


Table of Contents 

 

Chapter One General Framework 15-6 

First: Introduction 7 

Second: The Main Objective of the Guide 8 

Third: Scope of Application 8 

Fourth: Guide References and Resources 9 

Fifth: GeneralDefiinitions 10 

Sixth: Tasks and Responsibilities 12 

Chapter Two The Development and Review of Job Description 35-16 

First: Introduction 17 

Second: The Objectives of Job Description 18 

Third: The Purpose of Developing Job Description 18 

Fourth: 

The Most Important Conditions to be taken into consideration when 

developing / amending job description 19 

Fifth: The stages of developing / amending job description 19 

Sixth: The content of job description forms 21 

Seventh: Job description formSecond: 26 

Eighth: 

Measures and mechanisms of implementing the job description 

development and amendment process. 27 

Ninth: The work flow  32 

Chapter 

Three Job evaluation 51-36 

First: Introduction 37 

Second: The objectives of the job evaluation process 38 



Third: The stages of job evaluation 38 

Fourth: Committees and the mechanism of their formation 39 

Fifth: The bases of job classification 41 

Sixth: The steps of job evaluation 45 

Seventh: The mechanism of implementation after approving the job evaluation 48 

Eighth: 

Measures and implementation mechanisms of the job evaluation 

process 49 

Ninth: The work flow  50 

   

Chapter Four Forms and Appendix 51-52 

   

First: Job description form 53 

Second An illustrative example of a job description form 56 

Third: Job analysis questionnaire form: 58 

Fourth: Job re-description application form: 61 

Fifth: Updating a current job description application form 62 

Sixth: Submitting results of preliminary evaluation form 63 

Seventh Table No (3): How to connect reference level to job grade -  64 

Eighth 

The Guideline Document No. (A), regarding the characteristics of 

public posts classes and titles 65 

 



First  

Introduction 

 

The government of the United Arab Emirates strives to be among the best countries in 

the world in 2021. In order to provide high quality and distinguished service to those 

whom it serves, it has the task of managing government human resources, being the 

main driver in creating technical and administrative cadres up to international 

standards. A task that is realized through developing the right legislations and systems, 

and the best practices in the field of human resources. In activation of the role played 

by the Federal Authority for Government Human Resources              in developing and 

advancing human resources in the federal government, and the provision of all forms 

of support and backing to ministries and federal government entities, investing in their 

human resources and advancing them to realize their objectives and ensure the 

implementation of the strategy of the government of the United Arab Emirates. Under 

the provisions of the Cabinet's Decree No. 28, of the year 2013, regarding the approval 

of federal government job evaluation and description system, the Authority took upon 

itself the development of the guideline document for the development and review of 

job description and the evaluation of federal government jobs as a practical tool relying 

on the approved system. This is, in turn, based on the best modern practices. The 

ministries and entities of the federal government will, through it, be capable of 

describing and evaluating their jobs in an optimal way, which will positively reflect on 

the Competency and performance of the federal government sector.  

 

The release of the first edition of the Guideline Document For The Development 

And Review Of Job Description And The Evaluation Of Federal Government Jobs is 

a continuation of the effort made by the Authority in empowering human resources 

departments in federal ministries and entities, and supporting and backing up human 

resources specialists and practitioners. It translates and implements federal 

government human resources legislations and systems. It establishes a culture based on 

those receiving government services and on enhancing government Competency. The 

guide also represents an important reference for all those concerned with the matter. 

Its chapters proved the basic processes and procedures adopted in the field of 

developing and reviewing job description, job evaluation, the terms and conditions and 

mechanisms related to implementation, which the federal government has to adopt in 

order to realize its role in developing job descriptions and evaluation for jobs in the 

federal government. 

 



Second 

 

The Main Objective of the Guide 

 

1. Issuing a unified guideline document with the aim of determining the main 

measures and operations associated with job description and evaluation in 

ministers / federal government entities in the United Arab Emirates. 

2. Translating policies and measures into a clear guideline document according to 

the approved system "The Job Description and Evaluation System in the 

Federal Government", which sets a flexible frame of work, explains priorities, 

regulates the processes, coordinates measures and forms a benchmark for all 

activities related to the development and review of job description and job 

evaluation.  

3. Determining the roles and responsibilities in the processes associated with the 

activities of developing and reviewing job descriptions and job evaluation on 

the level of federal ministries and entities.  

4. Supporting ministries and federal government entities during the period of 

documenting, reviewing and updating their internal processes and systems 

related to developing and reviewing job descriptions and job evaluation.  

5. Implementing the best practices within the field of developing and reviewing job 

descriptions and job evaluation.  

6. Limiting the overlap and doubling of the roles and responsibilities of employees 

in divisions and departments in ministries and federal entities.  

7. Raising the Competency of human resources departments in ministries and 

federal government entities. 

 



Third 

Scope of application 

This guide covers all current and future jobs in ministries and federal government 

entities subject to the provisions of the Law of Human Resources in the federal 

government. 

Guide References and Resources 

 

1. Policies and procedures in this guide are related to the Human Resources Law 

of the federal government No. (11) of the year 2008 and its amendments and 

Executive Regulation, as shown in the following table: 

                                        

Reference Relevant article 

The Human Resources Law of the federal government 

No. (11) of the year 2008 and its amendments. 

 

Job budget (Article 7/ 

Selection and appointment (Article 5/ 

Performance management system (Article 30/ 

Employee performance evaluation and rewards (Article 

31/ 

Transfer (Article 23 to Article 25/ 

(Article 26 to Article 28/ 

Loaning (Article 29 / 

Training and development (Article 41 to Article 44/ 

 

Promotions (Article - 26 / Article – 36 / Article 40/ ) 

The Executive Regulation of the HR law 

  

  
 

Human resources planning (Article 6 / 

 Job budget (Article 6/  

 Selection and appointment (Article 17 /  Article 20/ 

The Executive Regulation of the law 

Loaning (Articles 38 / to 39/ 



 

Training and development (Article 47/ to Article 49/ 

 

Promotions (Article 42 / Article - 46 / Article - 7 / Article 

35 / Article) 37/ 

Performance management system (Article 40/  

Transfer (Article 33 to Article 34/  

  (Article 35 to Article 37/  

 



Fifth 

 

General Definitions  
 
 
 

 The ministry: Any ministry established in accordance with provisions of Federal Law 

no. 1, of the year 1972, regarding ministries specializations and ministers authorities 

and amending or other law. 

