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Job requirement scheme for other staff

Appendix 2 JOB REQUIREMENT SCHEME FOR OTHER STAFF

The job requirement scheme is applied for assessing the requirement of duties performed by
staff other than teaching and research staff. The scheme applies to duties involving imple-
mentation of development and investigation projects that are not equivalent to basic scientific
research (at supplementary education centres or corresponding units, for example). The
scheme is also applied to duties that involve minimal research but do not fundamentally con-
stitute research duties proper.

The use of foreign languages in the requirement scheme refers to duties in which the em-
ployee has to use more than one language.

Optional factors at the same levels within requirement factors are referred to with the word
‘or”. The lists presented are not exhaustive, but serve as examples, meaning that there is no
need to meet all of the points in the work assessed.

The typical education referred to in the knowledge and skills levels as a condition of ability
should not be understood as a condition of eligibility, but refers to the conditions on which
ability at each level is usually based.

The duties assessed may include responsibilities (such as supervisory or financial responsi-
bility) that are not specified in rules of procedure or standing orders. In such cases the re-
sponsibilities must nevertheless be specified more clearly in the job description.

Work in difficult and dangerous conditions may be taken into account when determining the
job requirement.

Ability in specialist librarian duties as of requirement level 8 is typically based on studies in
information science. For employees working in specialist librarian duties, studies in infor-
mation science will typically form part of a university degree or they will be information sci-
ence studies completed in addition to another university degree.
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JOB REQUIREMENT SCHEME

LEVEL AND GENERAL
DESCRIPTION

Duties at this level require the following knowledge, skills and responsibility:

REQUIREMENT LEVEL 2

Problem-solving and or-
ganisational skills:

Interaction skills:

Responsibility:

Knowledge and skills:

Positions at requirement
level 2 typically comprise
guided practical duties in
various fields that can be

tation.

learned through a brief orien-

Duties are discharged ac-
cording to instructions and to
an assigned priority. The in-
structions and working meth-
ods are established.

The work calls for basic oral
and written communication
skills and normal co-opera-
tion skills as a member of
staff.

The work involves re-
sponsibility for properly
performing the em-
ployee’s duties.

Discharge of duties requires prac-
tical knowledge and skills. The re-
quired skills can also be acquired
on the job.

REQUIREMENT LEVEL 3

Problem-solving and or-
ganisational skills:

Interaction skills:

Responsibility:

Knowledge and skills:

Positions at requirement
level 3 typically comprise
practical duties in various

know their own working envi-
ronment and how to use the
basic instruments or apply
the established working
methods of the field.

fields, requiring employees to

Duties are discharged ac-
cording to instructions that
vary from time to time. Du-
ties, routine situations and
problems arising on the job
should mainly be handled in-
dependently. The work may
involve various ongoing sim-
ultaneous duties and the em-
ployee must be aware of
their various deadlines or
timetables.

The work calls for basic oral
and written communication
skills and a capacity for
teamwork.

The work includes re-
sponsibility for improving
working methods and
practices in the duties
concerned.

The skills required for the work
are typically acquired through
basic professional training or al-
ternatively through corresponding
work experience. The work re-
quires the ability to learn new
things.
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LEVEL AND GENERAL
DESCRIPTION

Duties at this level require the following knowledge, skills and responsibility:

REQUIREMENT LEVEL 4

Problem-solving and or-
ganisational skills:

Interaction skills:

Responsibility:

Knowledge and skills:

Positions at requirement
level 4 typically comprise
guided vocational duties
requiring command of estab-
lished working methods in
the field. These duties in-
volve applying the regula-
tions, instructions,
agreements etc. that are typ-
ical in the field.

There are examples, regu-
lations or practices for du-
ties that are applied in
similar recurring situations.
Duties, routine situations
and problems arising on the
job should be handled inde-
pendently. The work may
involve various ongoing
simultaneous duties and
the employee must be
aware of their various dead-
lines and timetables.

The work calls for one of the

following interaction skills:

e general customer service
or advice

e processing documents

e presenting business in an
organised way.

The work may also call for

use of a foreign language.

Duties include responsibility

for smooth functions or ser-

vices as part of a larger

system, such as:

o reliability of information
and results

e compliance with timeta-
bles or deadlines

¢ suitability of applicable
materials, tools or work-
ing methods.

The skills required for the work
are typically acquired through
appropriate vocational training
or alternatively through corre-
sponding work experience in
the vocational field. The work
calls for spontaneous effort to
maintain knowledge and skills.
Duties may require knowledge
of some university function out-
side of the employee’s own unit
or of several functions within
the immediate working environ-
ment.

