and that require sensitivity and a considerable breadth of knowledge.  They include positions with project management or significant supervisory responsibilities.

· Positions are expected to undertake work that is complex and/or sensitive.  In addition to adapting existing techniques to deal with complex situations or circumstances, positions at this level must be creative in the application of theoretical principles, and in the development and design of equipment and procedures.

· Positions operate with considerable independence, within broad guidelines and defined objectives, exercising initiative in the achievement of work goals.


	· Work at this level is likely to require the development of new ways of using a specific body of knowledge which applies to work assignments or,

· May involve the integration of other specific bodies of knowledge.

Additional Information to Descriptors

· Positions at HEW 8 are frequently required to implement major change and are responsible for program development and implementation which may impact on other areas of an organisation.

· The major focus of positions at Hew 8 remains primarily confined to a functional area of the organisation.

· Hew 8 includes researchers of national standing, managers and senior school or faculty administrators.

· Positions which are in charge of a unit with a clearly specialised role across a number of sectors of the university could be classified at this level.

· Alternatively, a position responsible for a significant function for an entire sector of the institution would be found at this level.

· Positions have a considerable degree of independence and require considerable problem solving skills, often operating within complex structures.

· Positions are frequently accountable for making policy recommendations to others which have a significant influence on decision-making by a more senior manage.

· In faculties, positions provide strategic support and advice. 


	· Demonstrated capacity to conceptualise, develop and review major professional, management or administrative policies at the corporate level.

· Significant high level, creative, planning and management functions.

· Responsibility for significant resources.

Additional Information to Descriptors

· Positions would normally only be classified at the HEW 9 when their primary focus is at the corporate level.

· Positions at the HEW 9 may be in charge of a small specialised department; may be involved in assisting in the management of a large specialised department where in both cases there is the requirement for a significant policy development, planning, program development and implementation, together with substantial interaction with government agencies and/or the private sector at a senior level.

· Positions where the primary focus is not on the corporate level would be classified at HEW 9 when there was a requirement to manage significant areas or resources.

· Positions at HEW 9 are expected to provide a high degree of creativity, particularly in the development of policies, strategies, reporting mechanisms and measurements which are designed to meet strategic objectives relevant to the functional area managed.

· A key feature of some positions at this level is the requirement to act as a change agent within and across the organisation, to ensure that organisational practices, culture and attitudes reflect the organisational mission and objectives.


	· Complex, significant and high level creative, planning, program and managerial functions with clear accountability for program performance.

· Comprehensive knowledge of related programs. 

· Generate and use of high level theoretical and applied knowledge.

Additional Information to Descriptors

· HEW 10 is the highest classification level for general staff. It is intended to encompass general staff positions where the level of responsibility exceeds that described for HEW 9

· Therefore, it is a very broad classification which includes the most senior and diverse general staff positions in the organisation.

· Within broad guidelines, positions at this level are typically required to manage significant physical, human or financial resources and/or and interpret policy.

· They provide significant advice to senior management which will impact upon the decision-making and policy development processes of the organisation and are typically accountable for the implementation of significant organisational objectives.




Professional Staff Classification Descriptors:

	Dimension
	HEW Level 1

(Descriptor 1D)
	HEW Level 2

(Descriptor 2D)
	HEW Level 3

(Descriptor 3D)
	Hew Level 4

(Descriptor 4D)
	HEW Level 5

(Descriptor 5D)

	Level of Supervision – Descriptor “D”


	· Close supervision or,

· In the case of more experienced staff working alone, routine supervision.

Additional Information to Descriptors

· Positions perform  straight-forward routine tasks under close supervision.

· The position receives close supervision or, in the case of more experienced staff, works either alone within well-defined guidelines or in a team environment under routine supervision.

· The supervisor is responsible for the daily allocation of tasks, and often for determining the order or priority of tasks.


	· Routine supervision of straightforward tasks.

· Close supervision of more complex tasks.

Additional Information to Descriptors

· The supervisor provides direction and guidance on the priorities of the tasks and is responsible for setting work standards.


	· In technical positions, routine supervision, moving to general supervision, with experience, for standard tasks.

· In non-technical or professional positions, general direction (note, for these positions, this dimension does not discriminate between level 3 to 5 inclusive).

· This is the first level where supervision of other staff may be required.

Additional Information to Descriptors

· Guidance is usually readily available from supervisors, experienced colleagues or other senior staff.

· Positions at this level may be required to supervise others. However, this would be restricted to base grade positions such as labourers, apprentices, clerks, casual staff and work experience students.

· Positions at HEW 3 level would not be expected to supervise other qualified trades people or para-professionals.


	· In technical positions, routine supervision to general direction depending upon the experience and complexity of the tasks.

· In other positions, general direction*.
· May supervise or co-ordinate others to achieve objectives, including liaison with staff at higher levels.

· May undertake stand alone work.

Additional Information to Descriptors

· The first level at which the supervision of others may frequently be a component of the job.

· Supervision is usually by general direction, allowing the individual to complete routine tasks without the need for that work to be approved or checked by others.

· Receives instructions generally covering the broader technical aspects of the work and the purpose for which it is performed.

· Positions are required to be able to work under general direction.  Employees have sufficient freedom to plan their work on a daily basis to achieve defined targets.

· Positions are often required to ensure that established practices, procedures and standards are adhered to.  Guidance from experienced supervisory staff would be sought where problems arise for which standard policy guidelines, practices and procedures do not apply. 

· Latitude is given within the position’s areas of responsibility to perform tasks without close monitoring.  The effect of decisions is usually limited to a localised group of functions.

· Positions may be required to train others and to provide direction, leadership and/or supervision to subordinates including other trades persons and para-professionals.

*Additional Information

	· In professional positions, routine supervision to general direction, depending on the tasks involved and the experience.

· In technical positions, general direction and may supervise other staff.

Additional Information to Descriptors

· In professional positions, routine supervision to general direction, depending on tasks involved and experience.

· Positions may also supervise honours and postgraduate students in the day to day laboratory management.

· Positions at this level are generally responsible for work outcomes within standard practices and specific directions as to objectives and broad work unit priorities.

· Positions report to a senior manager, administrative head or immediate supervisor.

· Usually the supervision and the direction of a small functional unit are required. 

· As a manager, team leader, or team member, positions at this level demonstrate effective and efficient use of resources by planning, implementing and monitoring achievement of work unit objectives.

· Some positions may require the ability to co-ordinate a team to provide an administrative service, or supervise staff.  In such supervisory positions a good general knowledge of human resources practices and team leadership skills are required.

· Positions may be responsible for the supervision of a small functional unit encompassing para-professional and clerical support staff.  Such positions would normally plan and organise work priorities of a unit or section, schedule work loads, resolve operational problems, monitor the quality of work of those supervised and assist in the planning of organisational resources and equipment needs.




	Dimension
	HEW Level 6

(Descriptor 6D)
	HEW Level 7

(Descriptor 7D)
	HEW Level 8

(Descriptor 8D)
	Hew Level 9

(Descriptor 9D)
	HEW Level 10

(Descriptor 10D)

	Level of Supervision – Descriptor “D”


	· In professional positions, general direction.

· In other positions, broad direction.

· May have extensive supervisory and line management responsibility for technical, clerical, administrative and other non-professional staff.

Additional Information to Descriptors

· Positions are accountable for operational performance, delegation and resource allocation within defined parameters.

· Where positions primarily involve specialist advice eg: finance/human resources, action is subject to regulations and policies.  The effect of decisions and actions taken may be significant on individuals but is usually subject to review by or appeal to more senior employees.


	· Broad direction.

· May manage other administrative, technical and/or professional staff.
Additional Information to Descriptors

· Positions operate with considerable independence, within broad guidelines and defined objectives, exercising initiative in the achievement of work goals.

· Positions in line management roles with supervisory responsibilities require demonstrated skills in leading and motivating staff, either through direct supervision or through team leadership.

· In policy development roles, the work may be of an investigative, analytical or creative nature, with the freedom to act generally prescribed by a more senior person.  The quality of the work of these positions can have a significant effect on the policies that are developed.

· Positions at HEW 7 frequently take a leading role in creating and maintaining a high level of team work and co-operation within the work unit.  Participation in multi-disciplinary terms is common.