 The federal entity: Public federal authorities and entities  

 The human resources law: Federal Decree-law No. 11 of the year 2011 concerning 

human resources at the Federal Government, with relevant amendments and 

executive regulation of the law.  

 The Authority:        The Federal Authority For Government Human Resources         

 The minister: The top official at the ministry. 

        Higher management:       Under-secretary or assistant under- secretary and those of similar 

position.  

       Human resources department:              The administrative unit in charge of human resources 

in the federal authority.         

 Organizational unit:        The administrative unit under which the job position is, in the 

organizational structure of the federal authority.  

 The organizational structure: It is the frame, which explains the administrative 

divisions or units, which form the ministry / federal entity, setting job levels.  

 Job evaluation and description system:   It is the system approved by the Ministerial 

Decree No. 28 of the year 2013. 

 The job:        A group of tasks and duties determined by the concerned authority for the 

purpose of explaining the special roles included in the job, within the authority, in 

accordance with the provisions of the law.        

        Job position:               Possible positions with job grades and titles that may arise from the 

approved job. They may be single or multiple in any of the federal authorities. 

        Job family:               A group of jobs of close characteristics, which form similar jobs with 

gradually rising levels of knowledge, skills and capabilities (Competencies). They allow 

advancement in the career path to which they belong.        

        Job class:               A group of jobs that share specialization and type. They fall under a job 

belonging to an approved job family.    

        Job evaluation:        It is determining the suitable grade for it in light of the job description 

and in accordance with the approved mechanisms of the evaluation and description 

system in the federal government.  

     Job title:             It is the tile indicating a specific role for the jog that was evaluated at a certain 

level within the organizational structure of the authority.        

    Job scope:             A group of jobs divided on a number of grades for one of the approved 

career paths, such that each would have a number of grades divided according to the 

job posts evolving thereof.   

 



 Career path:               It is the line determining the job type and direction, whether leading, 

administrative or vocational/specialized. Every career path may have a group of job 

scopes that interconnect to reflect the level of expertise and size of responsibility.        

       Job analysis:               It is a organizational way to collect and analyze information necessary for 

the job and indicate the extent to which the job participates in achieving the strategic 

and operational goals of the government entity.        

        Job description:               It is a complete list of duties, tasks, responsibilities, skills, and 

qualifications required to fill the job and perform its duties in accordance with the job 

grade and title determined for it and the competency required to fill it. 

         Job evaluation:                A systematic and standard procedure to determine the weight of the 

job in comparison with other similar jobs in the government. This is done using an 

approved system to evaluate federal government jobs. 

 Job grade:        The grade that is approved for the job after being evaluated based on the 

approved evaluation mechanism.     

 Federal Committee for Job Evaluation: The committee that is formed by a decision 

from the chirman of the              Federal Authority for Government Human Resources              for the 

purpose of evaluating and approving jobs in government entities. The job evaluation 

and description system in the federal government determiners its tasks and the 

mechanism of its operation.  

       Internal Jobs Evaluation Committee      in governmental entities:        A committee formed on 

the level of every federal government entity, by the concerned minister, for the 

purpose of evaluating current, new and amended jobs within that federal entity. The 

job evaluation and description system in the federal government determiners its tasks 

and mechanism of operation.        



 

Sixth 

 

Tasks and Responsibilities 

   Responsibility    Tasks and roles   

1 Federal Authority For Government 

Human Resources 

Providing consulting support to federal 

government entities during the 

implementation phases  

Supervise the training of evaluation 

committees in government entities on the 

job evaluation mechanism  

Form the federal committee for the 

evaluation of government jobs.         

Confirm the formation of internal jobs 

evaluation committees in federal entities.         

Receive annual statistical reports from all 

government entities, concerning the degree 

of Competency of the system, in 

accordance with the indicators set by the 

Authority.        

Drawing a plan for the basic 

implementation of the system. it should 

include the time frame required to 

conclude the evaluation of all jobs in the 

federal government.        

2  Higher management in the           federal        entity  Support the internal evaluation committee 

at the entity to perform its tasks  properly.  

 Creating an interactive environment with 

the participation of direct managers   during 

the job analysis stage.  

3  Human resources departments in federal 

government entities.   

 Supporting and backing up the internal 

evaluation committee.         



 

 Collecting information related to the job 

and documenting    a prior preliminary list 

of responsibilities, capabilities, 

competencies and requirements   for the 

job.  

 Informing direct managers of the 

development and reviewing of job  

 description in accordance with the content 

of the provisions of the approved system.  

 Communicating with the Authority for the 

sake of explaining any obstacles or 

difficulties that may hinder the proper 

implementation of the stages of developing 

and reviewing job descriptions according to 

the approved system.  

 Examining job components.  

4  Direct managers   Collecting information related to 

responsibilities, capabilities and experience 

required to occupy the job.         

understanding the nature of all jobs under 

the supervision of the direct manager.    

 Providing necessary input during the 

processes of job analysis and evaluation, 

and participating in those operations in 



 

accordance with mechanisms set in this 

system.        

5 Federal committee for job evaluation  Backing and supporting internal evaluation 

committees in federal government entities 

in order to guarantee proper 

implementation of the process of job 

description and evaluation in federal 

government entities.    

 Approving the results of evaluating the jobs 

that were evaluated by the internal 

evaluation committees in federal entities.    

 Providing the              Federal Authority for 

Government Human Resources              with job 

descriptions, titles and families for all jobs 

in government entities in a regular and 

updated manner.    

 Approving job descriptions, titles and 

families for new, current and amended 

jobs.       

 Periodic revision of reference level tables 

and submitting recommendations for 

amendments whenever there is a need for 

that.    

 Developing periodical reports on the 

number of new and amended jobs in the 

federal government.    

6  Internal job evaluation committee   in the 

federal government entity  

 Reviewing job description for jobs required 

to be evaluated.    

