Salary system for universities
Job demand level for administrative staff
University collective agreement

JOB DEMAND LEVEL FORM FOR ADMINISTRATIVE STAFF

Instructions
Read the job demand level chart carefully before filling out this form. The demand level should be determined on the basis of the requirement of the position, not on how the employee carries out his or her tasks. 

The principal requirement factors in the system for administrative staff are the content of the position and the problem solving and organisational skills that it requires, interaction skills, responsibility and the required knowledge and skills.
Go through the form with your manager. The goal is to reach mutual agreement on a job description. The employer will decide about the job tasks and changes in them. 
The manager shall propose the requirement level on the basis of the evaluation. The manager and the staff member will each receive a signed copy of the form.

The Assessment Group will handle the form and the job demand level evaluation and propose a job demand level. The Rector will confirm the job demand level.       

	GENERAL INFORMATION

	Job Title 


	Department/Unit



	Employee 


	Highest Qualification Obtained 



	Job Format

 FORMCHECKBOX 
 Continuing  FORMCHECKBOX 
 Fixed Term
	Start / End Dates (if Fixed Term)



	 FORMCHECKBOX 
 Acting, For whom? 

	Manager



	GENERAL JOB DESCRIPTION AND DESCRIPTION OF MAIN TASKS

	The employee fills out the form and discuss it with his or her manager. The goal is to reach mutual agreement on a job description.

	



	PROBLEM SOLVING AND ORGANISATIONAL SKILLS

	In what situtions or in connection to what tasks do you need problem solving and organisational skills? Describe these based on the requirements listed in the demand level chart.

	



	INTERACTION SKILLS

	In what situtions or in connection to what tasks do you need interaction skills? Describe these based on the requirements listed in the demand level chart.

	



	RESPONSIBILITIES

	What responsibilities does your work entail? Describe these based on the requirements listed in the demand level chart.

	



	COMPETENCIES (REQUIRED KNOWLEDGE AND SKILLS)

	Describe what knowlede and skills are required to successfully carry out your work tasks. 

	


	EMPLOYEE’S AND MANAGER’S PROPOSAL FOR JOB DEMAND LEVEL

	Employee:


	Manager:



	Grounds for employee’s proposal (if different from manager’s proposal);


	Grounds for managers’s proposal (if different from employee’s proposal);




	EMPLOYEE’S AND MANAGER’S SIGNATURES

	Employee
	Date

	Name and signature



	Manager
	Date

	Name and signature



	MANAGERS PROPOSAL

	Job demand level: 

	Grounds for proposed job demand level in relation to other prostions within the unit included by the salary system.



	Date

	Signature and name



	PROPOSAL BY ASSESSMENT GROUP

	Demand level: 

	Grounds for proposal



	Date 


	ADDITIONAL COMMENTS BY ASSESSMENT GROUP

	 FORMCHECKBOX 
 The Job Description Form has been returned for completion: To Whom? Why? 
 FORMCHECKBOX 
 New job 
 FORMCHECKBOX 
 Modified job 


	Date 


	EMPLOYER’S DECISION ABOUT JOB DEMAND LEVEL

	Job Demand Level: 

	Grounds for Job Demand Level 




	Date


	Rector’s signature


