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Deputy Dean of Students attends case conferences with 
colleagues and other University staff requiring accurate, 
detailed presentations of highly complex issues. 
 

 
Written/Electronic 
 
4. describes the basic level required.  This will most probably be 
required for most roles.  However, it is possible that a role 
holder will not be required to undertake this level of 
communication all of the time (for example a senior role holder 
may delegate this level of communication to an assistant). 
 

 
Examples might include: 

taking a message 

transferring information 

preparing standard letters 

confirming appointments, course or meeting dates  

writing a set of simple instructions  

completing simple forms 

 
 
Written/Electronic 
 
5. describes those roles where the role holder is required to 
clarify complex issues.  The role holder will employ a range of 
language over and above that found in everyday usage.  
Consideration will also be given to the format and tone used to 
improve the clarity of the message and help understanding.   
 
Note 
This question is used when the role holder collates and re-
presents complex information but does not originate it.  
 

 
Examples might include: 

drafting a standard tender document  

drafting short factual reports for others to present 

drafting guides to course modules 

writing brochures or advertising material  

writing notes of straightforward meetings  

writing up the results of an experiment 

writing a case for a grant application 

proof reading or editing the work of others when it is complex 

writing minutes of meetings  

 

Typically: 

 
Laboratory Technician  receives new regulations relating to 
safety aspects of waste disposal or the correct use of 
equipment.  Role Holder must understand such information in 
order to convey to colleagues in simple format 
 

 
Written/Electronic 
 
6. refers to those roles where the role holder is required to 
both convey and understand communication of a complex, 
specialist or conceptual nature.  This includes material that 
would not be immediately understandable to those outside 
the area of work or combines topics drawn from a number of 
disciplines.   
 
 

 

writing research papers, journal articles and material for 
publication 

drafting user and training manuals for equipment, systems or 
software 

writing explanations of complex systems, regulations or 
procedures 

preparing technical specifications for complex contracts such as 
new buildings, service specifications or capital  

equipment 

compiling the case for the resourcing of major projects 

producing policy questions, procedures and guidelines on 
complex systems or subjects 

writing complex reports, letters or other documents dealing with 
complex, contentious and sensitive situations 

Typically: 
 
Management Accountant required to interpret regulations 
governing the implementation, administration and 
management of Full Economic Costing and responsible for the 
overall production of application costing material in 
accordance with FEC principles. 
Research Manager is required to read and understand 
detailed and complex funding documentation and contracts to 
ensure application is prepared in accordance with funder’s 
requirements 
 
Administrative Officer understands and interprets high level 
or complex financial, legal or regulatory information.  The Role 
Holder must understand and apply UEA Statutes, the Data 
Protection Act and other relevant legislation.  
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education providers or employers' organisations 
 
Level B Chairing sub committees of professional bodies or 
external groups  
 
Level A Occupying a high profile role in external organisations 
or being involved in negotiations 
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Those with responsibility at this level are typically members 
of Senior Management Teams and managers of University-
wide projects or initiatives. 
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21 The role-holder provides advice or input to contribute 

to the decision-making of others.  
     

 
Examples of Levels 
 
Level D Making recommendations such as the purchase of 
teaching material, office furniture or similar equipment 
 
Level C Recommending ways of developing courses or 
advising on operational options 
 
Level B Providing information that will influence the 
development of business plans or working alliances 
 
Level A Advising on strategic plans and relationships or 
commenting on options that would be binding on the HEI for a 
considerable period of time 
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33 applies when the holder is required to decide how to conduct 
the investigation as well as analyse and interpret the results. 

