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Position descriptions







What is a position description?

A position description is a comprehensive written depiction of a specific position based on the findings of position analysis.  It describes:
· the title of the position
· the purpose of the position
· where the position fits into an organisational structure
· the principal accountabilities, duties, roles and responsibilities of the position holder
· the minimum requirements needed of the position holder (qualifications, competencies, experience etc.)

Why do we need position descriptions?

A position description forms the basis of the employment contract between UCT and a staff member.  They enable the structuring and managing of positions in a uniform, factual, effective and efficient way.  They underpin and support many human resources and people management processes and practices:

Organisational and position design:
· Provides a structure and method for the university to design and structure its work, ensuring that all the necessary activities, roles, responsibilities, duties and functions are performed by one position or another, in the correct area and at the correct level, with an efficient and effective flow.
· Provides a clear and understandable description of the position functions.
· Enables the identification of necessary skills, competencies, behaviours and other attributes.
· Supports restructuring, retrenchment and redeployment processes.

Recruitment and selection:
· Acts as a clear and neutral reference in recruitment and selection, ensuring that we attract and choose the right candidates.
· Provides the information required for the advert, competency testing and interview questions.

Performance management:
· Provides a clear record of the agreed position, for both line manager and position holder.
· Clarifies expectations of performance.
· Provides a neutral and objective basis for managing and measuring position performance.
· Acts as a reference in identifying instances of exceptional performance.
· Acts as a reference in instances of underperformance.

Remuneration, rewards and recognition:
· Is the basis of position evaluation and position grading.
· Enables pay systems to be structured and implemented correctly, fairly and equitably.

Training, development and skills planning:
· Acts as a reference for planning induction and orientation.
· Acts as a reference in identifying training and development needs.
· Acts as a reference in identifying career paths and succession plans.

A position description is also a legal requirement. The Basic Conditions of Employment Act No.75 of 1997, Section 29 on written particulars of employment states:


(1) An employer must supply an employee, when the employee commences employment, with the following particulars in writing—
(b) the name and occupation of the employee, or a brief description of the work for which the employee is employed;

 (2) When any matter listed in subsection (1) changes—
(a) the written particulars must be revised to reﬂect the change; and
(b) the employee must be supplied with a copy of the document reﬂecting the
change.

(3) If an employee is not able to understand the written particulars, the employer must ensure that they are explained to the employee in a language and in a manner that the employee understands.

(4) Written particulars in terms of this section must be kept by the employer for a period of three years after the termination of employment.


When do we design, analyse, write or review a position description?

Every position should have a position description.  Typically, a position is analysed and/or designed, written and/or reviewed before recruitment, when a new position holder starts or when substantive functions are added or removed from a position.  

A position description is a living document and must be reviewed and updated regularly. At the very least it should be reviewed every 3-4 years. 


What makes a good position description?

A position description must be specific, concise and clear, and give a clear description of the position that is observable. It should describe the position as is typical, disregarding any unlikely events or once-off incidents

A position description must indicate the requirements of the position in relation to the organisation requirements, not the person, and describe the position, not the position holder. Positions should never be designed around individuals, only on the organisation’s requirements. The writer must assume proper and competent performance of the position holder.

A position description is a summary of the typical functions of a position. It is not an exhaustive or comprehensive list of all possible position tasks and duties. UCT is entitled to instruct the position holder to carry out additional duties or responsibilities, which may fall reasonably within the ambit of the position description, or in accordance with operational requirements, and the position description must state so. That said, the position description cannot have as one of its key responsibilities 'And anything else that the manager wants'. It is not fair, and no one can ever commit to or be accountable for such a thing.

A position description contains 5 to 8 key performance areas (KPAs). This is a list of the most visible actions, essential functions, key areas of responsibility or high- level responsibilities in the position, providing a broad categorisation of tasks and activities. KPAs must support the organization’s goals, and be within the position-holder’s influence. 

A position description should refer to an operating manual, policy and procedure or to 'agreed procedures', rather than include the detail of the tasks in the position description. These can then be referred to in many different position descriptions. This also eliminates the need to change the position description when procedures change.  