	· As for Level 7

Additional Information to Descriptors

· Broad direction.

· May manage other administrative, technical and/or professional staff.

· Positions at this level may manage resources and/or specialist units and be accountable for the development and interpretation of policy.

· In positions where the prime responsibility is for resource management the freedom to act is governed by broad goals, policies and budgets with periodic reviews to ensure conformity with those goals and a reporting mechanism to assure adherence to budgets.

· Decisions and actions taken at this level may have a  substantial impact on the area being managed and may also impact on other areas of the institutions operations.

· Positions rarely receive guidance on technical matters within the span of activity and expertise.


	· Broad direction.

· Will manage other administrative, technical and/or professional staff.

Additional Information to Descriptors

· Broad direction.

· Will manage other administrative, technical and/or professional staff.

· Demonstrated capacity to conceptualise, develop and review major professional, management or administrative policies at the corporate level.
· Significant high level creative, planning and management functions.

· Responsibility for significant resources.

· Positions at this level are an authority within the institution in their area of expertise. Subsequently, the advice which they provide and their input into the planning process will have a significant influence on the final decisions being made.

· Positions operate under minimal supervision and have substantial independence.


	· As for Level 9

Additional Information to Descriptors 

· Broad direction.

· Will manage other administrative, technical and/or professional staff.

· Be fully responsible for the achievement of significant organisational objectives and programs.

· Positions would usually be accountable on a line, functional or advisory basis for a number of related functions, policies or practices.

· Typically, positions at this level are fully responsible for the achievement of significant organisational objectives and programs.

· Positions are accountable for the management of substantial resources which impact significantly on corporate objectives and interpret and develop policies/regulations in order to provide authoritative advice which will significantly influence corporate level decision-making.

· In positions where the prime responsibility is for resource management, the freedom to act is governed by broad goals, policies and budgets with periodic reviews to ensure conformity with those goals and a reporting mechanism to assure adherence to budgets.

· Decisions and actions taken may have a substantial effect on the operational unit being managed, or on the institution, or on the public perception of the organisation.

· Positions are typically expected to contribute to the development of a corporate plan and to the management of the entire organisation.




Professional Staff Classification Descriptors:

	Dimension
	HEW Level 1

(Descriptor 1E)
	HEW Level 2

(Descriptor 2E)
	HEW Level 3

(Descriptor 3E)
	Hew Level 4

(Descriptor 4E)
	HEW Level 5

(Descriptor 5E)

	Typical Activities – Descriptor “E”


	· Perform a range of industrial cleaning tasks;

· Move furniture;

· Assist trades personnel with manual duties

Additional Information to Descriptors

· No additional information provided

	· Administrative*/Clerical positions  at this level may include duties involving the inward and outward movement of mail;
· Keeping, copying, maintaining and retrieving records;
· Straightforward data entry and retrieval.
· Security Officer may be involved in a range of patrol duties including responding to alarms, following emergency procedures and preparing incident reports.
Additional Information to Descriptors

Administrative:

· Photocopying, collation and filing of documents;

· Order stationery and equipment and record all necessary financial details;

· Use of basic keyboard skills for the entry and retrieval of data utilising computer software;

· Handle routine inquiries by telephone or on a counter, 

· Greet visitors, relay internal information and respond to relevant inquiries;

· Maintain established paper-based filing/records system including the creation and indexing of new files and monitoring file locations;

· Transcribe information into records, complete forms, take telephone messages;

· Sort, process and record original source financial documents, monitor petty cash records, prepare bank deposits and withdrawals and complete banking;

· Open, sort and dispatch mail, including franking, recording, packing and delivery to and from departments.

Technical:

· General laboratory maintenance;

· Maintain hand tools, standard equipment and other material.

Library:

· Retrieve and photocopy items from the collection;

· Shelve material in library collections in correct shelf order;

· Receiving deliveries, checking invoices, unpacking orders;

· Observe reading areas and report incidents to library attendants for action when required;

· Internal mail deliveries.

Trade:

· Maintain tools, equipment and other material;

· Assist tradespersons;

· Provide manual labour;

· Basic fault finding and testing.

*Additional Information
	· In Trades Positions, apply skills taught in a trade certificate, including performance of a range of construction, maintenance and repair tasks, using precision hand and power tools and equipment.

· In some cases this will involve familiarity with the work of other trades or require further training.

· In Technical Positions: 
· assist a technical officer in operating a laboratory, including ordering supplies

· assist in setting up routine experiments

· monitor experiments for report to a technical officer

· assist with the preparation of specimens

· assist with the feeding and care of animals

Staff should be expected to perform a greater range and complexity of tasks as they progress through the level and obtain further training.

· In Administrative*/Clerical positions, perform a range of clerical support tasks including:
· standard use of a word processing package (including store and retrieve documents, key and lay out correspondence and reports, merge, move and copy, use of columns, tables and basic graphs) or an established spreadsheet or database application

· provide general clerical support to staff within a faculty, including word processing, setting up meetings, answering straightforward inquiries and directing others to the appropriate personnel

· Process accounts for payment

Additional Information to Descriptors

Administrative:

· Perform a range of clerical and administrative support tasks including;

· Arrange appointments, travel bookings and itineraries;

· Provide dictaphone services;

· Screen phone calls and relay messages on behalf of managers;

· Create new forms of files and records using computer-based records systems;

· Access, identify and extract information as required from external sources eg: data bases, libraries, local authorities;

· Undertake basic financial/clerical tasks including: banking, preparing cash payment summaries, and following up unpaid invoices;

· Undertake operational tasks involved in the production of quality print-based materials.

Computing:

· Assist users in operating software on PC based systems;

· Monitor stock levels of computer consumables, maintain a consumables inventory and liaise as necessary with suppliers to obtain new supplies, under direction;

· Monitor, collect and distribute print-outs to users;

· Investigate software applications in the administrative departments and provide operational assistance and advice;

· Receive and act upon enquiries, directing users to appropriate sectional personnel;

· Maintain documents and records relating to computer equipment operation.

Technical:

· In technical assistance positions:

· General maintenance and servicing of standard apparatus and construction of minor items using basic work techniques;

· Setting out equipment for laboratory teaching and experiments;

· Under routine supervision, simple specimen photography;

· Assist academic staff in the preparation of graphic material for publication or teaching purposes;

· Assist with the storing and packing of goods and materials in accordance with appropriate procedures and/or regulations, allocating and retrieving goods from specific warehouse areas, period stock checks, and use of non-licensed materials handling equipment;

· Some use of precision measuring/testing equipment under supervision;

· Assist in laying out and clearing away equipment for laboratory classes, issuing equipment and materials, checking and replenishing stocks, maintaining general laboratory tidiness, and taking care of apparatus, instruments and equipment;

· Assist students in the routine construction/operation of apparatus and equipment;

· General maintenance and servicing of standard apparatus/equipment and construction of major items, including basic fault diagnosis;

· General record keeping and technical data filing;

· Supervision of work experience students;

· Ensure that relevant laboratory area is properly equipped and supplied, under direction;

· Assist in preparing and issuing materials and equipment for the use of students in practical teaching classes;

· Assist in the disposal of chemical wastes;

· Under supervision, assist staff and research students in carrying out specific research projects;

· Under direction, maintain reference library for student use;

· Prepare drawings, diagrams and graphs from rough originals;

· Draw and copy circuit diagrams and assist in their actual manufacture;

· Work from basic production drawings, prints or plans;

· Perform a range of engineering maintenance functions including the operation, setting up and adjustment of all production machinery in a plant;

· Understand and apply computer techniques as they relate to production process operations.

Library:

· Issue and discharge library loans;

· Register new borrowers and update existing borrower records;

· Process inter-library loans;

· Accept fine payments and handle overdue enquiries;

· Issue counter reserve items;

· Start up and close down computerised circulation system;

· Maintain library photocopiers;

· Data entry into computerised library systems;

· Less complex interrogation of computerised library systems;

· May participate in binding procedures, including identifying materials in need of repair, maintaining binding records;

· Supervise reading areas and report incidents as appropriate.

