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[ Describing a Role Process j

A role changes
and Job
Description
requires review

Is it a significant
change?

YES

New role is
created

s the role a single
status role?

An appropriate

selected and

streamlined Job
Description (JD) is

Slight or no amends
made to JD (regrading
not required)

STREAMLINED ROLE CHANGES

Although the specific role element of a streamline JD
can be changed, the generic element and essential
criteria should not be amended. If the change is to

these elements then a different streamlined JD should

be considered or advice should be sought from the HR
Advisory Service

Does an
appropriate JD
already exist?

YES

GENERAL JOB DESCRIPTION
TEMPLATE

The general job descrption template
and guidance on describing a role can
be found on Managing People.
Managers should use the template
when creating a new job description.

Is the position a
streamlined role?

NO

he similar JD can be
used or amended to
create an appropriate
JD for the role

Does a similar JD
already exist?

NO

All new positions
should be graded
unless an existing
graded job description
is used unchanged

The general JD
template should be
used and a new JD
created from this

GRADING JOBS

When new or amended job

STREAMLINED JOB DESCRIPTION TEMPLATES

Streamlined job descriptions will contain generic role profile and essential
criteria elements that should not be changed. Using streamlined role
profile templates meand a specific role profile can be created but the

position will not need to be graded as streamlined roles are already

assigned a JEID and grade.

descriptions are created they must

then be graded through the
appropriate grading mechanism.

Please review the grading process
to ensure the role is graded
appropriately. No job can be
advertised or filled without a

graded job description