Evaluating all jobs at the concerned 

federal entity  and ensuring job consistency 

with the grade scale within   a set time frame 

to be agreed with the Authority.  

 Ensuring the classification of the job in a 

logical, transparent   and fair way the 

determiners the responsibilities of the job.  



 

 Abiding by the systems and decisions made 

by the federal committee   for job evaluation 

or by the              Federal Authority for 

Government Human Resources                in relation 

to job evaluation.  

 Prepare the annual report on the number 

of jobs evaluated   and evaluating them at 

the federal entity and demonstrating the 

amendments   made to them.  

 Communicating with the Federal 

Committee for Job Evaluation  

 continuously.  

 Suggesting new job titles and descriptions 

and job families   and presenting them to the 

federal committee for job evaluation   to 

approve them.  

7  The concerned employees at  the ministry  

 or the federal government entity   

  Identifying all rights and duties stated in 

policies and procedures for the 

development and review of job 

descriptions and evaluating   jobs, in 

addition to subsequently followed 

procedures.  

 



 

Chapter 2 
Job Descriptions’ Development & Review 

First: Introduction  

Job description is one of the most important substrates of HR systems therefore all 

corporations keen on developing job descriptions by a scientific systematic method 

guarantees focusing on employee’s role and tasks entitled to him within a 

supportive work environment without prejudice to the approved frameworks and 

the functional role.  

One of the most important processes in job needs plan is job description’s 

development and review and developing budgets for that purpose to help the 

ministry/ federal government entity to ideally invest in the available human resources.  

Reviewing job description is to be done in case of adding new tasks to the functional 

role, changing natural tasks of the role or in case of dismantling or merging 

functional roles resulting from amendments in the organizational structure of the 

ministry/ federal government entity or its departments.  

Ministries/ federal government entities must prepare job descriptions for new jobs after 

being signed off in its budget including updating and reviewing job descriptions 

whenever necessary.  

In this chapter we are going to explain procedures to be followed in job description 

process and the mechanism of implementation.  

 

Second 

Job description objectives: 

1- Dividing and distributing the general objectives of the ministry/ federal 

government entity into tasks and responsibilities to be achieved by individual 

jobs in a manner shows direction and performance requirements besides 

understanding the contribution of a certain job in achieving objectives of the 

ministry/ federal government entity.  

2- Clear determination of responsibilities and duties of each role in the ministry/ 

federal government entity according to a unified methodology contributes in 

performance promotion, work organization, career path clarification and 



 

decreasing conflicts of duties and tasks among incumbents consequently 

managing expectations and contributing in raising employee’s abilities.        

3- Supporting the ministry/ federal government entity in understanding and covering 

HR needs to facilitate work implementation, plans and programs to ensure 

spending optimally.  

4- Facilitating understanding key responsibilities of employees and candidates to 

promote work implementation and tasks according to required criteria.  

5- Contributing in promotion and transfer bases according to organizational 

structure of the ministry/ federal government entity based on current job 

requirements and intended job of transfer or promotion. It also contributes in 

HR planning and development.   

6- Supporting effective selection for calibers by which we select and favor 

between candidates.  

7- Unifying job titles on the level of ministries and federal entities subjected to 

HR law and implementing code.   

 

Third  

Purpose of the development of Job description :  

Job description is needed when the ministry/ federal government entity needs to update 

a new role whether to issue a new job description or when there is a change 

acquires issuing a new job description or a change in the current role requires 

add/change/omit. Some of the specified tasks and responsibilities require either 

amending an existing job description as shown below:  

 Issuing a new job description:  

Representing in procedures related to job description development for the 

new and approved jobs within the budget and organizational structures of the 

ministry/ federal government entity by several steps: development, review, 

evaluation and final approval where new positions are added to the 

organizational unit bearing in mind that position consists of two main 

elements: job belonged to and organizational unit followed.  

 Amending existing job description:  

Reviewing the approved job description and adding necessary amendments to 

separate, merge or change job tasks and responsibilities whether by increase 

or decrease based on restructure or passing an administrative decision to 

create a new functional role.  



 

 

Fourth 

Below the most important conditions in developing/reviewing job description:  

1- Focusing on the main tasks, responsibilities and objectives of the role and job 

requirements (in terms of achievement priorities) within the current needs of 

the ministry/ federal government entity and its long term objectives regardless 

“incumbent”.  

2- Considering the actuality of tasks and responsibilities mentioned in the job 

description within the required role.  

3- Determining the minimum required qualifications of the role in addition to 

any other additional qualifications.  

4- Determining required calibers for a certain job in a manner consistent with 

performance appraisal of federal government employees.  

5- Mentioning necessary specialized/technical skills of the role.  

6- Writing tasks and duties in verb phrases to facilitate performance appraisal, 

accuracy and to avoid generality.  

7- Using accurate phrases with clear wording.  

8- An existing job description is to be amended by an official request with 

surrounding reasons.  

9- No job description shall be amended before one year from the date of its 

signed off by the commitment to update job descriptions one time every 3 or 

5 years.         

 

Fifth 

Job description’s development/amendment phases  

First phase 

Job analysis: pre job description development/amendment phase, it depends on a 

deep study of a job, tasks and duties involved by gathering all information related to 

the job to provide all information for developing job description card. The HR 

department in any governmental entity prepares job analysis process in 

collaboration with direct managers and departments’ heads. It’s necessary to let 

them aware of the importance of job analysis phase and its benefit for both 

employee and entity if applied properly and according to what will be explained 

later in this guide.  



 

 

Jon analysis mechanism  

The role of HR department in collaboration with direct managers and departments’ 

heads is to gather all information related to the job using the following mechanisms:  

1- The above mentioned departments prepare and fill questionnaire of job 

analysis using the attached sample in this guidance.  

2- The HR department conducts interviews with the concerned organizational 

units’ managers to complete the required data.  

3- Concerned departments study the main components and elements of the job 

focusing on main parts and verify the validity of information comparing them 

with other similar job data.  

4- The direct manager prepares reports of the main components and elements 

of the job and presents to the HR department.  

5- The HR department analyzes information and writing down analysis results 

according to above-mentioned mechanism then presents to the direct 

manager to be reviewed and adding necessary amendments.  