A position description should not include targets. Targets are a moving outcomes over which you need flexible control. Do not put ‘achieve x target' into a position description. This is a pure output and does not describe the position function. Rather describe the activities required to ensure that target will be met.

A position description should describe the position, not the performance required. The performance management systems require a description of the performance required, and this will be use the position description as a base.

A position description must be flexible. Positions change over time, and must be reviewed and updated regularly.

A position description must state the minimum education, skills, training, knowledge and experience required to perform the role competently. It must not list any requirements that are simply desirable, nor overinflate or overstate the needs. It should list only the requirements that the position requires, and not those held by the current incumbent. Avoid arbitrary requirements that are difficult to validate, and be specific and realistic.

A position description must be fair. Great care must be taken to ensure that position descriptions are in no way discriminatory (such as gender-biased, age-biased, religion-biased, or physical-ability-biased). If you find suspect that the position description or position requirements may be biased in any way, seek expert advice and assessment from your HR Practitioner and Organisational Health. 

A position description is not an end to itself. It is a tool used to inform many other people processes. A position description must be written in a way that supports these processes.

A position description is a written record of position content and attributes, which have been designed and decided within a much larger organisational design and position design process. A position description must not be written until the organisational and position design processes have run their course. To write a position description prematurely or independently of such processes is to agree a position that may be badly designed, ineffective, overlapping with other positions or misaligned with the broader organisational purposes. The writing of a position description is the final product of a far larger and more important process.



Taking a step back: 
Position design













A position description is merely a description of a position.  It does not design or define the position.  Design and definition need to happen before a position description is written.

A position is not an independent entity that exists in a vacuum.  A position exists within the context of an organisation (which has goals, purpose, visions, values etc.), an organisational structure (which is designed to ensure the organisation meet achieves its goals), and the business environment (which has a need which the organisation is designed to meet). Thus, a position cannot be designed, defined and described in a position description in isolation.

A position needs to be designed within its context, before it can be defined and then described.  It must be designed, defined and described in relation to the positions that interact with it, business processes, the organisation and the business environment. 

A design process identifies ineffective and inefficient work flows, processes, structures, systems.  It redesigns, streamlines, simplifies, organises and improves.  Positions are organised in a way that gives incumbents authority and responsibility for making decisions, solving problems and continually improving the quality of their work.

THINK BEYOND THE ORGANAGRAM!



	

		














Position and organisational design

Many different position and organisational design models exist, but most follow the same simple pattern:

1. Define organisational objectives and assess organisation: What do you need/want?
· What are the strategic imperatives, business needs and client demands?
· What will it look like when we get there?
· Identify gaps and opportunities 
· Perform organisational diagnostics

2. Define core capabilities and operating model: What will it look like?

3. Design organisation: What design is needed?

4. Transition evolve: Do it

5. Review effectives of design: Is it doing what we wanted it to do? 

 A position description is only considered at the end of step 3.





























Many different tools, processes, interventions and methods exist to assist progress through each step.  Many of these are quite intuitive and naturally used, and others more formal. Please contact Organisational Development and Design for further assistance if needed.

Position design principles

While there are no standard explicit rules for designing positions, Deloittes * suggest a number of principles to follow, to ensure sound position design:

Simplicity: UCT’s objectives are economically and expeditiously achieved when:
· Procedures are straightforward and easily understood.
· Communication is uncomplicated, precise and swift.
· Decisions are clear, unambiguous and made quickly.
· Line of accountability is clear and understood.
· The work environment is uncluttered and easily navigated.

Size and balance
· Aim for a reasonable size and balance in teams and departments:
· A unit should have more than 8 and less than 25 people.
· A section should have at least three units and more than 25 people.
· A department should have between 4 and 6 sections and/or units, and less than 500 people.
· Where there is an overriding concern or objective, the balance may be in terms of responsibility and not numbers.