REQUIREMENT LEVEL 5

Problem-solving and or-
ganisational skills:

Interaction skills:

Responsibility:

Knowledge and skills:

Positions at requirement
level 5 typically comprise vo-
cational duties in various
fields, requiring a command
of working methods in the
field.

Work-related regulations or
practices are applied in var-
ying situations. The work in-
volves several ongoing
simultaneous duties that
must be prioritised with at-
tention paid to implications.

The work calls for one of the

following interaction sKills:

¢ individual customer ser-
vice, advice or guidance
situations (including prob-
lem situations),

e working in a varying envi-
ronment,

o written preparatory duties,

¢ oral or written presentation
of subject areas.

The work may also call for

use of a foreign language.

The work involves responsi-

bility for improving the em-

ployee’s field and working

environment, and for dis-

charging duties in an effec-

tive and appropriate

manner.

Examples of responsibilities

may include:

o reliability of information
and results

¢ suitability of applicable
materials, tools or work-
ing methods.

The skills required for the work
are typically acquired either
through vocational training for
the field of duties, with work ex-
perience in the field or in corre-
sponding duties possibly also
required, or alternatively
through substantial correspond-
ing work experience in the vo-
cational field. The work requires
spontaneous acquisition of new
information from various
sources and assessment of its
relevance.
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LEVEL AND GENERAL
DESCRIPTION

Duties at this level require the following knowledge, skills and responsibility:

REQUIREMENT LEVEL 6

Problem-solving and
organisational skills:

Interaction skills:

Responsibility:

Knowledge and skills:

Positions at requirement
level 6 typically comprise de-
manding vocational duties
in various fields, requiring an
independent command of
working methods in the field.

Duties will be dis-
charged independently,
applying relevant infor-
mation, regulations and
practices, and selecting
working methods and
approaches. Decisions
made in the employee’s
work may affect the
work or working meth-
ods of others.

The work calls for one of the

following interaction skills:

e reconciling various view-
points,

e preparing or collating subject
areas,

e working with parties, stake-
holders etc. outside the uni-
versity in the vocational field

e arranging the work of a team
impartially and expediently.

The work may require the use

of a foreign language in typical

situations.

The work will involve re-

sponsibility for one of the

following:

¢ planning or development

¢ finances

« the relevance, validity
and quality of operations.

The work may involve prac-

tical line management or

supervisory responsibilities.

The skills required for the work
are typically acquired through rel-
evant vocational training or a de-
gree from a university of applied
sciences for the field of duties,
and work experience in the field
or in corresponding duties may
also be required. The work re-
quires spontaneous maintenance
and improvement of skills.

REQUIREMENT LEVEL 7

Problem-solving and
organisational skills:

Interaction skills:

Responsibility:

Knowledge and skills:

Positions at requirement
level 7 typically comprise du-
ties in various fields requiring
special vocational skills.

Duties will be dis-
charged independently,
applying information,
regulations and prac-
tices, and using spe-
cialised vocational or
scientific methods. De-
cisions may require
preliminary investiga-
tion work.

The work calls for one of the

following interaction skills:

e oral and written presentation
of subject areas prepared in
person,

¢ networked working

e arranging the work of a team
impartially and expediently.

The work may require the use

of a foreign language in typical

vocational situations.

The work will involve re-
sponsibility for one of the
following with respect to an
area of duties:

¢ planning or development
e monitoring and reporting
¢ finances

e daily operations.

The work may involve prac-
tical line management or
supervisory responsibilities.

The skills required for the work
are typically acquired through a
degree from a university of ap-
plied sciences, with experience in
corresponding duties possibly
also required. The work requires
spontaneous maintenance and
improvement of skills, and as-
sessment of the relevance and
validity of information obtained
from various sources.
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LEVEL AND GENERAL
DESCRIPTION

Duties at this level require the following knowledge, skills and responsibility:

REQUIREMENT LEVEL 8

Problem-solving and
organisational skills:

Interaction skills:

Responsibility:

Knowledge and skills:

Positions at requirement
level 8 are typically special-
ist duties, such as investiga-
tive, research*, planning or
development duties, or du-
ties of responsibility for an
area of operations.

* See paragraph 1 of the
foreword to Appendix 2.

Duties will be dis-
charged independently,
applying relevant infor-
mation and regulations,
or scientific or specialist
methods. Duties will
also require the ability
to analyse information
and think creatively
when formulating areas
of operation.

