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1. Review current position description of the employee.

2. Identify the grade that the employee’s salary sits in.


3. Tick box        next to the appropriate element in the translated Grade, or Grades above or below this point, that apply to the duties of the position by clicking over the boxes. 

Eg.  For a VPSG2 classification review you will highlight statements that apply to Grade 1 or Grade 2, Value Range 1 or Value Range 2.  

4. When you have completed the above for each area of: 
· Decision Making
- Accountability & Frameworks)



- Innovation & Originality
· Communication 

· Knowledge and Proficiency

Choose at least 1 job stream from the following:

· Policy & Projects
· Administration & Corporate Support
· Operational Service Delivery
· Technical/Specialist to review.

Once completed, scroll to the top of page 2 and click Summarise.

5. The list of applicable (selected) descriptor statements is then displayed.  You may now assess on balance if the job sits in relation to Grade and Range eg: Grade 1, VR 1 or Grade 2 VR 2.  

At this stage, we are only concerned with the overall Grading of the position, not the value range.  The job is not required to meet the standards of Value Range 2 in order to be confirmed at the higher Grade.

It is the greater balance, which is your confirmed Grade. This means if many aspects of the job, or the job as a whole, aligns with the standards of the higher Grade then the classification should be confirmed at the higher Grade.

6. You may now fill out the section below confirming the grade, your name, approval, date, etc.

By assessing your staff with this tool you can now independently determine if the value of the current job sits in the higher Grade.  These jobs can then be confirmed at the higher Grade without needing to complete the second stage of considering job expansion.
If an initial assessment does not produce a clear outcome then the more detailed analysis can be conducted including consideration of opportunities for job redesign/expansion. 
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