Specialisation:
· The activities within one person’s area of responsibility should be similar.
· The activities within one person’s area of responsibility should be at a similar level of work.
· Unrelated or disparate activities can cause clouded responsibilities, duplication, unaligned skill sets and conflicting demands.
· BUT better to group dissimilar work in one position than to establish a range of half-empty ones. 

Span of control:
· Limit direct reports to between 8 and 10.
· Limit depends on similarity of work of subordinates, complexity of work, degree of physical separation, need to communicate directly, amount of time spent on other non-supervisory tasks and the extent to which procedures are standardised.
· May be broad, but do not sacrifice efficiency.

Position structure:
· Positions designed around organisational needs and not people.
· Lowest labour cost without sacrificing quality.
· Minimise negative impact on other positions.
· Avoid duplication, overlaps of responsibilities and omission of tasks.

Authority:
· Rest responsibility for decision making as far down the organisational structure as possible, closest to the work being done as possible. 
· Allow decisions to be made where knowledge exists. This frees up time for higher-level functions such as planning, controlling, coordinating and evaluating.




* Role Profile Writing Workshop Delegate Manual October 2008, Deloitte Consulting (Pty) Ltd

20





Position analysis







To write a position description, you first need to gather information about that position.

Sources of information

Internal sources of information could include:
· Existing position descriptions (for the position in question, and other positions in the area)
· Existing position descriptions from other areas
· The university, faculty and departmental strategy, goals plans
· The university, faculty and departmental values, vision and mission
· Standard Operating Procedures
· Policy and processes
· Funding contracts
· The UCT Jobs Catalogue
· The UCT Competency Framework 
· Interviews
· Questionnaires
· Observation
· Brainstorming

External sources of information could include: 
· Position adverts for other universities
· Position adverts for other organisations
· Salary surveys
· Websites

Interrogating this information allows you not only to gather information, but also to test whether the position design is right.  

Methods or processes for interviews, questionnaires, observation and brainstorming are discussed in more detail below.


Position analysis interviews

A position analysis interview is a meeting with the position incumbent(s), line manager and/or subject matter expert(s), to talk about the position. A list of suggested questions is included in appendix B.

Interviewing the current incumbent is advantageous as the incumbent has the best knowledge of the position, knows what is actually required of the position, and it engenders transparency, trust and ownership.  Interviewing line manager is advantageous as it is management’s prerogative to direct work.  Interviewing both reveals any gaps in understanding or expectations.

Before the meeting:
· Choose the participants. You may want to interview participants together or one-on-one.
· Set up the interview, allowing for enough time.
· Check that the participants understand the purpose of the meeting.
· Invite the participants to bring any additional information, such as documents, items for demonstration, examples of work etc. 
· Find out as much as you can about the position and the environment.

During the meeting:
· Introduce yourself and explain purpose of interview.
· Check that participants understand the reason for writing a position description. 
· Explain that the meeting is to understand the position and not to talk about the incumbent or the incumbent’s performance.
· Develop rapport and deal with any fears and anxieties. Maintain or enhance the self-esteem of incumbents, use empathy.
· Listen.  Direct questions, but don’t dominate the conversation.
· Adopt a position of curiosity. Ask open questions (list in appendix B). Don’t ask leading questions.  
· Probe and clarify ambiguities, incongruities and duplications.
· Check for understanding by restating, recapping or summarising.
· Make procedural suggestions (suggest, propose, question).
· Take notes, don’t write the position description.
· Continually ask yourself if you have enough information to write a position description.
· Discuss the position as it is today, not in the future or past.
· Discuss the position and not the person or the performance.
· Maintain objectivity. Don’t get involved in stories or problems, or solutions, or pass judgement.
· Keep asking questions until there is nothing left to find out.
· Remind participants that they will be asked to review the draft position description, check for accuracy and sign for agreement.
· Thank the participants.


Position analysis questionnaires

A position analysis questionnaire is a written list of questions which the position incumbent(s), line manager and/or subject matter expert(s) is asked to respond to in writing.  A list of suggested questions is included in appendix B.