 

 

Examples might include  

analysing student destination statistics and reporting patterns 
and trends 

selecting and designing complex questionnaires, survey 
methods or tests (including medical tests) and interpreting the 
results 

investigating the implications of changes to funding  

conducting enquiries into complex complaints or system failures 
and indicating where improvements are needed 

 
Typically: 
 

Marketing and Publications Manager is required to conduct 
investigation and analysis in order to establish the key issues 
and then to devise the most appropriate approach from 
interpreting results, developing proposed action and 
communicating appropriately to the relevant area of the 
University 

 

Teaching Support Officer (SYS) sets up a “test” network in 
order to run the software in a confined environment.  The Role 
Holder looks at the results and relates to the actual network 
noting any adverse impacts and making necessary 
amendments as a result 
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use materials, tools, and machinery in their work.  It also refers 
to roles in which the holder is routinely expected to use their 
physical abilities and skills to perform complex and difficult 
movements, including working in cramped or small spaces or in 
awkward positions.  Alternatively, the role holder will need skills 
obtained through practice over a period of time or during 
practical training.  Care, precision and accuracy will be normally 
expected. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Response D describes the basic level of skill required.  
The role holder will be required to perform 
straightforward tasks which may involve the use of 
simple, generally available tools or equipment.  The 
training needed to perform these tasks effectively and 
safely will be, typically, in the form of limited instruction 
including short periods of demonstration and practice. 
 
 
 

 

complexity of the application or program may not affect the level 
of dexterity required 

lifting heavy, awkward or highly valuable objects  

working in confined spaces or awkward positions  

using audio-visual and other presentational equipment 

driving vehicles up to 7 tonnes unladen weight 

learning to use a specialist tool or piece of equipment (e.g. a 
microscope, test rig or printing, sewing or buffing machine) and 
using it effectively  

handling an animal or person correctly  

administering standard treatment to a person or animal 

 
Typically:  
 
Chief Electronics Technician carries out maintenance and 
repair of major complex equipment, which requires high levels 
of concentration and accuracy.  The repairs can include repairs 
to minute circuit boards requiring clear vision and manual 
dexterity or dangerous electrical equipment where extreme 
care is needed 

 
Disability Co-ordinator  is required to demonstrate specialist 
equipment to disabled students including one-handed 
keyboards or voice recognition packages.  The role-holder 
must also assess the student’s response when using 
equipment and how their disability might prevent them from 
using it effectively 
 
Nursery Manager carries out tasks which require the learning 
of methods and a level of accuracy, for example, taking a 
child’s temperature or administering medicines. 
 
 
 
 
Examples for Response D in terms of the tools and equipment 
used and the tasks to be performed include: 

pen, pencil and ruler or keyboard or other device for inputting 
straightforward data or finding routine information 

light gardening or maintenance tools  

standard laboratory equipment 

standard office equipment 

filing or replacing items on shelves or stores  

occasionally moving goods, equipment or light objects 

IT Specialists would usually score here for keyboard use (the 
score should not reflect the complexity of the computer-based 
application) 
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 team is adequately trained to do so safely. 
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47 is used when the role holder is required to conduct short one-
off training sessions or lectures. 

 

 

 
Examples might include: 

administrative staff outlining new legislation or a procedure 
such as applying for research grants 

those conducting training sessions e.g. on health and safety, 
first aid, recruitment and selection or assessment regulations 

explaining the operation of complex machines, equipment or 
software 

overseeing work experience placements  

coaching others on conducting a survey or research project 

Examples of Levels: 

Level C For those involved in providing regular and routine 
lectures in a specific subject or area 

Level B For those involved in changing the mode of delivery or 
rewriting the material. Assessment of progress, provision of 
feedback and guidance in further development will be required 

Level A For those who are responsible for re-specifying the 
desired outcomes and redesigning the mode of delivery and 
content. Overall evaluation of the subject or area will be 
included 

 

 
48 applies to those role holders required to deliver a series of 
lectures or workshops or develop an on-going relationship with a 
student or member of staff outside the work team.   
 
The role holder will assess progress and achievement and 
provide feedback to stimulate further development and learning. 
 

 
Examples might include: 

delivering and assessing a course, module or part of an 
undergraduate degree scheme 

acting as an academic supervisor  

leading a substantial management or teaching and learning 
development programme 

 
Typically: 
 
Director of Counselling tutors on the Diploma in 
Counselling course within EDU, preparing and structuring 
sessions, preparing handouts and reading lists. Role Holder 
monitors performance, provides guidance and feedback 
through group and individual discussion and assignments. 
Role Holder is required to act as catalyst for further learning 
and development. 
 