Trade:

· Provide a range of gardening services to ensure that gardens and grounds are properly maintained and well-presented, including the preparation and care of garden beds and plants, lawn care, pruning, mulching, planting and watering;

· Operation, inspection and on-line maintenance of mechanical and associated electrical plant and equipment

*Additional Information


	· In Trades Positions, 
· work on complex engineering or interconnected electrical circuits

· exercise high precision trades skills using various materials and/or specialised techniques

· In Technical Positions: 
· Develop new equipment to criteria developed and specified by others

· Under routine direction, assist in the conduct of major experiments and research programs and/or in setting up complex or unusual equipment for a range of experiments and demonstrations

· Demonstrate the use of equipment and prepare reports of a technical nature as directed

· In Library Technicians Positions: 
· Undertake copy cataloguing

· Use a range of bibliographic databases

· Undertake acquisitions

· Respond to reference inquiries

· In clerical/secretarial/ administrative* Positions: 
· May undertake a full range of word processing functions, including mathematical formulae and symbols, manipulation of text and layout in desktop publishing and/or web software and use of a range of word processing packages if required

· Be responsible for providing a full range of secretarial services in a faculty

· Plan and set up spreadsheets or database applications

· Provide advice to students on enrolment procedures and requirements

· Administer enrolment and course progression records.

Additional Information to Descriptors

Administrative:

· Utilise a variety of application software packages within a computer network including importing data from one package to another;

· Apply knowledge of desktop publishing to integrate complex documents;

· Utilise advanced spreadsheet functions;

· Plan and set up spreadsheets in packages such as Microsoft Word and Excel;

· Be responsible for providing a full range of secretarial services in a faculty, including preparation of draft agendas and minutes, attendance at executive/organisational meetings, draft routine correspondence and answer executive correspondence from rough handwritten or oral instructions, organising tele-conferencing;

· Process accounts for payment, including verification of correct charging codes;

· Approve accounts for payment within well defined guidelines;

· Supervise and schedule the work of a small team of clerical staff, para-professional staff or qualified tradespersons. 

· Provide administrative support to a small group of professional staff, including general co-ordination of the office;

· Liaise with staff at all levels of the organisation to arrange administrative matters pertaining to the work area;

· Develop and implement new paper based filing systems;

· Assist in the enrolment and re-enrolment processes;

· Respond to written and telephone inquiries about courses offered by a faculty;

· Co-ordinate registrations for tests, including contacting candidates, organising supervisors, receiving cheques, coordinating candidate assessment and preparing result letters;

· Post transactions to ledger and prepare trial balance;

· Prepare documentation for purchases to external companies, follow up overdue payments, process invoices for payment, maintain accurate records of purchase and reconcile general ledger accounts.

Computing/Information Technology:
· Supervise an operations area including the establishment of rosters and co‑ordination of other less senior computer operators;

· Supervise the general operation of the computer room to ensure that hardware runs smoothly, including supervision of computer operators and responding to emergencies/breakdowns;

· Maintain printing facilities which includes changing ribbons, cartridges, loading paper and administering print queues;

· Evaluate and solve user problems (ie. printer and software malfunctions) and refer more complex tasks to appropriately qualified computer systems officers;

· Participate in the evaluation of the usefulness and applicability of user software programs and recommend preferred solutions;

· Update and administer electronic mailing lists;

· Maintain established databases in software packages such as Access and D-Base.

· Assist with the production of basic technical documentation.

Technical:

· Organise the daily running of a laboratory, ensuring tidiness and the provision of general laboratory services;

· In conjunction with supervisors, train other laboratory staff;

· Utilise unusual equipment which could include: mechanical, hydraulic and/or pneumatic circuitry and controls; electrical/ electronic circuitry; a combination of electrical/ electronics, mechanical or fluid power principles; chemistry equipment; test, adjust and repair laboratory/workshop equipment and apparatus and maintain equipment to an acceptable standard; provide advice and assistance to students and junior laboratory staff on specific aspects of workshop procedure.

· Exercise intermediate CAD/CAM skills;

· Apply advanced computer numerical control techniques;

· Implement quality control techniques;

· Recommend and arrange the purchase of equipment and supplies and supply cost estimates;

· Test and develop new techniques and equipment;

· Set up and construct apparatus which requires modification.

Library:
· May supervise base grade Library Technicians or clerical officers performing routine library or clerical duties;

· Assist with selected cataloguing duties;

· Assist with the provision of reader education programs;

· May assist with the evaluation of equipment and supplies;

· Assist in preparing library displays and exhibits;

· Oversee the day-to-day operation of routine interlibrary loans in a large library system;

· Assist in the organisation and maintenance of specialist collections which may include microfilms, audio-visual material or computer tapes;

· Provide support to users in the use of audio-visual equipment and terminals, including setting up of special equipment;

· Monitor the use of equipment and rooms and maintain records of equipment lent to teaching departments;

· Liaise with external suppliers to arrange equipment repairs and maintenance;

· Monitor stocks of consumables and arrange for re-ordering of supplies;

· Carry out ordering and accession procedures, input orders into the acquisition subsystem and carry out other acquisition functions including creating vendor records, purchase orders and receipt and checking of all book and non-book material orders.

Library:
· Repair, install and maintain air conditioning and refrigeration equipment;

· Carry out the painting and/or decorating in connection with all buildings and structures, plant machinery and equipment, fences and posts (both new and maintenance work), including the preparation of surfaces, matching, mixing and application of paint or other like compounds and finishes, paper hanging and texture work using brush, spray, roller or other tools;

· Carry out carpentry and joinery work for the construction or maintenance of structures, including the erection of suspended ceilings, the erection or installation of partitions, curtain walling and wall cladding, the measuring and sawing of timber, the calculation of quantities, the construction of timber and like frames, the maintenance of doors, floors, skirting boards, window frames and other internal and external woodwork;

· Carry out maintenance plumbing and gas fitting work on all University premises, including the laying and repair of pipes, taps etc., the installation of new equipment, clearing blockages, fixing leakages, waterproofing and sealing.

· Supervise other trades persons on occasion, including apprentices.

*Additional Information


	· In Technical Positions: 
· Develop new equipment to general specifications

· Under general direction, assist in the conduct of major experiments and research programs and/or in setting up complex or unusual equipment for a range of experiments and demonstrations

· Under broad direction, set up, monitor and demonstrate standard experiments and equipment use

· Prepare reports of a technical nature

· In Library Technicians Positions perform at a higher level than Level 4, including: 
· Assist with reader education programs and more complex bibliographic and acquisitions services

· Operate a discrete unit within a library which may involve significant supervision or be the senior staff member on an outposted service

· In Administrative Positions: 
· Be responsible for the explanation and administration of an administrative function (eg HECS advice, records, determinations and payments), a centralised enrolment function, the organisation and administration of exams at a small campus

· In Professional Positions, and under professional supervision: 

· Work as part of a research team in a support role

· Provide a range of library services including bibliographic assistance, original cataloguing and reader education in library and reference services

· Provide counselling services

Additional Information to Descriptors

Administrative:
· Maintain and supervise a central mail registry;

· Administer the admission functions for courses offered by a tertiary institution;

· Evaluate software packages for use in the local area;

· As assistant accountant, undertake a range of accounting functions including: maintaining financial expenditure to identify overspending; monitoring assets contained within the department/school; monitoring internal and external grants; responsibility for all accounting functions relating to a particular area eg. short courses; reconciliation of accounts, maintenance of journals and responding to departmental queries on transactions;

· Administer award applications from students for the whole institution, including the co-ordination and compilation of information for conferring ceremonies;

· Under direction perform a range of administrative functions for a department/school, including answering course inquiries, participating in the processes of student selection, enrolment and assessment, arranging special and deferred examinations, advising on marking and checking procedures of examinations, coordinating the maintenance of departmental/school documents, liaising with the Faculty Registrar, maintenance of statistics, prepare annual/departmental report, update Faculty Handbook;

· Assist in the development, provision and maintenance of an efficient and effective recruitment service including preparation of documentation, the provision of advice on procedural requirements to applicants and departmental heads, participating in selection;

· Carry out analytical and investigative responsibilities on a project basis;

· Produce and maintain research records;

· Undertake literature searches;

· Assist in the preparation of submissions;

· Assist in the preparation of draft and final project reports;

· Take responsibility for coordinating all administrative matters relating to specific research or other projects;

· Administer the day-to-day running of a research centre.