Questioning the current incumbent is advantageous as the incumbent has the best knowledge of the position, knows what is actually required of the position, and it engenders transparency, trust and ownership.  Questioning line manager is advantageous as it is management’s prerogative to direct work.  Questioning both reveals any gaps in understanding or expectations.

Steps:
· Choose the participants.
· Check that the participants understand the purpose of the questionnaire. 
· Check that the participants understand the reason for writing a position description. 
· Find out as much as you can about the position and the environment.
· Invite the participant to submit any additional information.
· Explain that the questionnaire is about the position and not about the incumbent or the incumbent’s performance.
· Ask participants to focus on the position as it is today, not in the future or past.


Position analysis observations

Position analysis observations require the position analyst to observe and record the work that the incumbent undertakes, over a period of time appropriate to the level of the position.

While this method ensures a level of ‘objectivity’, it is immensely time consuming, and the period of review may not reveal all position tasks.  However, this may assist the position analyst in understanding particularly unusual positions, technical positions, or positions with unusual requirements.


Position analysis brainstorming

Together with the position incumbent(s), line manager and/or subject matter expert(s), brainstorm a list of all the duties required to perform the position. These are the individual tasks completed on a daily, weekly, monthly or annual basis.

Shorter and simpler than interviewing or questionnaires, this method may be less thorough and directive, but may also allow participants to speak more freely about the position.

· Choose the participants.
· Check that the participants understand the purpose of the brainstorm. 
· Check that the participants understand the reason for writing a position description. 
· Find out as much as you can about the position and the environment.
· Invite the participant to submit any additional information.
· Explain that the brainstorm is about the position and not about the incumbent or the incumbent’s performance.
· Ask participants to focus on the position as it is today, not in the future or past.



Writing position descriptions






Once the position has been examined and analysed and sufficient information gathered, the position description can be written. 

In order to accurately convey the complexity, scope and level of responsibility of a position, the position duties must be well written and organized.  

Don’t, however, write a position description for a badly designed position.  Rather address the position design issues first.

Theming, organising and collating position duties into Key Performance Areas

Before completing any position description template, perform a qualitative analysis of the information you have collected to theme, organise and collate position duties into Key Performance Areas.  This can be done in a number of ways.  Two suggested methods are:

	Method 1: Top down

	1
	Think of the position in terms of its Key Performance Areas, or the most visible actions, essential functions, key areas of responsibility, high-level responsibilities, or broad categories of tasks and activities.  Write a Key Performance Area ‘title’ for each.  KPAs must support the organization’s goals, and be within the position-holder’s influence. Full time staff members have between five and eight KPAs.  A list of typical KPAs for different kinds of positions can be found in the UCT job Catalogue.

	2
	List the KPAs in order of importance or time spent. 

	3
	Using the information gathered, list the specific position duties, projects, groups of activities, processes and tasks, associated with each KPA.

	4
	Condense the specific position duties into a couple of concise “duty statements,” beginning each statement with an action verb.

	5
	For each ‘duty statement’, list the main outputs or end results to be achieved, linked to the input. 

	6
	Have someone who knows or has done the position well check your list and amend as appropriate.

	7
	Double check that everything on the list is genuinely important and achievable.



	Method 2: Bottom up

	1
	Using the information gathered, list the specific position duties, projects, groups of activities, processes and tasks.

	2
	Condense the specific position duties into a couple of concise “duty statements,” beginning each statement with an action verb.

	3
	For each ‘duty statement’, list the main outputs or end results to be achieved, linked to the input. 

	4
	Combine, theme, organise and collate position duties into Key Performance Areas. KPAs are the most visible actions, essential functions, key areas of responsibility, high-level responsibilities, or broad categories of tasks and activities.  Write a Key Performance Area ‘title’ for each.  KPAs must support the organization’s goals, and be within the position-holder’s influence. Full time staff members have between five and eight KPAs.  A list of typical KPAs for different kinds of positions can be found in the UCT jobs catalogue.

