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Equity principles underpin all UNE policies and procedures.  The University is committed to EEO principles, values cultural diversity, and recognises that all its employees have a contribution to make in ensuring an equitable and harmonious working environment.

UNIVERSITY OF NEW ENGLAND
POSITION STATEMENT

SCHOOL/DIRECTORATE: 


POSITION TITLE:

REPORTS TO:


CLASSIFICATION LEVEL:


DATE CLASSIFIED:

DIMENSIONS OF POSITION: 
(Describe where this position fits within the School/Directorate; or for project/research appointments briefly describe the project and how the position fits within the project)
For example:

“The School of Astrophysics consists of academic, technical and administrative support staff. The School caters for approximately 450 internal and external undergraduates and a large number of postgraduate students.

The incumbent will work as part of a team of technical staff responsible for providing support for undergraduate practical classes, fieldwork and a range of research projects for postgraduate students and staff.

The incumbent may be required to work on weekends and public holidays during residential schools.”

For example: (Project):
“The School of Environmental and Rural Sciences  (ERS) is one of the major research and teaching arms of The University of New England (UNE), Armidale, NSW. 

UNE and the University of Stellenbosch, South Africa have recently been awarded funding to assess the influence of climate, host plant phylogeny and plant traits on insect herbivore assemblages.  A research assistant will conduct fieldwork, collection and sorting of insects, and managing of laboratory and field equipment.

The position will involve work in remote areas of the eastern half of Australia.”

POSITION OBJECTIVES: 
(Describe what the basic functions of the role are)
For example:

“To provide financial and quality assurance expertise to the School/Directorate and to provide day to day management of the administrative function of the School/Directorate”.

“To provide some specialist knowledge in the conduct of fieldwork, collection and sorting of insects, and managing of laboratory and field equipment for the project.”
REQUIREMENTS OF THE POSITION: (Optional Heading)
(Only include mandatory licence/ professional membership )
For example:   
“Professional membership of the Australian Library and Information Association”
DUTIES:  
The following duties will be carried out under __________________ direction
 (See “Level of Supervision” from General Staff Enhanced Descriptors)

For example:  This person works under close supervision
 (Refer to “Position Statement Template Builder” for examples)

http://www.une.edu.au/hrs/positionstatements.htm 
1.


2.

3.

4.

5.

6.

7.

8.
Be aware of the University's policies and procedures relating to equal opportunity, records management,  risk management, occupational health and safety and quality assurance as they apply to this position.


This example may change according to HEO Level and some specialised positions may need stronger requirements.  See “Position Statement Template Builder for more examples. http://www.une.edu.au/hrs/positionstatements.htm 
QUALIFICATIONS AND SELECTION CRITERIA:   
(The list of selection criteria must enable the Selection Committee to determine that an appointee can undertake the primary duties of the position)
1.
Completion of a diploma level qualification; or completion of a Certificate IV with relevant work experience; or completion of a post-trades certificate and extensive relevant work experience; or completion of Certificate III with extensive relevant work experience; or an equivalent combination of relevant experience and/or education/training.
The first criterion is allocated to qualification/s and experience required.  See “Training Level Descriptor of the UNE General Staff Enhanced Descriptors” or “Position Statement Template Builder” spreadsheet for examples relevant to the HEO Level of the position.  http://www.une.edu.au/hrs/positionstatements.htm
2.

3.

4.

5.

6.

7.

8.
Awareness of OH&S, risk management, quality assurance, records management and EEO principles as they relate to this position.  

This example may change according to HEO Level and some specialised positions may need stronger requirements.  See “Position Statement Template Builder for more examples. http://www.une.edu.au/hrs/positionstatements.htm 
p
Signature: 

____/____/______

Head of Cost Centre
                                                  date

Notes to Assist Schools/Directorates to Complete this Form
The following is a guide to the format and content required in a position statement.  Advice or assistance with position statements can be provided by the Classifications Officer. Generic position statements are available for a range of temporary non-advertised positions only. Useful references can be found on the web: http://www.une.edu.au/hrs/positionstatements.htm 
Classification of positions will be determined on the basis of the whole positions statement with most weighting being given to the duties described.
POSITION TITLE - Descriptive local title (For example: Cashier, Records Assistant)
CLASSIFICATION LEVEL - This is the Higher Education Officer Level (For example: HEO Level  5)
DATE APPROVED BY CLASSIFICATIONS OFFICER – This date will be taken from the date signed by Head of Cost Centre.   (For advertising purposed, a classification review by the Classifications Officer  will be required  if not within the last 2 years)

REPORTS TO - Immediate supervisor (Position Title - not persons name) ( For example: Head of School)
DIMENSIONS OF POSITION:

Briefly describe how this position fits into the School/Directorate e.g. 