Student Services:
· Provide advisory service;

· Assist in various projects such as the development and implementation of learning skills programs, the collection, processing and analysis of relevant research data, or the undertaking of associated literature searches;

· Provide advice on appropriate resources relevant to client needs on a range of issues such as accommodation, careers, educational courses, financial assistance and welfare services generally;

· Assist in educational and psychological assessments of students;

· Maintain client records and statistical collections;

Computing/Information Technology:
· Undertake applications programming;

· Investigate malfunctions in operational programs and undertake the necessary programming to remedy deficiencies;

· Provide advice and assistance in a help desk environment referring more complex problems to senior computer officers;

· Install, configure and maintain personal computers and associated software for clients;

· Install and maintain the network file servers and associated services such as print servers;

· Critically analyse program specifications and discuss any apparent errors with senior officers;

· Responsible for developing and maintaining WWW homepages;

· Examine software programs designed and written externally, and report on their efficiency and effectiveness;

· Undertake programming and systems design and analysis in relation to the development and maintenance of straightforward computer systems;

· Prepare user documentation for a range of computer software applications such as Microsoft Word or Excel;

· Assist in supporting the University’s local and wide area network infrastructure;

· Produce basic technical documentation.

Technical:
· In a workshop, develop new equipment to general specifications;

· In consultation with an academic, assist in the conduct of major experiments and research programs;

· Under direction, responsible for setting up complex or unusual equipment for a range of experiments and demonstrations;

· Under broad direction, set up, monitor and demonstrate standard experiments and equipment use;

· Prepare reports of a technical nature;

· Perform the role of safety officer in a small department;

· Undertake quantitative and qualitative analysis and assist in the interpretation of results;

· Arrange and carry out testing and fault diagnosis of equipment;

· Estimate forward requirements of material/compounds and standard equipment and ensure adequate availability;

· Prepare special and/or dangerous compounds, materials, specimens and reagents;

· May supervise a small team of laboratory staff, including planning and allocation of work;

· Supervise the maintenance, servicing and repair of equipment;

· Determine and adapt experimental procedures to achieve the desired result;

· Perform detailed drafting duties.

Library:
· Provide a range of library services including bibliographic assistance, original cataloguing and reader education in library and reference services;

· Under general direction, perform a variety of library and information work;

· Supervise library technicians, library attendants and clerical staff;

· May assist with publicity and promotion activities;

· Respond to reference inquiries;

· Collect, prepare and record information for in-house reference files and compile indexes of specialist subject materials;

· Use a range of bibliographic databases;

· Supervise day-to-day loans operations.

Trade:

· Advanced trades people are found at this level with extensive relevant experience and post-trades certificate;

· Supervise a team of approximately six or more trades persons and advanced trades persons;

· Coordinate work schedule in conjunction with other trades in order to determine the appropriate course of action to complete work;

· Knowledge of building regulations and codes of practice usually required;

· Provide advice within their field of expertise;
· Usually work closely with the workshop supervisor.



	Dimension
	HEW Level 6

(Descriptor 6E)
	HEW Level 7

(Descriptor 7E)
	HEW Level 8

(Descriptor 8E)
	Hew Level 9

(Descriptor 9E)
	HEW Level 10

(Descriptor 10E)

	Typical Activities – Descriptor “E”


	· In Technical Positions: 
· Manage a teaching or research laboratory or a field station

· Provide highly specialised technical services.

· Set up complex experiments.

· Design and construct complex or unusual equipment to general specifications.

· Assist honours and postgraduate students with their laboratory requirements.

· Install, repair, provide and demonstrate computer service laboratories.

· In Administrative Positions: 
· Provide financial, policy and planning advice.

· Service a range of administrative and academic committees, including preparation of agendas, papers, minutes and correspondence.

· Monitor expenditure against budget in a school or small faculty.

· In Professional Positions: 
· Work as part of a research team.

· Provide a range of library services, including bibliographic assistance, original cataloguing and reader education in library and reference services.

· Provide counselling services

· Undertake a range of computer programming tasks.

· Provide documentation and assistance to computer users.

· Analyse less complex user and system requirements.

Additional Information to Descriptors

Administrative:
· Prepare departmental budgets and in consultation with the Head of Department develop budget projections, alerting the Head of Department to any shortfalls or difficulties, update computerised monitoring and analysis of department expenditure;

· Assume executive responsibility for and service a range of executive and academic committees, including setting and preparing agendas, papers, minutes and correspondence; following up with required action to ensure decisions or processes are implemented;

· Under general direction prepare non-routine documents covering a range of topics;(eg assist in the development of course accreditation documents for courses run by the department/school);

· Work as part of a research team or project team;

· Administer the service delivery of a single major function within a faculty or university-wide department, including significant staff supervision and the provision of some input into policy development processes, for example:

· Co-ordinate the admissions and enrolment functions, or the examinations function, or the awards function for an institution;

· Supervise and co-ordinate the provision of a range of accounting services such as cashier, debtors functions, payroll audit and the administration of a range of specific accounts eg: short courses full fee paying students; Council; trust accounts etc.;

· Co-ordinate the schools liaison activities of an institution, maintain associated publicity material and liaise with community groups in publicising the institution’s program activities;

· Develop and update procedures relating to the work of a unit;

· Produce student statistical reports for the institution and outside bodies, including the maintenance of data;

· Co-ordinate all student-related functions within a division from enrolments through to graduation.

Student Services:

· Provide counselling services which may cover a range of activities including:

· Individual counselling for students with learning difficulties;

· Individual counselling for overseas students based on a knowledge of cross cultural perspectives and values;

· Individual psychological counselling;

· Supervise an administrative program within a student services department which requires co-ordination and needs to be related to other departmental activities, eg. school liaison, housing welfare;

· Provide individual and group information, welfare, advisory and counselling services to clients of a department;

· Identify needs for student services and identify appropriate strategies to meet such needs;

· Provide input into the development of policy under the consideration of a department;

· Implement and evaluate workshops and programs on specific issues for students;

· Develop and recommend procedures for the operation of student services;

· Maintain confidential client records and statistical collections.

Computing/Information Technology:

· Undertake a range of computer programming tasks;

· Provide documentation and assistance to computer users;

· Analyse less complex user and system requirements;

· Act as systems administrator for a department’s network of PCs, including adherence to IT security standards;

· Undertake systems analysis and systems design in relation to the detailed development or maintenance of computer systems, including those in specialist areas;

· Manage all computer facilities for an academic department including system administration, less complex system analysis and design, programming support, hardware and software maintenance, where there is only a limited degree of complexity and diversity;

· Explain the operational aspects of computer systems to users;

· Enhance or modify existing programs to suit new requirements eg: undertake reprogramming that may become necessary as a result of changes in the operating system or the make or model of computer equipment on which the computer system is run;

· Provide advice on programming aspects to staff in other areas of the institution who undertake their own programming eg finance, student administration;

· Determine the systems design and programming requirements necessary to implement changes to existing computer systems;

· Provide advice and assistance to graduate level programmers;

· Investigate new programming and undertake systems design for staff in other areas of the institution who undertake their own programming;

· Generate and implement new versions of software operating systems;

· Examine and report on the efficiency and effectiveness of computer systems including hardware configurations, software packages and make recommendations for improvement where appropriate;

· Analyse and resolve hardware problems associated with the network infrastructure including cabling systems and equipment;

· Install and maintain network cable plant and equipment;

· Conduct investigations into failures in operating systems and standard software packages;

· Examine and formulate appropriate computer systems standards;

· Investigate alternative plans for computer applications and draft guidelines outlining probable requirements;

· In area of expertise, stay abreast of technical developments within the IT industry;

· Produce routine technical documentation;

· Undertake less complex computing projects, usually as part of a team.

Technical:
· Supervise a team of technical staff;

· Advise on redesign of laboratories;

· Safety officer for a larger department;

· Co-ordinate the overall upkeep and maintenance of all departmental facilities;

· Interpret results from complex experiments and assist in writing papers for publications in consultation with academic staff;

Library:
· Provide a range of library services, including bibliographic assistance, original cataloguing and reader education in library and reference services;

· Communicate and interpret library policies and procedures;

· Direct and supervise reference librarians and reference assistants;

· May undertake more complex reference and research inquiries;

· Participate in the assessment of needs for software and related facilities for improved localised library/information service requirements;

· May work with teaching staff in the development of information skills and literature programs and in the provision of resources for curriculum development and implementation;

· May provide expert advice in relevant area;

· In a small library, provide a range of library and information services and assist in the general administration of a library;

· Operate a discrete unit within a library which may involve significant supervision or the senior staff member in an out-posted service;

· In a large library, may be involved in the provision of a particular library service eg. reference and information services or cataloguing information;

· Design, research and present information skills programs;

· Assist with collection management.