Examples of Levels: 

Level C Unlikely.  If this is required it will be from someone 
who makes small contributions to advanced areas of study 

Level B A role holder with responsibilities for delivering the 
curriculum in a broad subject range and assessing the overall 
progress of students 

Level A A role holder  with responsibility for the long term 
development of a curriculum area and introduction of new 
modes of delivery. Overall quality auditing will be part of the 
role 

 
 
49 is the highest level and is used for role holders required to 
take responsibility for and integrate a number of topics or parts of 
the syllabus or curriculum.   
 
The role holder would be required to guide students or members 
of staff from outside the work team in the search for general 
unifying principles and facilitate the development of the learner’s 
abilities to question and critique.   
 

 
Examples might include: 

lecturers who prepare and deliver lectures, seminars and 
tutorials to undergraduates, graduates, summer school or 
distance learning students 

supervisors who direct the work of research and postgraduate 
students 

those responsible for organising staff development and training 
for staff and others outside the work team 

those supervising work and assessing progress towards 
advanced qualifications 

 

Examples of Levels: 

Level C Unlikely.  It is a possible score for someone who 
contributes to course design but rarely delivers directly 

Level B Role holder with responsibilities for developing and 
modernising the curriculum in a broad subject range and  

overall progress of students. Evaluation of student progress 
and gathering feedback will be part of the role 

Level A Role holder with responsibility for the long term 
development of the whole curriculum and introduction of novel 
modes of delivery. Overall quality auditing for the curriculum 
will be part of the role 

FOI_24-337 Appendix C 





UEA HERA Guidance Notes 

Version 4a 

for role holders. 
 
A score here should only be given where a role holder can 
demonstrate a requirement or necessity to continually update 
specialist or technical knowledge in order to provide professional 
or specialist advice.   
 
Note: 
Level C will cover a broad range of roles and both managers and 
subordinates may both score here 
 
Note: 
A requirement to act as a point of reference for a particular area 
of work on its own is not sufficient and would score at D. 
 
Response D applies to those roles requiring knowledge of 
professional or technical practice. This level of knowledge is often 
demonstrated by the acquisition of a qualification (s) or 
accreditation after a period of practical and theoretical training or 
experience of the role. Skills and knowledge must be kept up to 
date by training and development. 
 
The role holder will demonstrate knowledge of a subject area in 
theory and practice  which may be combined with a requirement 
to act as a point of reference locally or within a particular area of 
expertise.  Relevant skills and knowledge must be acquired 
before the roleholder can perform at a competent level 
 
 
Response E describes those roles requiring the level of 
knowledge typically acquired following a short period of practical 
training and may include some elementary or introductory study. 
 
The role holder will have sufficient knowledge to complete 
standard tasks with occasional reference to others. Knowledge 
required may typically relate to local working practices and 
procedures and the role holder will typically follow pre-determined 
processes and methods. 
 
 
Response F is the lowest level.  It is used for those roles that 
require a basic level of knowledge of how to carry out the role.  
This will typically be acquired through practice rather than 
qualification.  
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
Examples might include: 

knowing how to program a computer  

the ability to interpret rules, procedures and regulations and 
provide advice to others on how they should be applied 

knowledge and use of electrical industry regulations 

basic management or supervisory skills 

being able to use a piece of complex scientific or electronic 
equipment, know how it works and when it is appropriate to 
use it 

 
 
 
Examples might include: 

knowledge of word processing packages  

understanding the use of an established practice, procedure or 
techniques  

being able to set up basic laboratory equipment and follow 
simple analytical procedures  

being able to operate safely and properly an electrical drill, a 
switchboard or buffer machine   

 
Examples might include: 

knowledge of word processing packages  

understanding the use of an established practice, procedure or 
techniques  

being able to set up basic laboratory equipment and follow 
simple analytical procedures  

being able to operate safely and properly an electrical drill, a 
switchboard or buffer machine   
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