	5
	List the KPAs in order of importance or time spent. 

	6
	Have someone who knows or has done the position well check your list and amend as appropriate.

	7
	Double check that everything on the list is genuinely important and achievable.



Once you have themed, organised and collated position duties into Key Performance Areas, you can now write the position description and complete a position description form or template. 

Rules for writing position descriptions

When writing a position description:
· Be concise and precise.
· Use a factual and impersonal style.
· Use complete sentences.
· Keep sentence structure as simple as possible, omitting unnecessary words that do not contribute pertinent information. 
· Use a logical sequence.
· List in order of importance or time spent.
· Begin each duty/task with an action verb (see appendix A for a list). 
· Use examples to clarify words that have multiple meanings.
· Avoid unnecessary words such as "the," "an," and "a."
· Refer to position titles rather than incumbents, i.e., “Reports to _______ Manager” instead of “Reports to Mary Smith.” 
· Don't use proprietary names (for example, ‘Xerox the document’ or ‘FedEx the parcel’).
· Don't refer to organization-specific terms that are not understood outside the organization.
· Avoid gender-based language such as "he" and "she."
· Focus on critical activities. 
· Be careful and consistent when using terms like “may” and “occasionally.” (These should be used to describe tasks that are performed once in a while, or tasks that only some employees perform.) 

When writing a position description, don’t: 
· Use the narrative form when writing a position description. 
· Base the content of the position description on the capabilities, skills, and interests of the incumbent.
· Attempt to write the position description based upon the desired position grade. 
· Write the position description as step by step guide on how to do the position. 
· Include minor or occasional tasks, which are not unique to a specific position.

The UCT format or template

At UCT, the HR191 form is used for writing all position descriptions, both academic and PASS.  The HR191 form is used as the basis for, and is required for, many other UCT HR processes such as:

· Recruitment
· Performance management
· Performance development
· Reward and recognition (performance bonuses and awards)
· Poor performance management
· Promotion 
· Position evaluation

This form is completed, or reviewed and amended, when:
· a position is new, before recruitment
· substantive functions are added or removed from a position
· the position-holder is new

This form requires the completion of the following information:

Position title: 
The label or name of this position. Consideration is given to other titles in the department and to standard UCT position naming conventions. The latter are obtainable from your HR Practitioner, from the UCT jobs catalogue.

Job title:  	
The SAP job title of this post. Obtainable from your HR Practitioner, from the UCT Jobs Catalogue.

Position grade: 	
The current position grade of this position, if it exists.
[bookmark: _GoBack]
Date last graded	
The date on which the position was last graded, if it has been graded

Academic faculty / PASS department:	
The academic faculty / PASS department in which the position sits.

Academic department / PASS unit:	
The academic department / PASS unit in which the position sits.

Division / section:	
The division / section in which the position sits.

Date of compilation:	
The date on which the position description was compiled, updated or reviewed.

Organogram:	
The departmental structure and reporting lines of the position, with the grades of these positions. Include line manager, line manager’s manager, all subordinates and colleagues.

Purpose	:
A summary of the position which describes the overall purpose, function or role of the position. No more than two or three sentences.  Clearly distinguishes the position from other positions, and links the position to the objectives of the faculty, department and university.  Begins with the words: "The purpose of the position is ...”

Key performance areas (KPA):	
A list of the most visible actions, essential functions, key areas of responsibility or high- level responsibilities. Provides broad categories of tasks and activities.  List in order of importance or time spent. KPAs must support the organization’s goals, and be within the position-holder’s influence. Full time staff members have between five and eight KPAs.  The UCT job catalogue provides lists of typical KPAs per job category, family and occupation.

% of time spent:
The percentage of time spent on each key performance area.