	· In a Library: 
· Combine specialist expertise and responsibility for managing a library function

· In Student Services: 
· The training and supervision of other professional staff combined with policy development responsibilities which may include research and publication.

· In Technical Manager Positions: 
· The management of teaching and research facilities for a department or school .

· In Research Positions: 
· Acknowledged expertise in a specialised area or a combination of technical management and specialist research. 

· In Administrative Positions: 
· Provide less senior administrative support to relatively small and less complex faculties or equivalent

Additional Information to Descriptors

Administrative:
· Senior administrative positions are typically responsible for 1 or 2 institution-wide functions that are reasonably complex and require sensitivity and a considerable breadth of knowledge.  They include positions with project management or significant supervisory responsibilities.

· Positions at this level may be involved in long term or strategic planning processes, actively contributing to the identification of issues and opportunities, anticipating changes to the immediate and broader environment and making recommendations to senior management about appropriate responses.

· Undertake research, project or advisory duties on behalf of senior management across a range of issues, usually of a major developmental nature and prepare appropriate position papers and policy advice for senior management, this may be as part of team responsibility or as part of team or project activity;

· Responsible for one or two discrete, complex and sensitive university-wide functions which involve interpretation and implementation of specific legislation, including as appropriate the preparation of draft policies and procedures which will be approved by others, e.g.: Work Cover and Insurance Officer;

· Assume responsibility for a significant function which requires the preparation of substantial advice to senior management within a faculty, this advice being related to resource and planning issues, e.g.: Departmental Finance Officer;

· Manage the statistical function for an academic institution including the retrieval, maintenance, compilation and analysis of statistical information, the establishment of procedures for collection and compilation, the design of reports and statistical guidelines, the provision of advice on the development of quantitative planning models, and the projection of demographic and enrolment trends for institutional planning.

Student Services:

· Provide experienced counselling services. This may include providing assistance to, and supervision of, staff providing counselling services. Utilising extensive understanding of cross cultural perspectives and values to assist the needs of students with learning difficulties;

· Provide supervision for psychologists seeking registration with the APS;

· Conduct investigations and manage projects relating to the development of new policies or programs within a student services environment;

· Research and evaluate policy options under the consideration of the department.

Computing/Information Technology:

· Lead a small team of Computer Systems Officers, directing the development, modification and/or maintenance of computer systems, including acting as the main point of contact for system administrators in other areas of the institution, meeting project schedules, day-to-day direction of the team, maintenance of work quality;

· Lead a small team of Computer Systems Officers providing specialist activities. (Note: In institutions with extensive computing services, specialist advice in relation to some areas such as software and planning and strategic design would be provided at higher levels);

· Undertake stand alone computing projects or participate in computing or cross-functional project teams;

· Direct the maintenance and modification of computer systems;

· Examine likely long term requirements for computer systems and suggest alternative plans and strategies and report on their feasibility;

· Provide advice on complex programming programs to staff in other areas of the organisation who undertake their own programming;

· Manage a diverse and extensive range of computer systems for an academic department, including complex systems planning, analysis and design, systems administration, advanced programming support, laboratory management, network security, requisition and accounting of equipment purchases, recommending hardware and software purchases and ensuring adequate management and maintenance of department hardware and software;

· Provide a range of specialised computer services in a computer services department servicing an institution;

· Perform advanced programming in a number of languages;

· Undertake system analysis and design for new or planned computer systems.

Technical:
· Manage and direct the provision of a complex, efficient and effective technical support service for an academic department including:

· Supervision and maintenance of a number of laboratories;

· The provision of complex technical services for the teaching and research activities of the department, including students and academic staff;

· Supervise all technical staff, roster staff and allocate/schedule work loads and responsibilities;

· In consultation with the head of department/school, relevant academics and other technical staff, assess the forward needs of the department in respect of staff, plant, apparatus and general equipment and schedule the appropriate acquisition of supplies;

· Monitor expenditure and budgets relating to technical services, plan and recommend budgets/expenditure;

· Establish and implement technical/laboratory procedures and ensure that all technical staff are adequately trained;

· Recruit appropriately qualified and trained technical staff,

· Undertake highly specialised and complex technical work and provide authoritative advice and assistance to academic staff, research and/or undergraduate students on methods of equipment manufacture, design or testing, as appropriate;

· Ensure and plan for the satisfactory maintenance, security and safety of the various laboratories, areas and plant under control including compliance with relevant legal requirements;

· Manage a university-wide technical support including audio-visual and classroom support.

Library:
· Combine specialist expertise and responsibility for managing a library function such as Circulation, Periodicals or Reference;

· Provide specialist reference or information services at a senior or level to specified groups of educational clients; this includes liaison with academic staff in departments/schools/ divisions with regard to their teaching needs and research interests, to ensure ongoing development and provision of library resources and services; this would involve the provision of professional advice on information resources and services related to the development and accreditation of new and ongoing courses;

· Formulate and review policy and procedures relating to the function managed;

· Monitor trends in user and client needs and modify services accordingly;

· Contribute to the development of general library and information policy;

· Plan and implement the selection and use of resources;

· Assess software and facility options;

· Undertake stand alone library projects or participate in library or cross-functional project teams;

· Supervise, develop and appraise staff,

· Respond to client concerns and develop/adapt procedures accordingly (in accordance with policy);

· Make recommendations on budget allocations for future staffing levels, equipment and furniture.
	· Assist in the management of a large functional unit with a diverse or complex set of functions and significant resources
· Manage a function or development and implementation of a policy requiring a high degree of knowledge and sensitivity
· Manage a small and specialised unit where significant innovation, initiative and/or judgement are required
· Provide senior administrative support to schools and faculties of medium complexity, taking into account the size, budget, course structure, external activities and management practices within the faculty or equivalent unit
Additional Information to Descriptors

Administrative:

· Head of a small unit with clearly specialised role and with a focus across a number of sectors of the organisation;

· Deputy manager of a large department with day-to-day responsibilities across a number of sectors of an institution;

· Responsible for the efficient and effective administration of a medium sized school/ division encompassing a wide range of administrative functions including: budgets and financial resources: all aspects of student administration including examinations, enrolments, student records, exemptions, student selection, student progress review, committee secretariat, faculty publications, statistics, awards and graduation ceremonies: the provision of high level advice to a head of a division in relation to budgetary policies and procedures, annual budget, allocations, the development of resource allocation models, student selection strategies and the development of a Faculty Strategic Plan.

· Provide the full range of financial services to a division of an institution eg TAFE College.

· Undertake significant research activities in order to prepare major policy and procedural recommendations;

· Undertake major projects which will impact directly on all aspects of the line area’s operations; this will usually involve project team leadership.

Student Services:

· Manage the student counselling service for an institution, encompassing personal, educational and financial counselling as well as the provision of specialist counselling services;

· Manage the provision of an effective and efficient careers service department for an institution in order to assist students in making the transition from study to work, including school liaison, overseeing graduate placement, the provision of careers counselling to both staff and students, the establishment of close links with employers in the public and private sectors, the development of campus interview programs and the provision of a careers library;

· Undertake major projects which will impact directly on all aspects of the line area’s operations; this will usually involve project team leadership.

Computing Networks and Communication:

· Manage a major function within a computer services department engaged in developing and maintaining computer systems which may encompass two or more small teams. Examples of such a function include; systems programming and operations, which is responsible for programming and software maintenance for an institution: communications, which is responsible for the installation and maintenance of all communication equipment relating to an institution’s computer networks.

· Such a position would be responsible for the formulation and evaluation of work programs and plans, the establishment of work standards and priorities, the evaluation of achievements, assigning personnel to small teams and providing high level specialist advice.

· Undertake major projects which will impact directly on all aspects of the line area’s operations; this will usually involve project team leadership.