1.  “The School of Astrophysics consists of academic, technical and administrative support staff. The School caters for approximately 450 internal and external undergraduates and a large number of postgraduate students.

The incumbent will work as part of a team of technical staff responsible for providing support for undergraduate practical classes, fieldwork and a range of research projects for postgraduate students and staff.

The incumbent may be required to work on weekends and public holidays during residential schools.”

Or for project/research appointments briefly describe the project and how this position fits into the project.

2.  “The School of Environmental and Rural Sciences (ERS) is one of the major research and teaching arms of The University of New England (UNE), Armidale, NSW. 

UNE and the University of Stellenbosch, South Africa have recently been awarded funding to assess the influence of climate, host plant phylogeny and plant traits on insect herbivore assemblages.  A research assistant will conduct fieldwork, collection and sorting of insects, and managing of laboratory and field equipment.

The position will involve work in remote areas of the eastern half of Australia.”

POSITION OBJECTIVES - Briefly describe why this position exists or what purpose it serves.

For example:   “To provide financial and quality assurance expertise to the School/Directorate and to provide day to day management of the administrative function of the School/Directorate”.
REQUIREMENTS OF THE POSITION: (this sub-heading will not be required for most positions and can simply be left out) 
List any licence or professional membership requirements which must be maintained by the incumbent to meet the responsibilities of the position (For example: Certified Accountant CA/CPA, Electrical or Security Licence).
DUTIES - Duties should describe how the position objective will be achieved.  Duties should be numbered with the major tasks/duties listed in priority order.  It is acknowledged that some duties may have approximately equivalent responsibility.  Nevertheless, try to list the duties in descending order of importance.  Duties should be described in a language which is concise, easily understood and should accurately reflect the roles in the position For example: “Preparation of statistical data using electronic database software such as Excel or similar” or “Provide procedural advice of a standard nature to staff and students when required”.  It should be clear what role this position plays in particular duties.  Examples of duties are included in the Excel spreadsheet, “Position Template Builder”.
All position statements must include an OH&S duty and those from HEO3 and above must include an EEO and Risk Management and Quality Assurance duty.  Examples of wording to be selected from Excel spreadsheet, “Position Template Builder”
QUALIFICATIONS AND SELECTION CRITERIA: (These should be listed under the one heading and be numbered from 1. to ... with qualifications no. 1 and the EEO/OHS/Quality Assurance, Risk Management statement last)
This section is completed after the duties have been described.  The qualifications and criteria are important as they describe the essential practical and performance skills needed to perform the duties described and form the basis of the selection process.  The selection criteria should be easily related to the duties specified.  A range of 7 to 9 qualifications and criteria should be adequate to describe the key skills for the position in most cases.  Selection criteria should not be simply copied from the descriptors.  They should be tailored specifically to fit the duties.
Examples of Qualifications and Selection Criteria may be obtained from the Excel spreadsheet,”Position Template Builder”.
QUALIFICATIONS - The qualifications should be described using the “Training Level Descriptor” from the General Staff Classification Descriptors as a guideline, e.g.  “Completion of a trades certificate; or completion of Year 12, with relevant work experience; or an equivalent alternative combination of relevant knowledge, training and/or experience” or you can use part thereof.  Please note that each item in the Descriptors is an ‘or’ statement, with the exception of the last one, which must be included.  That is, any individual item or any combination may be used providing they are relevant to the position and the HEO level.  The wording may be amended slightly to better reflect the position.  

CRITERIA:

Practical skills These would include activities which are typically learned in a training program, TAFE College or at University.  “Word processing, computer programming, developing financial statements, management skills” are all examples of practical/job skills.

Performance skills These are more like work behaviours, which reflect on such areas as coping, creativity, versatility, interpersonal relations, communication ability etc. Performance skills could best be described as life skills and are easily translated from job to job.

All position statements must include OH&S and records management selection criterion and those from HEO3 and above must include an EEO and Risk Management selection criteria.  Wording may be obtained from the Excel spreadsheet.
NB:  Some technical or specialised positions may require a higher level of knowledge of OH&S and/or EEO and/or Risk Management and/or Quality Assurance principles than set out above.

Further information:  Please contact the Classifications Officer, Human Resource Services.