Inputs:
A list of the particular projects or groups of responsibilities, activities, processes and tasks, linked to a KPA that the position must achieve. Describes how the key performance area is performed by outlining the methods, decision processes, judgments, techniques, tools used. Write in a clear, measurable way that states specifically what is expected and the standard to which it must be performed:

· Accurately convey the level of complexity, responsibility and scope 
· Write at least one associated input for each KPA
· Keep as simple and brief as possible
· Begin each sentence with an action verb, in the present tense (a list of these is given in appendix A)
· Sentences must be outcome-based, containing an action, an object and a purpose
· Cluster tasks into a list of fewer, broad (but still specific) responsibilities
· Refer to operational manuals, policies or to agreed procedures, rather than include the detail of tasks 
· Avoid 
· descriptive adverbs and adjectives (e.g. ‘Quickly types basic documents’, ‘Efficiently processes difficult queries’)
· pronouns
· jargon
· abbreviations (e.g. ‘mgs’, ‘docs’) 
· ‘tired words’ (e.g. ‘Manages’, ‘Contributes to’, ‘Assists with’)
· names

Outputs:
A list of the main outputs or expected end results to be achieved, linked to the input. Should be specific to the position and the position must be directly accountable for them. Write in a clear, measurable way that states specifically what is expected and the standard to which it must be performed (e.g. quantity, quality, cost and time).   
                                
Minimum qualifications:
The minimum qualification that would give the incumbent the skills and knowledge or training required to perform the position. Does not include desirable qualifications. Include NQF level where possible. May not be the qualification of the current incumbent.

Minimum experience:
The minimum number of years and type of experience that would give the incumbent the experience required to perform the position. Does not include desirable experience. May not be the experience of the current incumbent.

Skills:
The minimum skills or technical know-how required to perform the position. Does not include desirable skills.  May include languages or software skills.

Knowledge:
The minimum knowledge required to perform the position. Does not include desirable knowledge.

Professional registrations or licenses: 
The required professional registrations, industry certifications or licences required to perform the position. Does not include desirable ones.

Other requirements: 
Other absolute minimum requirements required to perform the position. Does not include desirable requirements. Great care must be taken to ensure that these requirements are in no way discriminatory, and expert advice and assessment must be sought from your HR Practitioner.

Competencies: 
The minimum competencies (behavioural traits) required to perform the position. Does not include desirable requirements. A guide to UCT competencies and levels can be found in the UCT Competency Framework. This guide provides a comprehensive list of competencies for all Academic and PASS positions at UCT, and descriptions of how these competencies look at different levels of positions. Some competencies are required by all positions at UCT.

Scope of responsibility: 
The areas to which responsibility extends, the kind of supervision it receives, the kind of supervision it exercises, the kinds of decisions made by this position, and the kind of decisions that are referred elsewhere.

Contacts and relationships: 
A listing of the people, departments or organisations that this position deals with regularly, internal and external to UCT.

Agreed by: 
The position-holder, line manager and HOD agree to the contents of the position description.


Job and position titles

Each position holder holds a Job, (as described in the UCT Jobs catalogue) which has a Job title (being the title that the catalogue gives it). Human Resources uses these Job titles for their purposes.

Each employee also has a position title, being the title given to the individual occurrence of that particular Job, or rather the title that the faculty, department or line manager gives the position. These position titles are used by the employee, faculty, department, line manager, colleagues and other contacts, and are the titles found on the business card, organogram, websites and email signatures.

Many employees can fulfil the same job and have the same job title, but have differing position titles.

While the UCT job catalogue provides an index and listing of job titles, it does not define position titles (although it gives a listing of possible position titles found within a particular job).  

Position titles are thus not defined. While there is no definitive policy around the naming of positions, faculties, departments and line managers are expected to use position titles that accurately, adequately and succinctly describe the main purpose of the position, taking the following into account:
· Naming norms within the university, faculty, department, unit, to ensure consistency, standardisation and common understanding.
· Consistency between the job title and the position title. 
· Consistency between the job family name and the position title. 
· Consistency between the job level and the position title. 
· Industry naming norms.
· Distinctions between positions.