Library:

· Undertake assigned major projects within a library which impact directly on all areas of the library operations; this will usually involve project team leadership;

· Responsible for the evaluation, development and c-ordination of library computing systems for a large library, including systems integration and planning, development and interpretation of collection development statistics, evaluation of systems, negotiation with commercial and co-operative agencies, provision of advice on budgetary provision for library computer systems and directing investigations into library system and products.

· Develop policy and procedures for a function within a library.

· Participate in the planning function of the library.

· Manage a medium sized library or a semi-autonomous campus library which is part of a larger institutional library.

· Manage a group of professionals in the provision of specialised information services directly to divisions.

· Plan the development of resource sharing networks and provide specifications for the development of computer based information services.

· Undertake priority setting, budget preparation and monitoring for the library.


	· Assist in the management of a large functional unit with a diverse or complex set of functions and significant resources
· Manage a function or development and implementation of a policy requiring a high degree of knowledge and sensitivity and the integration of internal and external requirements
· Manage a small and specialised unit where significant innovation, initiative and/or judgement are required
· Provide senior administrative support to schools and faculties of medium complexity, taking into account the size, budget, course structure, external activities and management practices within the faculty or equivalent unit
Additional Information to Descriptors

Administrative:
· Responsible for the planning and management of a multi-functional, cross-sectoral equity for an institution and responsible for ensuring the conformity of the institution to legal requirements pertaining to equal opportunity, equal employment opportunity, affirmative action and negotiated target programs, as well as the development and implementation of the institution’s own policies and strategies in these areas. This relates Head of a small unit with clearly specialised role and with a focus across a number of sectors of the organisation;

· Lead and/or participate in major projects which have a university-wide focus and impact.

· Deputy Manager of a university-wide department with a significant policy function.

Computing Networks and Communication:
· Manage a significant unit within a computer services department such as Customer Services or Networks and communications, which are engaged in a range of significant project and development works with a change agent/focus such as a significant university-wide computer applications development to support major functions such as student administration, library, finance or management. Such positions are relied upon to provide authoritative long term planning advice, to be creative and to initiate, research and direct investigations in specialist areas and provide creative specialist advice. 

Library:

· Manage a significant division within a large institutional library, such as Technical services or User Services which encompass a number of significant library functions. This includes coordinating the overall development and maintenance of significant library services and assuming responsibility on a line, functional or advisory basis for a number of associated operations, policies or practices requiring major on-going integration.

Research:

· Coordinate and manage the research function across an institution, including the development of policies and practices relating to the institution’s research management plan, the promotion and encouragement of research activities and a research culture within the organisation, the provision of training and assistance in the generation of public and private sector research grants and the negotiation of potential research funding sources on behalf of the institution.


	· Manage a large functional unit with a diverse or complex set of functions and significant resources
· Manage a more complex function or unit where significant innovation, initiative and/or judgement are required
· Provide senior administrative support to the most complex schools and faculties in large institutions, involving complex course structures, significant staff and financial resources, outside activities and extensive devolution of administrative, policy and financial management responsibilities to this position.
Additional Information to Descriptors

· Manage the provision of corporate services and functions for an organisation.

· Manage the total human resources function of an organisation.

· Manage the provision of financial services for an organisation.

· Manage the provision of a full range of student support services for an educational institution.

· Manage the strategic planning functions of an organisation, including the development of management information systems.

· Manage the operations of a large educational library providing the full range of library services for an institution.

· Manage an integrated information systems function which provides the full range of computing services to the administration, teaching and learning resources operations of an educational institution.

· Lead project teams whose activities will have a major impact on university-wide activities and processes.




Professional Staff Classification Descriptors:

	Dimension
	HEW Level 1

(Descriptor 1F)
	HEW Level 2

(Descriptor 2F)
	HEW Level 3

(Descriptor 3F)
	Hew Level 4

(Descriptor 4F)
	HEW Level 5

(Descriptor 5F)

	Training Level or Qualification – Descriptor “F”


	· Perform duties which do not require formal qualifications or work experience prior to engagement
Additional Information to Descriptors

· Positions operate basic materials handling equipment, but excluding equipment that requires a special licence.

· Basic Communication/ interpersonal skills are used at this level.


	· Perform duties at a skill level which requires:
· Completion of year 12 without work experience

· Completion of Certificates I or II with work experience*
· Or, an equivalent, alternate combination of relevant knowledge, training and/or experience.
Additional Information to Descriptors

· Positions may be required to possess a suitable licence to operate materials handling and other equipment/machinery.

· Good verbal communications skills as well as knowledge of the work area and service provided

· Good communication/ interpersonal skills

· Apply basic skills in communication in order to provide information to members of the public, students and staff

· Work effectively in a team environment.

* Additional Information


	· Perform duties at a skill level which requires:
· Completion of a Trades Certificate or Certificate III* or

· Completion of year 12 with relevant* work experience

· Or, an equivalent, alternate combination of relevant knowledge, training or experience.

· Persons advancing through this level may typically perform duties which require further on-the-job training or knowledge and training equivalent to progress toward completion of an advanced certificate/Certificate IV or associate diploma.

Additional Information to Descriptors

· Positions require skills and knowledge that can not normally be gained through initial on-the-job training and experience but which usually requires some form of specialist training.

· Base entry level for qualified trades and technical staff who have completed an approved apprenticeship, para-professional qualification or equivalent.

· There is generally a requirement to possess some form of work‑related experience in order to perform the duties.  This experience may include general on-the-job experience, or in the case of positions which require the completion of a trades or para-professional qualification, experience which forms part of the course curriculum and is a mandatory requirement for successful completion of the qualification.

· Good communication/ interpersonal skills are required, including the ability to work in a team environment and to be able to co-operate effectively with other staff on matters relevant to the immediate work area.

· In administrative and secretarial positions the level of communication skills required is greater and tact is often required.  These skills are necessary in order to perform tasks such as making bookings and appointments, organising meetings and relaying messages by telephone on behalf of managers.

*Additional Information
	· Perform duties at a skill level which requires:
· Completion of an Associate Diploma level qualification with relevant work related experience or a Certificate  IV* level qualification with post certificate relevant work experience or

· Completion of a post-trades certificate or advanced certificate and extensive relevant work experience and on-the-job training or
· Completion of a Certificate III with extensive relevant work experience.

· Or, an equivalent, alternate combination of relevant knowledge, training and/or experience.

Additional Information to Descriptors

· Positions require the application of knowledge usually gained from the completion of a formal qualification or equivalent experience.

· In technical positions, incumbents apply techniques and theoretical knowledge equivalent to an associate diploma and limited relevant experience, to a range of procedures and tasks.

· Positions generally require considerable experience that has been gained in positions within a similar area.  Some examples of typical experience requirements at HEW level 4 include qualified trades persons with extensive experience or a combination of experience and post-trade qualifications and experienced clerical/administrative staff in finance, human resources or student records.

· Positions require well developed written and verbal communication skills, including the ability to gain the co-operation and assistance of others in the performance of well-defined tasks.  Where necessary, good written communication skills are required to draft correspondence and reports.

· Positions in supervisory roles must possess a basic knowledge of human resources practices and be able to provide effective supervision and on‑the‑job training.

· Proven skills in time management including the ability to plan and organise one’s own work are also required.

· In trades positions, extensive diagnostic skills.

· Positions frequently require basic investigative and analytical skills in order to perform tasks such as solving basic problems (eg: fault diagnosis), undertaking literature searches or reconciling bank statements.

*Additional Information


	· Perform duties at a skill level which requires knowledge and training equivalent to*:
· Completion of a degree without subsequent relevant work related experience or,

· Completion of an advanced diploma qualification and at least 1 year of subsequent relevant work experience or*,
· Completion of an associate diploma and at least 2 years subsequent relevant work experience or,

· Completion of a Certificate IV and extensive relevant experience or*,
· Completion of a post-trades certificate or advanced certificate and extensive subsequent relevant work experience as a technician.

· Or, an equivalent, alternate combination of relevant knowledge, training and/or experience.

Additional Information to Descriptors

· Base grade professional positions are found at this level (ie graduate entry level).

· Positions require theoretical knowledge equivalent to degree level with little or no experience or, alternatively, para-professional qualifications combined with considerable experience.

· Graduate positions at this level generally require little or no experience on appointment, whereas positions that do not require this level of qualifications would demand considerable relevant experience in a similar or related field to the position. 

