




Plan, prioritise and organize own work or resources to achieve agreed objectives. 
  

Primary focus 
Plan, prioritise and organise the work or resources of self and others within own area on a daily, 
weekly or monthly basis; plan and manage small projects, ensuring the effective use of 
resources; receive information from and provide information to others to complete their planning; 
and monitor progress against the plan. 
 

Secondary focus 
Occasionally take responsibility for the operational planning and organisation of larger projects or 
an area of work; co-ordinate a number of teams or projects on a monthly, quarterly or annual 
basis; set performance standards and establish monitoring procedures to keep track of progress 
across these different aspects of work; and provide input to longer term planning. 
 
 

INITIATIVE AND PROBLEM SOLVING 
 
Implicit demands 
Solve standard day to day problems as they arise; choose between a number of options which 
have clear consequences by following guidelines or referring to what has been done before; 
recognize when a problem should be referred to others. 

 
Primary focus   
Use initiative and creativity to resolve problems where the optimal solution may not be 
immediately apparent but has to be assessed by a process of reasoning, weighing up the pros 
and cons of different approaches; identify and assess practical options; and break the problem 
down into component parts. 

 
Secondary focus 
Resolve problems where there is a mass of information or diverse, partial and conflicting data, 
with a range of potential options available; apply creativity to devise varied solutions, approaching 
the problem from different perspectives. 
 
 

ANALYSIS AND RESEARCH 
 
Implicit demands 
Establish basic facts in situations which require further investigation and inform others if 
necessary. 
 
Analyse routine data or information using pre-determined procedures and gathering the 
information from standard sources; work accurately to complete the task precisely as specified. 
 
 

Primary focus 
Identify an appropriate existing method of analysis or investigation according to the data and 
objectives; recognise and interpret trends or patterns in data; identify or source additional 
information which could potentially help the investigation as the analysis progresses. 
 

Secondary focus 
Analyse or research complex ideas, concepts or extensive data from different perspectives; work 
out how best to apply existing methodologies according to the overall context, objectives and 
expectations; identify the relationship between complex, interdependent factors.   
 





identify appropriate developmental activity; assess the application of learning; and give feedback 
and guidance on overall performance. 
 
 

TEACHING AND LEARNING SUPPORT 
 
Develop innovative approaches to the learning experience and the curriculum; originate content 
and methodology to introduce students or others who are new to the area to standard information 
or procedures. 
 
Develop innovative approaches to the learning experience and the curriculum; originate content 
and methodology to teach or train students or others on specific tasks, issues or activities; assess 
performance and provide feedback during the event. 
 
Develop innovative approaches to the learning experience and the curriculum; originate content 
and methodology to teach, train or facilitate development activities for individuals or groups on 
certain aspects or subjects within a particular academic discipline or specialism; monitor 