 

Second Phase 

Develop the Job Description Card : 

After finishing all phases of job analysis, gathering all information and analyzing job 

questionnaire results, we start to issue job description card: it’s a document 

mentions tasks, general roles and responsibilities of the job according to approved 

model of jobs evaluation and description attached herewith.  

 

How to prepare job description card?  

1- The concerned HR team prepares job description draft according to gathered 

information in job analysis phase using provisions of the approved model 

attached to the system in order to be reviewed by the direct manager and 

department head.  

2- The concerned HR employee fills job analysis data on the approved job 

description model.  



 

3- The HR manager follows up and reviews all job description cards in the federal 

entity.  

4- The concerned department’s manager and HR manager sign job description 

cards then forward to the concerned undersecretary of (or in same position) 

for initial approval.   

The above-mentioned info is clarified within the required steps of developing and 

amending job descriptions in the eighth provision – chapter two of this guide.      

 

Sixth 

Job description contents 

The HR departments should abide by filling provisions mentioned in the approved 

model attached herewith.  

 

Elements of Job description card:  

1- Tasks details 

As the following:  

 Job title: refers to a certain role in the evaluated job on a certain level in the 

organizational structure of the ministry/ federal government entity such as: 

chairman, agronomist, accountant, secretary …. etc.  

 Job code: a unified code made by Human Resources’ Information 

Management System “ Bayanati” for each job approved in federal 

government to facilitate dealing with families and job categories according to 

tracks shown in the approved system of job description and evaluation. 

Example  

The job code of “specialist” position is xxxxxxxxxxxx divided as the following:  

Job family First code Job category Second code Job title Third code 

HR xx Supervisory xx Specialist xxxxxxxx 

 Job category  

A group of jobs with the same major and type lies under one job within a 

approved job family.  

Example for a job category for the following job titles:   

Job title Job category 



 

Senior admin  Operation  

Executive secretary   Administrative support   

Department head  Executive administration   

 

 Job grade   

Job approved grade in the ministry/federal government entity after 

evaluation according to the approved mechanism of evaluation and is to be 

specified according to the attached table No. 4 regarding linking referential 

level with job grade.  

Example: job grade of “department head” position could be between special grade 

(A) and (B).  

 Direct manager: the person who directly responsible for tasks entitled to 

incumbent specified in the approved organizational structure of the ministry/ 

federal government entity.  

Example: the direct manager of “employees’ relationships manager” position is HR 

manager.  

Department: the organizational unit in the approved organizational structure of the 

ministry/federal entity which level may not be amended except by a cabinet decree. 

Example: IT department – HR department – financial affairs …. Etc.  

 Career path: specified job line based on job type and directions whether 

leading, admin or professional job. Each path has a group of functional 

frameworks interrelated with each other reflects level of experience and 

amount of responsibility.  

Example: career path of “physician” is the specialized path unless getting 

otherwise position such as “hospital manager” or medical area manager then it 

will be a leading path.   

 

2- Job general objective  

A general brief of the main role of the job regardless tasks and responsibilities 

details of the incumbent.  

Example: the general objective of “HR plan dept manager” is to supervise and 

ensure availability of qualified human resources and necessary skills in 

governmental entities and strategically distribute on all functional levels and 

categories.  



 

 

3- Job dimensions  

Representing in the following:  

a- Number of personnel whom administratively follow the incumbent 

(direct/indirect) if found and determine job title for each one of them.  

Example: head of revenues and head of expenses are administratively followed to 

financial affairs manager and administratively indirectly followed by department 

head: senior accountant, main accountant, financial procedures executive and 

auditor.  

b- Financial powers: one of the benefits determined to the job regulated by 

regulatory financial decisions and legislations by which the incumbent is 

entitled to pay funds within specified financial limits (if found).  

 

4- Main responsibilities 

Representing in the following:  

a- Key tasks: directly related to the functional role of the incumbent as the 

first responsible for these tasks: administrative, executive and supervisory 

tasks; detailed tasks show the difficulty of the role and the amount of 

responsibility.           

Example: the main tasks of “networks support executive” are:  

 Software and operation systems development.  

 Periodic networks maintenance.  

 Dealing with emergency to ensure work safety.  

 Networks security ensurance.   

 Work entity’s websites maintenance, update and development. 

  

b- Main work indicators of the role:  

Includes the most important and general indicators of the role (if found) by 

which we can evaluate performance level of the incumbent in a 

comparison with the main responsibilities of the job. These indicators can 

be measured in numbers or percentage.  

Example: performance indicators of “HR expert” are:  

 Accuracy of applied reports and statistics.  

 Number of entitled and achieved projects according to the approved plan.  



 

 Number of applicable achieved projects according to the approved plan.           

 Percentage of applicable developmental initiatives to the total proposed 

initiatives.    

 

5- Qualifications  

The minimum group of knowledge, academic and professional certificates and 

practical trainings necessary for the job. 

Example: Bsc/Master/PhD certificates in any fields whether (admin, technical, 

Eng, medical… etc) or equivalent from the approved university.   

 

6- Experience 

The minimum previous work years related and required to the job.  

Example: experience required for “budget dept head” from 4 to 6 years in 

accounting and budget development.  

7- Technical Competency (specialty) and behavior 

a- Technical Competency (specialty): Technical abilities specified for roles 

and jobs in the job families including technical knowledge required for the 

job such as: ability to use certain software like java or knowledge skills in 

specialized fields like financial analysis … etc.  

b- Behavioral Competency: explained in detail in the general framework of 

behavioral Competency in the federal government including the following:  

1- Leadership Competency: (strategic thinking, staff development, change 

leadership).  

2- Basic Competencies: including six Competencies (accountability, 

effective resources management, focus on results, focus on customer 

service, communication skills, and teamwork). 

(Please, for more details refer to the general framework of behavioral 

Competencies for federal government).  

8- Skills: personal abilities which should be exist in the incumbent such as: 

accounting skills, computer skills, language skills … etc.  

9- Documenting procedures related to job description card approval and 

review.  