· Experienced graduates will be found in HEW level 5 positions where the work requires progressively less review and the incumbent exercises more individual judgement and initiative, but where the task level does not equate to a higher HEW level.  Such positions may also perform a broader range of associated tasks.

· Administrative and technical positions generally demand considerable experience in a particular functional or specialist area eg. filing and management systems, recruitment, student administration or technical specialist.

· Positions frequently require a high level of verbal and written communication skills, together with the ability to contribute as part of a team.

· Well-developed organisational skills are required, including the ability to set priorities, manage time, and plan work one week in advance, in consultation with the position supervisor.

· Team leadership skills and/or supervisory experience is usually expected for positions with staff supervision responsibilities.

· As experience is gained, graduates are expected to achieve a high level of technical competence in the application of standard theoretical principles eg. in undertaking computer programming tasks, analysing and tabulating research data, maintaining expenditure reports, providing counselling services or undertaking original cataloguing.  Graduates who have gained experience would be expected to utilise more creative skills, such as participation in computer systems analysis and design.

· Functional knowledge required to provide advice to staff and students and be responsible for the daily administration of the function include knowledge of central registry, HECS, PELS, student awards, admissions and appointments.

· Technical positions require specialist skills and knowledge in their area, which enable them to perform design and construction work and carry out testing and fault diagnosis.  Positions at this level require skills in estimating forward requirements for materials and equipment and for handling dangerous substances.  Basic knowledge of Codes of Practice for laboratories, ie. fume cupboards, storage and handling of chemicals.

* Additional Information




	Dimension
	HEW Level 6

(Descriptor 6F)
	HEW Level 7

(Descriptor 7F)
	HEW Level 8

(Descriptor 8F)
	Hew Level 9

(Descriptor 9F)
	HEW Level 10

(Descriptor 10F)

	Training Level or Qualification – Descriptor “F”


	· Perform duties at a skill level which requires:
· A degree with subsequent relevant  experience or,

· Extensive experience leading to either the development of specialist expertise or to the development of broad knowledge, in technical or administrative fields.

· Or, an equivalent, alternate combination of relevant knowledge, training and/or experience.

Additional Information to Descriptors

· Due to the requirement for positions at this level to adapt procedures and exercise a degree of innovation in their jobs, positions require skills and knowledge greater than normally acquired through tertiary education alone. 

· Positions in line management roles with supervisory responsibilities require the ability to lead and motivate staff.  Team leadership skills are therefore essential for those in supervisory or management positions at this and more senior levels.  An appreciation of team dynamics is also essential to ensure effective participation in and/or leadership of varying work teams.

· Where the supervision or management of employees is part of the job, the position requires a thorough understanding of and an ability to implement human resources practices including those related to equal employment opportunity, occupational health and safety and staff development.

· Excellent written communication skills are required, particularly in positions that are responsible for preparing policy and planning advice or servicing a range of committees. 

· Strong verbal communication skills are essential for positions at this level.  Positions require the ability to gain cooperation and support from others, both within and external to the university.  Frequently issues that are discussed or negotiated at this level are complex or sensitive.

· Positions frequently require proficiency in the application of a theoretical or scientific discipline, including the underlying principles.  This requires remaining up to date with relevant professional knowledge and developments.

· Some positions at this level, particularly where the primary function is to manage financial resources, require a familiarity with relevant budgeting techniques.

· Positions require skills in managing time, setting priorities, planning and organising one’s own work and that of others to achieve specific objectives efficiently and within the resources and deadlines set by more senior positions.

· Positions are required to possess skills in forward planning, monitoring and evaluation and be able to devise, recommend and implement significant improvements to procedures pertaining to their area of responsibility.


	· Perform duties at a skill level which requires:
· A degree with at least 4 years subsequent relevant  experience or,

· Extensive experience and management expertise.

· Or, an equivalent, alternate combination of relevant knowledge, training and/or experience.

Additional Information to Descriptors

· Examples of the extent and level of experience expected in positions at this level include: substantial experience in the provision of circulation services in a tertiary library; extensive experience as a technical officer, including experience in the supervision of one or a number of individual laboratories; extensive experience in the administration of insurance and workers compensation claims; considerable experience in advanced computer systems, technical programming or systems administration; considerable experience in a range of human resource administration activities.

· Where staff management and supervision is required, positions demand a thorough knowledge of human resource practices.  This includes an understanding of and ability to operate within the university’s terms and conditions of employment, including equal opportunity and occupational health and safety policies, recruitment and selection procedures and techniques, the preparation of position descriptions and the utilisation of employee development and appraisal schemes.

· Highly developed interpersonal skills are essential at this level in order to gain the co-operation and assistance of staff, clients, members of the public and other employees in the administration of defined activities.

· Participation in negotiating the allocation of, and planning for, future resourcing is common in positions which predominantly manage resources.

· Positions at the level are likely to be involved in consultation and negotiation of complex or sensitive issues.  This often involves liaison with other organisations to discuss specialist matters and with employees in other functions within their own organisation to resolve intra-organisational problems.

· Excellent written communication skills are required, particularly in positions that are responsible for providing policy and planning advice.

· Positions at HEW 7 require proficiency in the application of a theoretical or scientific discipline in the search for responses in new problems and opportunities.  They are required to remain up to date with a body of relevant professional knowledge that may be applied in innovative ways to planning issues or daily operations, or that will require change in the way work is undertaken.

· Knowledge of, and familiarity with, the principles and practices of human resource management, budgeting, and financial procedures may also be required.


	· Perform duties at a skill level which requires:
· Postgraduate qualifications or progress towards postgraduate qualifications with extensive, relevant experience.

· Extensive experience and management expertise*
· Or, an equivalent, alternate combination of relevant knowledge, training and/or experience.

Additional Information to Descriptors

Experience:

· The skills and knowledge needed to operate at this level are beyond those normally acquired through a degree course and experience in the field of the employee’s expertise alone.

· Typically, the skills and knowledge required for positions would be gained through further formal qualifications in the field of expertise or in management or experience in another specialised field.

· Alternatively, they might be acquired through lesser formal qualifications together with extensive and diverse experience or intensive specialist experience.

· Given that positions at this level are typically in managerial roles or , alternatively, are the most senior administrative person in a Faculty, incumbents would be expected to have gained extensive experience in a line management or supervisory capacity.

· Alternatively, they would bring to positions at this level a demonstrated capacity to perform such a role through the undertaking and leading of major projects in a related area.

· Experience in the development of policies and procedures would normally be required.

Communication/ Interpersonal Skills:

· Positions at this level require the ability to persuade, convince or negotiate at senior levels with clients, members of the public, other employees, tribunals and persons in other organisations in the pursuit and achievement of specific and set objectives.

· Excellent interpersonal/ communication skills including experience in successfully leading and motivating staff either through direct supervision or as part of a team are required.

· Positions at this level often lead a team of highly skilled professional staff.

· Excellent written communication skills including the ability to prepare detailed position papers and prepare policies and procedures are also required.

Other Training, Skills and Knowledge:

· Positions at this level would typically be expected to possess demonstrated leadership and management skills including financial management skills and a proven ability to develop policies and procedures and communicate these effectively to senior management. 

· These positions require proficiency in the application of theoretical approaches in the search for solutions to new problems and opportunities which may be outside the original field of specialisation by the employee.

· A sound knowledge is required of the long-term goals of the wider organisation, its values and aspirations, and of the legal, socio-economic and political context in which it operates.

· A sound knowledge of budgeting and relevant accounting and financial procedures is usually required except in the case of specialist positions where such knowledge may not be required.

· Well-developed management and supervisory skills are required to achieve objectives and goals, taking account of organisational and external constraints and opportunities. This includes skills in setting objectives for a work unit, scheduling, prioritising, planning and organising a Unit’s work flow, developing a team approach to work and delegating work appropriately.

· Substantial experience in team dynamics as both a member and team leader is essential to ensure effective participation in and leadership of teams often involved in complex projects.
*Additional Information
	· Perform duties at a skill level which requires:
· Postgraduate qualifications and extensive, relevant experience or 

· Extensive management expertise and extensive management experience.

· Or, an equivalent, alternate combination of relevant knowledge, training and/or experience.

