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JOB SIZING APPLICATION FORM
Applications for job sizing should be made:

1. When a new post is created (temporary or permanent) for more than one year; 
2. Where a vacancy arises in a post that has never been graded; 
3. Where any changes have been made to an existing post that has become vacant;
4. Where a temporary post of less than 1 year, that has never been sized, is extended.

5. Where a role qualifies under the Job Sizing Framework (2019) and has a qualifying incumbent in the post (Please only use the specific Job Sizing Framework Application form in this case).
Please include the following documents with your completed application form:
· A job description in word format.  Job descriptions must be drafted in accordance with the University’s guidelines which are available from http://www.ucd.ie/hr/forms/.  Please note that job descriptions should be specific to the post.

· A hierarchical organisational chart showing the position of the proposed new post and its relationship to other posts in the College/School/Unit and the grades of each of the administrative posts in the College/School/Unit (please do not include the names of post holders) in the College/School/Unit.
Please Note

In certain circumstances the Job Sizing Committee may wish to clarify information or seek further information from a Head of School/Unit in order to determine a grade for a post. To facilitate this process the Job Sizing Committee may invite a representative from the School/Unit to meet the committee. 
Sections A, B, C and D of this form must be completed by the College/School /Unit.

Section E of this form must be completed by the College Principal/Vice President.
Section A: 
Details of the post to be sized (All fields to be completed)
	College/Management Unit:
	

	School/Unit:
	

	Post Title :
	

	Current Grade of Post ( if applicable):
	

	Proposed Grade:
	

	Job Family and Career Level:
	

	Please indicate if this is a new or a replacement post:
	

	Please indicate if the appointment is permanent or fixed-term:
	

	If this is a fixed-term appointment please indicate the length of appointment : 
	

	If the post is a replacement post and has been sized previously, please provide the date of job sizing meeting or the job sizing reference number.
	


Section B:
There is a strict word count of 300 words maximum per factor. Applications which exceed this word count will be returned to the line manager.
	FACTOR
	OUTLINE

	Work Complexity
	This factor relates to the degree of difficulty involved in the performance of the various tasks, which constitute the job.

When the proposed grade is either AO1A or SAO4 please include examples of specific activities which you believe illustrate the high complexity of the role

[INSERT TEXT HERE]

	Decision Making
	This factor relates to the necessity to take independent action.

When the proposed grade is either AO1A or SAO4 please include examples of specific activities which you believe illustrate the ownership of the high level of decision making associated with the role

[INSERT TEXT HERE]

	Relationships
	This factor deals with the responsibility for dealing with other people, i.e. interaction, both inside and outside the organisation.
When the proposed grade is either AO1A or SAO4 please include examples of specific circumstances that require particular interpersonal skills.

[INSERT TEXT HERE]

	Capability
	This factor relates to the capability of the individual to carry out the demands of a particular role.
When the proposed grade is either AO1A or SAO4 please include examples of specific skill sets or experience required for the role

[INSERT TEXT HERE]

	Impact 
	This factor relates to the overall influence that the role has on the operation of the organisation.
When the proposed grade is either AO1A or SAO4 please include specific examples of the impact should the role not be fulfilled properly.

[INSERT TEXT HERE]

	Supervision
	This factor relates to the responsibilities for other people’s work or performance and the number and level of such staff whether supervised directly or indirectly. 

[INSERT TEXT HERE]


Section C: 
New Role: Please provide the rationale and related restructuring that has taken place or is proposed necessitating the creation of the new role. The organisation chart provided should also demonstrate and support your commentary here.
 Changes to Role: Where there are changes to an existing role, please describe overall context and rationale for same, and the level of detail should reflect the degree to which the role has changed.
In addition if existing posts are being suppressed please provide further details below.
This section has a strict word count of 300 words maximum. Applications which exceed this word
count will be returned to the line manager.

Section D: Please provide any additional information that might help the Job Sizing Committee in 
determining the appropriate grade for this post.  In particular, roles with a technical element may require further clarification in areas such as Work Complexity and Capability. 

This section has a strict word count of 300 words maximum. Applications which exceed this word count will be returned to the line manager.
Signature of Head of School/ Unit
Date: 
Section E: To be completed by the College Principal/Vice President 
I confirm that the rationale and context for the new role/changes to existing role, which have been outlined  by the Head of School/ Unit is in line with the strategic plan of our College/Unit and that the cost implications have been assessed and can be accommodated in the School/ College/Unit budget.

Signature of College Principal /Vice President as appropriate
Date:
Please feel free to extend the space allocated to each section of the form as required.
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