10- Job description approval by concerned employee and direct manager: including 

incumbent signature and his direct manager for certifying incumbent role and tasks 

entitled to him. 

  



 

Seventh 

Model of Job description card   

(Approved model in jobs evaluation and description in federal government system)  

 1- Tasks details: 

Job title   
Job code   
Job category   
Direct manager   
Department   
Career path   

 

2- General objective of the job  

 

 

3- Job dimensions  

Number of employees 
whom administratively  
follow the incumbent    

Direct:   Financial powers: 

Indirect:    

  

 4- Main responsibilities 

Key tasks  Key performance indicators  

  

 

 5- Qualifications 

 

 

 

6- Experience 

 

 

7- Technical and behavioral Competencies  

Competency  Competency level   



 

  

 

8- Skills  

 

 

9- Procedures approval  

Development (direct executive)  Date:  

Review (direct executive) Date: 
Approval (executive manager) if necessary:    Date: 

 

Signature                                                                                                              Date  

………………. 

HR Manager   

 

Eighth  

Procedures and implementation mechanism of job description 

development/amendment  

As a preparatory phase, the ministry/ federal governemnt entity should make sure 

of availability of necessary infrastructure to apply the approved procedures and 

mechanisms for job description development representing in the following:  

 
 
 
 
 

First step 
 

Issuing cabinet decision to 
form a federal committee for 
job evaluation in the federal 
government which tasks are 
specified in the approved 
system of jobs evaluation and 
description in the federal 
government according to 
cabinet decree No. (28) Of 
year 2013.      

Responsibility  

Head of federal authority for 
government human resources 

(FAHR)  

    

 

 
 
 

Issuing an internal circulation 
and form internal committee 
to evaluate job descriptions in 

Responsibility  

Head of federal authority for 
government human resources 



 

 
 

Second step 

the ministry/ federal 
government entity which 

tasks are specified in the 
approved system of jobs 
evaluation and description in 
the federal government 
according to cabinet decree 
No. (28) Of year 2013.        

(FAHR) 

 

 

 
 
 
 

Third step 

Issuing an internal 
circulation/administrative 
decision to start launching job 
descriptions projects 
according to the approved 
system of jobs evaluation and 
description on ministry’s 
level/federal entity.  

Responsibility  

Top management in the 

ministry/ federal 
government entity    

    

 

 
 
 

Fourth step 

Issuing a decision to form 
internal HR teamwork to 
prepare/review/update job 
descriptions on the ministry’s 
level/federal entity.      

Responsibility  

Top management of the 

ministry/ federal 
government entity    

  

 

 
 
 
 

Fifth step 

Making sure that the internal 
teamwork formed in the 

ministry or federal 
government entity abide 

by attending job analysis 
training courses organized by 
federal authority for 
government human resources 
(FAHR)     

Responsibility  

Top management of the 

ministry/ federal 
government entity    

 

 

 Collecting jobs and titles in Responsibility  



 

 
 

Sixth step 

the ministry/ federal 
government entity and 

document and analyze the 
current status.   

HR concerned teamwork     

 

 

 
 
 

Seventh step 

Holding internal introductory 
workshops in the ministry or 

federal government 

entity over job description 
showing its importance and 
target.  

Responsibility  

HR concerned teamwork     

 

 

 
 
 
 

Eighth step 

The qualified teamwork in 
collaboration with 
organizational units’ heads in 

the ministry/ federal 
government entity shall 

prepare standard models of 
job description cards and 
ensure its effectiveness.       

Responsibility  

HR concerned teamwork     

 

Procedures and implementation mechanism: 

Below the most important steps for job description development/amendment. 

 

The development of New job description: 

 
s 

 
Procedures 

Organizational unit responsible 
for procedure’s 
implementation 

Who will implement in the 
organizational unit 

1 Distributing job analysis 
questionnaire, gathering all 
info related to the job, 
developing priorities menu of 
responsibilities, abilities, 
previous job requirements and 
conducting interviews with the 
concerned organizational units’ 
heads to complete required 

HR department/concerned 
section  

HR concerned 
employee/direct manager/ 

concerned department’s 
head 



 

data.        

2 Developing job description 
draft according to the 
approved model attached to 
the system and guide in order 
to be reviewed by the direct 
manager or department head.   

HR department/concerned 
section 

HR concerned 
employee/direct 

manager/concerned 
department’s head 

3 Reviewing job description draft 
and taking notes whenever 
necessary. 

Concerned department   Direct manager/ concerned 
department’s head 

4 Discussing the amended copy 
of job description draft 
according to the approved 
model with the direct manager  

HR department/concerned 
section 

HR concerned employee 

5 Developing and developing job 
description according to the 
approved model attached to 
the system and guide following 
direct manager consent.   

HR department/concerned 
section 

HR concerned employee 

6 Signing job descriptions by the 
concerned department’s head 
and HR manager then making 
initial approval by the 
concerned assistant 
undersecretary (or equivalent).         

HR department/concerned 
section 

Concerned department head/ 
HR manager/ concerned 

assistant undersecretary (or 
equivalent).          

 

Amendment of existing job description:  

 
s 

 
Procedures 

Organizational unit responsible 
for the procedure  

Who will implement in the 
organizational unit 

1 Receiving job description 
amendment request supported 
by amendment reasons.    

HR department  HR concerned employee 

2 Amendment request approval.    HR department HR Manager  

3 Starting amendment process, 
holding a meeting with direct 
manager and discussing types 
of amendments.   

HR department/ Concerned 
section   

HR concerned 
employee/direct manager   

4 Reviewing job description draft 
and taking notes whenever 
necessary.  

Concerned department   Direct manager/ concerned 
department’s head   

5 Discussing the amended job 
description draft copy 
according to the approved 
model with the direct manager.   

HR department/concerned 
section 

HR concerned 
employee/direct manager 

6 Developing and developing the 
amended job description copy 
according to the approved 
model attached the system and 
guide following the consent of 
the direct manager.  

HR department/concerned 
section 

HR concerned 
employee/direct manager            

7 Signing job descriptions by the HR department/concerned concerned department’s 



 

concerned department head 
and HR manager then making 
initial approval by the 
concerned assistant 
undersecretary (or equivalent).         

section head  / HR manager/ 
concerned assistant 
undersecretary (or 

equivalent).          