Additional Information to Descriptors

Experience:

· The skills and knowledge needed are beyond those acquired through the completion of a degree course and/or experience in the employee’s area of specialist expertise alone. 

· Experience in a managerial role is typically a requirement of positions at this level. This would entail a breadth of experience across a range of related functions.

· Proven, significant ability to develop and interpret policy and provide authoritative advice which will be taken into consideration in the strategic planning process is expected at this level.

· Substantial experience in the establishment of objectives and performance criteria would also be expected.

· Experience in major project management  and the proven ability to manage resources, particularly financial resources, is frequently required for positions at the HEW 9.

Communication/ Interpersonal Skills:

· Positions at HEW 9 typically require communication and interpersonal skills of an extremely high order.

· They require the ability to persuade, convince or negotiate with individuals and organisations both within and outside the institution in order to pursue the achievement of specific objectives.

· Positions which have a large requirement for communication with outside organisations would also require considerable negotiation skills, particularly in positions which are required to search for and negotiate sources of funding.

· A high level of written communication skills are required in positions at this level, due to the frequent requirement to prepare reports and correspondence for senior management on issues of considerable complexity with institution-wide focus.

· Positions at this level are required to lead, motivate and develop other employees and work teams in the pursuit of common goals

· A key feature of some positions at this level is the requirement to act as a change agent within and across the organisation. This demands particularly high interpersonal and negotiation skills and the ability to deal effectively with very sensitive issues.

Other Training, Skills and Knowledge:

· Positions at this level require considerable initiative and conceptual skill, together with a considerable degree or creativity.

· These skills are required in order to develop programs, methods and strategies which will enable positions and the functional units which they manage to achieve established objectives.

· Thoroughly developed management, leadership and supervisory skills are expected in positions at this level, including extensive experience in team dynamics as both a members and a leader.

· Given that positions at this level are typically required to manage the budget of their department/unit as well as administer specific designated funds for internal and outside sources and to report on the performance of these, well developed skills in financial management are usually required.

· Positions in charge of specialised units frequently require an extremely high level of analytical and research skills appropriate to their field of expertise.


	· Perform duties at a skill level which requires:
· Experience and expertise in the management of significant human and material resources, in addition to, in some areas, 

· Postgraduate qualifications and extensive relevant experience.

· Or, an equivalent, alternate combination of relevant knowledge, training and/or experience.

Additional Information to Descriptors

Experience:

· The skills and knowledge needed are beyond those acquired through the completion of a degree course and/or experience in the employee’s area of specialist expertise alone.

· Generally, positions at the HEW 10 require a breadth of experience which spans more than one functional area.

· Extensive experience in a managerial role is typically a requirement of positions at this level.

· Positions require proven expertise and extensive experience in the management of significant human, physical or financial resources.

· Proven ability to develop and interpret policy and provide authoritative advice upon which corporate level decisions will be made is expected at this level.

Communication/ Interpersonal Skills:

· Positions at HEW 10 typically require communication and interpersonal skills of an extremely high order.

· A high level of written communication skills are required in positions at this level, due to the frequent requirement to prepare reports and correspondence for senior management on issues of considerable complexity with institution-wide focus.

· The level of interpersonal skills required is also significant.

· Positions at this level are required to lead, motivate and develop significant numbers of other employees and work teams in the pursuit of common goals. This supervision includes other professionals who may be in charge of their own functional areas with their own integrated operational plans and objectives.

· A key feature of many positions at this level is the requirement to act as a change agent within and across the organisation. This demands a particularly high level of interpersonal and negotiation skills and the ability to deal effectively with very sensitive issues.

· Positions at HEW 10 level are often required to lead programs which require a cultural change across the whole organisation, requiring the individual to convince and lead staff at all levels of the institution in order for the program to be successful.

· The level of negotiation skills required is particularly significant at this level due to the regular requirement for positions to negotiate with external organisations in relation to obtaining significant resources, negotiate tenders and contracts or represent the institution at significant hearings of legal or quasi-legal nature.

Other Training, Skills and Knowledge:

· Positions classified at this level require creative and substantial problem solving and negotiation skills acquired through a combination of managerial training and experience and formal study.

· The ability to lead and motivate a large and often diverse range of staff in a functional line area and also cross-functional teams requires a significant degree of human resources related skills and a detailed knowledge of team dynamics. 

· Knowledge and experience in the area of performance management is a key component of this.

· Due to the frequent requirement for positions at this level to act as change agents for major programs which affect the entire organisation, a thorough knowledge of the principles involved in implementing and managing change, particularly cultural change is required.

· In addition, highly developed skills in the development of significant policies at the corporate level are required. Positions at HEW 10 are responsible for the development of policy for their own areas, as well as contributing to the development of policies and strategic and operational plans for the whole corporate area.

· As such, skills and knowledge in the strategic planning process are demanded.




Professional Staff Classification Descriptors:

	Dimension
	HEW Level 1

(Descriptor 1G)
	HEW Level 2

(Descriptor 2G)
	HEW Level 3

(Descriptor 3G)
	Hew Level 4

(Descriptor 4G)
	HEW Level 5

(Descriptor 5G)

	Occupational Equivalent

 - Descriptor “G”

	· Cleaner

· Labourer

· Trainee for Level 2 duties

Additional Information to Descriptors

· Caretaker

· Shop Assistant

· Bar Attendant

· Catering Assistant


	· Administrative Assistant

· Security Patrol Officer

Additional Information to Descriptors

· Filing Clerk.

· Building Attendant

· Pool Attendant

· Bookshop Assistant

· Trades Assistant

· Oiler/Greaser
	· Tradesperson

· Technical Assistant/ Technical trainee

· Administrative Assistant

Additional Information to Descriptors

· Receptionist

· Student Records Assistant

· Technical assistant

· Certified Gardener

· Records Clerk

· Administrative Assistant

· Printery Assistant

· Plant attendant

· Circulation Officer
	· Technical Officer or Technician
· Administrative above level 3

· Advanced Tradesperson

Additional Information to Descriptors

· Secretary

· Accounts Payable Clerk

· Student Services Officer

· Student Liaison Officer/ Student Enquiries Officer

· Technical Assistant

· Administrative Assistant

· Duty Officer

· Copy Cataloguers

· Trades: Painter, Electrician, Plumber, Fitter, Carpenter, Leading Hand Gardener


	· Graduate (ie Degree) or professional, without subsequent work experience on entry (including) inexperienced computer systems officer); administrator with responsibility for advice and determinations; experienced technical officer

Additional Information to Descriptors

· Secretary

· EA to the Head of School

· Open Learning Administrator

· Web Developer

· Help Desk Operator

· Technical Support Officer/PC Support

· Graduate Accountant

· Budgets Officer

· Reference Librarian

· Trades: Leading Hand

· Undergraduate Program Administrator

· Office Manager

· Graduate Studies Administrator




	Dimension
	HEW Level 6

(Descriptor 6G)
	HEW Level 7

(Descriptor 7G)
	HEW Level 8

(Descriptor 8G)
	Hew Level 9

(Descriptor 9G)
	HEW Level 10

(Descriptor 10G)

	Occupational Equivalent

 - Descriptor “G”


	· Graduate or professional with subsequent relevant work experience (including a computer systems officer with some experience);

· Line Manager

· Experienced Technical Specialist and/or

· Technical Supervisor

Additional Information to Descriptors

· Secretary to Member of Vice-Chancellor’s Group/ Dean

· Senior Administrative Officer

· Graduate with Experience (ie Accountant)

· Trades: Foreman

· Training and Documentation Coordinator

· Finance/Budgets Officer

· Liaison Librarian

· Systems Administrator


	· Senior Librarian

· Technical Manager

· Senior Research Assistant

· Professional or Scientific Officer

· Senior Administrator on a small less complex faculty

Additional Information to Descriptors

· Subject Librarian

· Network Manager

· Archives Manager

· Manager, Technical & Computing

· Executive Officer

· Project Coordinator
	· Researcher of National Standing

· Manager

· Senior School or Faculty Administrator

Additional Information to Descriptors

· Benchmark Positions to be identified

	· Researcher of National or International Standing

· Manager

· Senior School or Faculty Administrator

Additional Information to Descriptors

· Benchmark Positions to be identified

	· Senior Program, Research or Administrative Manager

Additional Information to Descriptors

· Benchmark Positions to be identified
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