To this end, the following applies:

· Position titles may only include the word 'Director', where the job title includes the word 'Director' (thus only PC13PC5 and above may include the word 'Director').
· Position titles may only include the word 'Manager', where the job belongs to the PASS Manager job family.
· Don't exaggerate or inflate position titles (e.g. use the position title 'typist' instead of 'document designer').
· Don't use position tiles that may be seen as discriminatory (e.g. 'Girl-Friday' or 'Tea-lady').
· Provide distinction where a title may be used by more than one department or faculty (e.g. 'Finance Manager' instead of 'Manager').
· Give consideration to the practical use of the position title (e.g. don't make the titles too long )
· Use position titles that adequately reflect the main purpose of the position (e.g. use 'Fieldwork Assistant' instead of 'Assistant' or 'Traffic Officer' instead of 'Enforcement Officer').
· Use position titles that are generally understood, do not contain UCT jargon, and and are self-explanatory (e.g. use 'Committee Officer' instead of 'Senate Servicing Officer').
· Use position titles that are not overly specific (e.g. use 'Finance Manager' instead of 'Human Resources, IAPO and DAD Finance Manager').




















Appendices

Appendix A: Action verbs


acquire                
adapt                
address
adjust             
administer
advance          
advise
allocate
analyze
apply                 
appraise
approve                
arrange
assemble
assign
attain
audit                 
author
automate
balance
budget
build                 
calculate
catalogue           
chair
change             
clarify
coach                 
collect
communicate
compare
compile               
complete
compose                
compute 
computerize
conceptualize
conceive               
conclude
conduct                
conserve
consolidate             
contain
contract
control
coordinate              
correct
correspond             
counsel
create                
critique
decrease
delegate                
decide
define                 
deliver 
demonstrate             
determine
design                
develop
devise                  
diagnose
direct                 
dispatch
distinguish           
distribute
diversify           
draft
edit                   
educate
eliminate               
engineer
enlist                 
establish
ensure                  
estimate
evaluate               
examine
execute                
expand
expedite                
extract
facilitate
finalize                
focus
forecast                 
formulate
gather
generate                
grade
guide                   
handle
heads up                
identify
illustrate              
implement
improve                 
increase
influence
inform                 
initiate 
innovate               
inspect
instruct               
insure
integrate              
interpret
interview              
introduce
invent                 
investigate
keep                    
launch
lecture                
lead
make                     
maintain
manage                  
manufacture
market                 
mediate 
moderate                
modify
monitor               
motivate
negotiate               
observe
operate                 
order
organise                
originate
overhaul
oversee                  
perform               
persuade
plan                  
prepare 
present                
preside  
prioritise              
process
produce                 
programme
promote 
propose                
provide
publicise               
publish
purchase               
recommend
reconcile               
record 
recruit                
reduce
refer                 
regulate 
relate  
remodel              
repair 
report                
represent
research              
restore 
restructure             
retrieve
reverse                 
review  
revise                  
save                    
schedule
select               
service  
set                      
shape
screen                 
simplify               
skill 
solidify
solve                   
specify 
streamline
strengthen             
summarize               
supervise
survey                
systemize
tabulate               
teaches
test                   
train
translate             
travel
update
upgrade                 
validate 
write

Appendix B: Interview Questions

What is your position title?
What is the main purpose of your position?
How does the position fit into …?
What tasks does the position entail?
How would you describe what you do? 
What else does the position involve?
Tell me more?
How are these tasks performed?
How often are they performed?
When are they done?
Where are they done?
Why are they done?
How much?
How many?
How long do they take?
To what standard?
How do you do this?
What problems need to be solved?
How do you solve these problems?
What decisions is this position required to make?
What is the effect of these decisions?
How is your position affected by …?
What sort of planning does this position do?
What sort of supervision does this position get?
What deadlines does the position have?
What processes or procedures does this position undertake?
What tools does the position use?
What equipment or techniques do you use?
Who in the organisation does this position contact?
Who outside the organisation does this position contact?
What must be discussed with or referred to superiors? 
What guidelines are available?
Who helps?
Who is ultimately responsible or accountable for that?
What is the minimum education level needed to have the skills and knowledge to do the position?
What is the minimum experience needed to do the position?
What are the competencies and levels needed to do the position?

What do you need/want?


What will it look like?


Do it!


Is it doing what we wanted it to?


What design is needed?
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