 

 

 

     

 

 

 

 

 

 

 

 

 

 

 

Ninth 

Streaming track of the procedure  

 

                        HR department + concerned departments 

 

     

              

        

 

New job description 

preparation  

Distributing job 

analysis questionnaire, 
gathering all info 

related to the job, 

preparing priorities 

menu of 

responsibilities, abilities 

and previous job 
requirements and 

conducting interviews 

competent 
organizational units’ 

heads to complete 

required data.   

1.1 
 

 

Preparing job 

description draft 

according to the 

certified model 

attached to system 

and guide in order to 

be reviewed by direct 

manager or 

department head.   

1.2 

 

 

Discussing the 

amended copy of job 

description draft 

according to the 

certified model with 

the direct manager 

1.4 

 

Preparing and 

developing job 

description according 

to the certified model 

attached to the 

system and guide 

following direct 

manager consent.   

1.5 

 

Signing job 

descriptions by the 

competent 

department head and 

HR manager then 

initial certification 

by the competent 

assistant 

undersecretary (or 

equivalent).        

1.6 

  



 

                         

           

  

 

 

      

    

                 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

Reviewing job 

description draft and 

taking notes 

whenever necessary. 

1.3 

 

Starting amendment 

process, holding a 

meeting with direct 

manager and 

discussing types of 

amendments.   

1.3 

Existing job description 

amendment  

Reviewing job 

description draft and 

taking notes 

whenever necessary. 

1.4 

 

Signing job 

descriptions by the 

competent 

department head and 

HR manager then 

initial certification 

by the competent 

assistant 

undersecretary (or 

equivalent).         

1.7 

 

Discussing the 

amended job 

description draft 

copy according to the 

certified model with 

the direct manager.   

1.5 

 

Preparing and 

developing the 

amended job 

description copy 

according to the 

certified model 

attached the system 

and guide following 

the consent of the 

direct manager. 

1.6 

 



 

 

  

 

 

 

 

 

 

 

Receiving job 

description 

amendment request 

supported by 

amendment reasons. 

1.1 

 

Amendment request 

approval.   

 

  

1.2 
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JJoobb  EEvvaalluuaattiioonn  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  



 

FFiirrsstt    

  

IInnttrroodduuccttiioonn    

  

TThhee  pprroocceessss  ooff  jjoobb  eevvaalluuaattiioonn  iiss  tthhee  mmoosstt  iimmppoorrttaanntt  pprroocceessss  ooff  HHuummaann  RReessoouurrcceess  DDeeppaarrttmmeenntt,,  

ppeerrhhaappss  tthhee  mmoosstt  aaccccuurraattee  aass  iitt  iiss  ddiirreeccttllyy  ccoonnnneecctteedd  wwiitthh  ddeeffiinniinngg  tthhee  jjoobb  ddeeggrreeee  ooff  rroolleess  tthhaatt  eeffffeecctt  

tthhee  ppoossssiibbiilliittyy  ooff  aattttrraaccttiinngg  tthhee  ccoommppeetteenncciieess,,  rreedduucciinngg  tthhee  ooppeerraattiioonnaall  ccoossttss  aanndd  iinnccrreeaassiinngg  tthhee  

rreevveennuuee..  

  

AAccccoorrddiinnggllyy,,  tthhee  ggoovveerrnnmmeenntt  ooff  tthhee  UUnniitteedd  AArraabb  EEmmiirraatteess  hhaass  ggiivveenn  ssppeecciiaall  aatttteennttiioonn  ttoo  ddeevveellooppmmeenntt  

ooff  aa  ssyysstteemm  ffoorr  jjoobb  eevvaalluuaattiioonn  aanndd  ddeessccrriippttiioonn  iinn  tthhee  ffeeddeerraall  ggoovveerrnnmmeenntt  iinn  wwhhiicchh  tthhee  CCaabbiinneett  

rreessoolluuttiioonn  NNoo..  ((2288))  ooff  22001133  oonn  aanndd  jjoobb  eevvaalluuaattiioonn  aanndd  ddeessccrriippttiioonn  ssyysstteemm    iinn  tthhee  FFeeddeerraall  GGoovveerrnnmmeenntt  

hhaass  bbeeeenn  aapppprroovveedd..    

  

  

TThhee  mmoosstt  iimmppoorrttaanntt  ppiillllaarrss  ooff  tthhee  aapppprroovveedd  ssyysstteemm  iinncclluuddee::    

11..  DDeevveellooppiinngg  aa  uunniiffiieedd  jjoobb  eevvaalluuaattiioonn  ssyysstteemm  ffoorr  mmiinniissttrriieess  aanndd  ffeeddeerraall  ggoovveerrnnmmeenntt  eennttiittiieess  ttoo  

bbee  aapppplliieedd  ttoo  aallll  jjoobbss  aanndd  rroolleess  iinn  tthheemm..    

22..  TThhee  aapppprroovveedd  jjoobb  eevvaalluuaattiioonn  ssyysstteemm  ddeeffiinneedd  aa  cceerrttaaiinn  nnuummbbeerr  ooff  cclleeaarr  aanndd  aaccccuurraattee  ccrriitteerriiaa  ttoo  

bbee  aapppplliieedd  iinn  eeaacchh  jjoobb  eevvaalluuaattiioonn  pprroocceessss  wwiitthhoouutt  eexxcceeppttiioonnss  ssuucchh  aass  ddeeffiinniinngg  tthhee  ssccooppee  ooff  

rreessppoonnssiibbiilliittyy,,  kknnoowwlleeddggee,,……eettcc..    

33..  JJoobb  eevvaalluuaattiioonn  wwaass  bbaasseedd  oonn  jjoobb  eevvaalluuaattiioonn  aanndd  ddooeess  nnoott  mmeeaann  tthhee  eemmppllooyyeeee    rroollee  ooccccuuppaanntt..    