The work will call for interac-

tion skills in one of the follow-

ing areas, if necessary also in

a foreign language:

e oral or written presentation
of areas of operation pre-
pared independently,

e co-operation, communica-
tion, counselling or teach-
ing skills in various
situations

e maintaining and using net-
works within and outside
the university.

Work with stakeholders may

also call for negotiation skills.

The work will involve respon-
sibility for one of the follow-
ing:
¢ extensive monitoring and
reporting duties
e investigative duties
 the following with respect
to the function, service, ap-
plication, customer account
process etc. of an area of
operations:
- planning
- development
- co-ordination and guid-
ance
- marketing
- administration
- management of infor-
mation materials
e managing a certain area of
operations beyond the con-
fines of the employee’s unit
or at whole-university level.
The work may involve line
management or supervisory
responsibilities.

The skills required for the work
are typically acquired through a
university degree, with diversified
work experience or expertise in
the field possibly also required.
The work may require compre-
hensive familiarity with a univer-
sity function and its operating
methods and networks. The work
requires spontaneous mainte-
nance, enlargement and further
development of skills.
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LEVEL AND GENERAL Duties at this level require the following knowledge, skills and responsibility:
DESCRIPTION

REQUIREMENT LEVEL 9 Problem-solving and or- | Interaction skills: Responsibility: Knowledge and skills:
ganisational skills:
Positions at requirement Duties will be discharged | The work will call for inter- The work will involve compre- | The skills required for the work
level 9 are typically demand- | independently, applying action skills in one of the hensive responsibility for one | are typically acquired through a
ing specialist duties, such specialised expertise or following areas, if neces- of the following: master’s degree, with extensive
as demanding planning, re- scientific methods, ana- sary also in a foreign lan- ¢ extensive monitoring and and diversified work experience
search” or development du- | lysing the relevant infor- guage: reporting duties or in-depth expertise possibly
ties, or duties of mation and recognising o oral or written presenta- ¢ independent investigative also required. The work may re-
responsibility or staff man- the need for develop- tion of extensive subject duties quire comprehensive familiarity
agement for an area of oper- | ment. The work will in- areas prepared inde- e the following with respect with a university function and its
ations. clude independent duties pendently, to the function, service, ap- | operating methods and networks.
of a: e co-operation, communi- plication, customer account | The work will require continuous
* See paragraph 1 of the e specialised, cation, counselling or process etc. of an exten- and spontaneous maintenance,
foreword to Appendix 2. e organising, teaching skills in various sive area of operations: enlargement and further develop-
e co-ordination, situations - planning ment, enlargement and speciali-
e planning, or e maintaining and using - development sation of skills.
e supervisory character. networks within and out- - co-ordination and guid-
side the university. ance
Work with stakeholders will - marketing
often call for negotiation - administration
skills. - extensive or in-depth
command of information
materials
¢ responsibility for operations
and their development
within the employee’s field
of expertise
e managing a certain area of
operations beyond the con-
fines of the employee’s unit
or at whole-university level.
The work may involve line
management or supervisory
responsibilities, or financial
responsibility for overall oper-
ations.
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LEVEL AND GENERAL
DESCRIPTION

Duties at this level require the following knowledge, skills and responsibility:

REQUIREMENT LEVEL 10

Problem-solving, organisational and
interaction skKills:

Responsibility:

Knowledge and skills:

Positions at requirement level
10 typically involve specialist
expert or chief supervisory
duties, such as planning and
development duties, or duties
in a chief supervisory or super-
visory capacity for a certain
field or area of operations.

The duties will include planning or taking
decisions affecting a unit, function or area
of operations. Interpretations must be for-
mulated as the basis for decisions. The
duties require the ability to organise com-
plex areas of operation and to harmonise
various viewpoints.

The work will require a diversity of co-op-
eration, networking and communication
skills and negotiating skills, where neces-
sary also in a foreign language. Leader-
ship skills will also be required in
supervisory duties.

The work will involve comprehensive re-

sponsibility for one of the following:

e comprehensive responsibility in the
employee’s own field of expertise

¢ responsibility for planning and devel-
oping an extensive field of duties

e independent investigative duties re-
quiring specialist expertise

e supervisory or managerial responsi-
bility for a unit or extensive area of
operations

¢ administration of a certain area of op-
erations, generally at university level.

The work may involve serving as a rep-

resentative of a unit or of the university

in the employee’s own field of expertise

or specialist network.

The skills required for the work are
typically acquired through a master’s
degree, with extensive and diversi-
fied work experience or in-depth spe-
cialist expertise possibly also
required. The work will require con-
tinual assessment and development
of operations.