44..  TThhee  ffoorrmmaattiioonn  ooff  ccoommmmiitttteeeess  ttoo  eevvaalluuaattee  jjoobbss  tthhrroouugghh  aann  iinntteerrnnaall  ccoommmmiitttteeee  iinn  tthhee  mmiinniissttrryy  //  

tthhee  ffeeddeerraall  ggoovveerrnnmmeenntt  eennttiittyy  aanndd  aa  ffeeddeerraall  ccoommmmiitttteeee  ttoo  eennssuurree  tthhee  eeffffeeccttiivveenneessss  ooff  tthhee  

pprroocceessss,,  wwhhiicchh  hhaass  bbeeeenn  eexxppllaaiinneedd  iinn  PPaarrtt  IIIIII  ooff  tthhiiss  mmaannuuaall..  

55..  DDooccuummeennttaattiioonn  ooff  eevvaalluuaattiioonn  pprroocceedduurreess  aanndd  aapppprroovvaall  ooff  tthhee  rreessuullttss  ooffffiicciiaallllyy  ttoo  eennssuurree  tthhee  

ccoommpplliiaannccee  wwiitthh  tthhee  aapppprroovveedd  ssyysstteemm..    

  

SSeeccoonndd::      

  

GGooaallss  ooff  JJoobb  EEvvaalluuaattiioonn  PPrroocceessss    

11..  UUssee  aa  ssyysstteemmaattiicc  aanndd  ssppeecciiffiicc  mmeetthhoodd  ffoorr  jjoobb  eevvaalluuaattiioonn  pprroocceessss,,  ssoo  aass  ttoo  eennssuurree  tthhee  

aacchhiieevveemmeenntt  ooff  jjuussttiiccee  aanndd  hhaarrmmoonnyy  aammoonngg  tthheemm  aatt  tthhee  lleevveell  ooff  tthhee  ffeeddeerraall  ggoovveerrnnmmeenntt..  

22..  UUnniiffiiccaattiioonn  ooff  tthhee  pprriinncciipplleess  rreellaatteedd  ttoo  jjoobbss  aanndd  jjoobb  ddeevveellooppmmeenntt..    

33..  SSuuppppoorrtt  tthhee  pprroocceedduurreess  aanndd  pprroocceesssseess  ooff  HHuummaann  RReessoouurrcceess  DDeeppaarrttmmeenntt  iinn  tthhee  ffeeddeerraall  

mmiinniissttrriieess  aanndd  aauutthhoorriittiieess..  

FFrroomm  tthhiiss  ppooiinntt  ooff  vviieeww,,  tthhee  FFeeddeerraall  aauutthhoorriittyy  ffoorr  GGoovveerrnnmmeenntt  HHuummaann  RReessoouurrcceess  wwaass  kkeeeenn  ttoo  

pprreeppaarree  aa  gguuiiddiinngg  mmaannuuaall  ffoorr  tthhee  aapppprroovveedd  ssyysstteemm  ffoorr  tthhee  jjoobb  eevvaalluuaattiioonn  ddeessccrriippttiioonn  iinn  tthhee  ffeeddeerraall  

ggoovveerrnnmmeenntt  ffrroomm  wwhhiicchh  pprroocceedduurreess  ooff  jjoobb  eevvaalluuaattiioonn  pprroocceessss  iinn  ffmmiinniissttrriieess  //  ffeeddeerraall  ggoovveerrnnmmeenntt  

eennttiittiieess  aanndd  tthhee  mmeecchhaanniissmm  ooff  iimmpplleemmeennttaattiioonn  iinn  aaccccoorrddaannccee  wwiitthh  tthhee  aaddoopptteedd  ssyysstteemm  wwiillll  bbee  

ddiissccuusssseedd..    

  

TThhiirrdd::    

JJoobb  EEvvaalluuaattiioonn  SSttaaggeess    

  

AAfftteerr  tthhee  ccoommpplleettiioonn  ooff  jjoobb  aannaallyyssiiss  ssttaaggee  aanndd  ddeevveellooppmmeenntt  ooff  jjoobb  ddeessccrriippttiioonn  ccaarrdd  wwhhiicchh  wwaass  

eexxppllaaiinneedd  iinn  ddeettaaiill  iinn  sseeccttiioonn  IIII  ooff  tthhiiss  mmaannuuaall,,  tthhee  jjoobb  eevvaalluuaattiioonn  ssttaaggee  wwhhiicchh  rreelliieess  oonn  aa  ssyysstteemmaattiicc  

aanndd  ssttaannddaarrdd  pprroocceedduurree  bbeeggiinnss  ttoo  ddeetteerrmmiinnee  tthhee  wweeiigghhtt  ooff  tthhee  jjoobb  ccoommppaarreedd  wwiitthh  tthhee  ootthheerr  ssiimmiillaarr  

jjoobbss  iinn  tthhee  ggoovveerrnnmmeenntt,,  uussiinngg  aann  aaddoopptteedd  ssyysstteemm  ffoorr  jjoobb  eevvaalluuaattiioonn  iinn  tthhee  ffeeddeerraall  ggoovveerrnnmmeenntt..  

  

TThhee  FFeeddeerraall  CCoommmmiitttteeee  ffoorr  jjoobb  eevvaalluuaattiioonn  aanndd  tthhee  IInntteerrnnaall  CCoommmmiitttteeee  ffoorr  jjoobb  eevvaalluuaattiioonn  iinn  tthhee  

ffeeddeerraall  eennttiittyy  ppllaayy  aa  kkeeyy  rroollee  iinn  tthhee  pprroocceessss  ooff  jjoobb  eevvaalluuaattiioonn;;  tthhee  ffoolllloowwiinngg  iiss  tthhee  mmeecchhaanniissmm  ooff  

ccoommmmiitttteeeess''  ffoorrmmaattiioonn  aanndd  tthhee  mmoosstt  iimmppoorrttaanntt  ttaasskkss  aassssiiggnneedd  ttoo  tthheemm..    