REQUIREMENT LEVEL 11

Problem-solving, organisational and
interaction skills:

Responsibility:

Knowledge and skills:

Positions at requirement level
11 typically involve demand-
ing specialist expert duties,
or demanding duties in the
capacity of chief supervisor
or supervisor of a team, unit,
area of responsibility etc.,
which may involve responsibil-
ity for staff or financial affairs.

The duties will include drawing up the
principal plans or taking the principal deci-
sions that affecting a unit or function. New
interpretative practices or ways of working
must be formulated as the basis for deci-
sions. The duties require the ability to or-
ganise complex areas of operation and to
harmonise various viewpoints.

The work will require a diversity of co-op-
eration, networking and communication
skills and negotiating skills, where neces-
sary also in a foreign language. Leader-
ship skills will also be required in
supervisory duties.

The work will include comprehensive re-

sponsibility for a unit, domain, special

area, extensive field of duties or func-

tion. The character of the responsibility

may be

e supervisory responsibility

¢ responsibility for planning and devel-
opment

¢ financial responsibility.

The work may involve serving as a rep-

resentative of the university in the em-

ployee’s own field of expertise.

The skills required for the work are
typically acquired either through a
master’s degree, with extensive and
diversified work experience or in-
depth specialist expertise possibly
also required, or alternatively through
an academic postgraduate degree.
The work will require continual as-
sessment and development of opera-
tions.
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LEVEL AND GENERAL
DESCRIPTION

Duties at this level require the following knowledge, skills and responsibility:

REQUIREMENT LEVEL 12

Problem-solving, organisational and
interaction skills:

Responsibility:

Knowledge and skills:

Positions at requirement
level 12 typically involve
leading specialist expert
duties, or supervisory or
managerial duties for a unit,
function etc.

The duties will include formulating strate-
gic policies and making decisions affect-
ing a unit or function, even when the
employee is not in acting in a formal su-
pervisory capacity.

The work will require leadership skills and
the ability to influence policymakers, pub-
lic authorities, the scientific community
and other stakeholders.

The work will include comprehen-
sive responsibility for developing

or managing an operating unit or

other area of operations.

The skills required for the work will typically
be acquired through a master’s degree or an
academic postgraduate degree. Diversified
work experience or in-depth expertise will
also be required.

REQUIREMENT LEVEL 13

Problem-solving, organisational and
interaction skills:

Responsibility:

Knowledge and skills:

Positions at requirement
level 13 typically involve
leading specialist expert
duties, or

managerial duties for a
fairly extensive unit, function
etc.

The duties will include formulating strate-
gic policies and making decisions affect-
ing a unit or function.

The work will require leadership skills and
an extensive ability to influence policy-
makers, public authorities, the scientific
community and other stakeholders.

The work will include responsibil-
ity for developing or managing a

fairly extensive operating unit or

other area of operations, and for
the necessary resources.

The skills required for the work will typically
be acquired through a master’s degree or an
academic postgraduate degree. Diversified
work experience or in-depth expertise will
also be required. The position will require ex-
perience of a supervisory position in an ex-
pert organisation.
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LEVEL AND GENERAL Duties at this level require the following knowledge, skills and responsibility:
DESCRIPTION

REQUIREMENT LEVEL 14 Problem-solving, organisational and | Responsibility: Knowledge and skills:
interaction skills:

Positions at requirement level | The duties will include making strategic | The work will include responsibility for co- | The skills required for the work will
14 are typically very demand- | decisions and choices, and will require ordinating and directing a major operating | typically be acquired through a mas-

ing international or equiva- the ability to identify, assess, select and | unit, extensive areas of operations or pro- | ter’s degree or an academic post-

lent specialist duties or very | justify the associated risks in conflict sit- | jects, and for the necessary resources. graduate degree. Diversified work

demanding leadership du- uations. The duties will include very extensive re- | experience or in-depth expertise will

ties. sponsibility for long-term or large-scale also be required. The duties will re-
The work will involve extensive interac- | strategic decisions affecting the opera- quire experience in directing an ex-
tion with stakeholders — also interna- tions, area of expertise or functions of the | pert organisation.
tionally. The work calls for good organisation.
leadership skills.

REQUIREMENT LEVEL 15 Problem-solving, organisational and | Responsibility: Knowledge and skills:
interaction skills:

Positions at requirement level | As requirement level 14. The work involves responsibility for the As requirement level 14.

15 are typically very de- strategy of an extensive organisation or

manding international spe- international project. The duties will in-

cialist duties or very clude very extensive responsibility for

demanding leadership du- staff and leadership.

ties.
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