 

  

  

FFoouurrtthh::    

  

CCoommmmiitttteeeess  aanndd  MMeecchhaanniissmm  ooff  FFoorrmmaattiioonn    

  

TThhee  

CCoommmmiitttteeee  

CCoommmmiitttteeee  

hheeaaddqquuaarrtteerrss  

MMeecchhaanniissmm  ooff  

CCoommmmiitttteeee  

FFoorrmmaattiioonn  

TThhee  ccoommmmiitttteeee    

DDuuttiieess    

TThhee  

CCoommmmiitttteeee  

MMeeeettiinnggss  

TThhee  

CCoommmmiitttteeee  

DDeecciissiioonnss  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

JJoobb  

EEvvaalluuaattiioonn  

FFeeddeerraall  

CCoommmmiitttteeee  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

tthhee  FFeeddeerraall  

EEnnttiittyy  ffoorr  

GGoovveerrnnmmeenntt  

HHuummaann  

RReessoouurrcceess  

TToo  bbee  ffoorrmmeedd  

bbyy  aa  ddeecciissiioonn  

ooff  tthhee  

CChhaaiirrmmaann  ooff  

tthhee  FFAAHHRR  

pprreessiiddeedd  bbyy  tthhee  

GGeenneerraall  

MMaannaaggeerr  ooff  

FFAAHHRR  aanndd  iittss  

mmeemmbbeerrsshhiipp  

iinncclluuddeess  aa  

nnuummbbeerr  ooff  

mmeemmbbeerrss  

ddeeffiinneedd  bbyy  tthhee  

ddeecciissiioonn  ooff  

ffoorrmmaattiioonn..  TThhee  

CCoommmmiitttteeee  

mmaayy  sseeeekk  tthhee  

aassssiissttaannccee  ooff  

tthhee  

eexxppeerriieenncceedd  

ppeeooppllee  wwhheetthheerr  

ffrroomm  tthhee  

ffeeddeerraall  

ggoovveerrnnmmeenntt  oorr  

ffrroomm  oouuttssiiddee  

pprroovviiddeedd  tthhaatt  

tthheeyy  sshhaallll  hhaavvee  

nnoo  ccoouunntteedd  

vvoottee  iinn  tthhee  

CCoommmmiitttteeee..      

11--SSuuppppoorrttiinngg  tthhee  iinntteerrnnaall  

eevvaalluuaattiioonn  ccoommmmiitttteeeess  iinn  

tthhee  ffeeddeerraall  ggoovveerrnnmmeenntt  

eennttiittiieess  ttoo  eennssuurree  tthhee  

ssoouunndd  iimmpplleemmeennttaattiioonn  ooff  

jjoobb  eevvaalluuaattiioonn  aanndd  

ddeessccrriippttiioonn  pprroocceessss  iinn  tthhee  

ffeeddeerraall  ggoovveerrnnmmeenntt  

aauutthhoorriittiieess..    

22--  AApppprroovvaall  ooff  jjoobb  

eevvaalluuaattiioonn  rreessuullttss  

eevvaalluuaatteedd  bbyy  tthhee  IInntteerrnnaall  

EEvvaalluuaattiioonn  CCoommmmiitttteeeess  iinn  

tthhee  ffeeddeerraall  eennttiittiieess..    

33--  PPrroovviiddiinngg  tthhee  FFHHAARR  

wwiitthh  tthhee  jjoobb  ddeessccrriippttiioonnss,,  

nnaammeess  aanndd  ffaammiilliieess  ffoorr  aallll  

jjoobbss  iinn  tthhee  ggoovveerrnnmmeennttaall  

bbooddiieess  ppeerriiooddiiccaallllyy  aanndd  

uupp  ttoo  ddaattee..  

44--  AApppprroovvaall  ooff  jjoobb  

ddeessccrriippttiioonnss,,  nnaammeess  aanndd  

ffaammiilliieess  ffoorr  tthhee  nneeww  jjoobbss  

aanndd  tthhee  uuppddaatteedd  lliisstt..    

55--  PPeerriiooddiicc  rreevviissiioonn  ooff  

rreeffeerreennccee  lleevveellss  sscchheedduullee  

aanndd  ssuubbmmiittttiinngg  

aammeennddmmeenntt  

rreeccoommmmeennddaattiioonnss  iiff  

nneeeeddeedd..    

66--  DDeevveellooppmmeenntt  ooff  

ppeerriiooddiicc  rreeppoorrttss  oonn  nneeww  

aanndd  aaddjjuusstteedd  jjoobbss  iinn  tthhee  

ffeeddeerraall  ggoovveerrnnmmeenntt..              

TThhee  

ccoommmmiitttteeee  

mmeeeettiinngg  iiss  ttoo  

bbee  hheelldd  uuppoonn  

aa  ccaallll  ffrroomm  iittss  

cchhaaiirrmmaann  iinn  

tthhee  ppllaaccee  aanndd  

ttiimmee  ssppeecciiffiieedd  

bbyy  tthhee  ssaammee..  

TThhee  

ccoommmmiitttteeee  

mmaayy  hhoolldd  

eexxttrraaoorrddiinnaarryy  

mmeeeettiinnggss  

wwhheenneevveerr  

nneeeeddeedd..    

TThhee  

CCoommmmiitttteeee’’ss  

ddeecciissiioonnss  

sshhaallll  bbee  

ppaasssseedd  bbyy  tthhee  

mmaajjoorriittyy  ooff  iittss  

aatttteennddeedd  

mmeemmbbeerrss  

pprroovviiddeedd  tthhaatt  

tthhee  cchhaaiirrmmaann  

oorr  hhiiss//  hheerr  

ddeeppuuttyy  

aammoonngg  tthheemm..  

IInn  ccaassee  ooff  ttiiee,,  

tthhee  pprreessiiddeenntt  

hhaass  ccaasstt  vvoottee..    

  

  

  

  

TThhee  

CCoommmmiitttteeee  

CCoommmmiitttteeee  

hheeaaddqquuaarrtteerrss  

MMeecchhaanniissmm  ooff  

CCoommmmiitttteeee  

FFoorrmmaattiioonn  

TThhee  ccoommmmiitttteeee    

DDuuttiieess    

TThhee  

CCoommmmiitttteeee  

MMeeeettiinnggss  

TThhee  

CCoommmmiitttteeee  

DDeecciissiioonnss  

  

  

  

  

  

  

TToo  bbee  ffoorrmmeedd  

aatt  tthhee  lleevveell  ooff  

eeaacchh  ffeeddeerraall  

11--RReevveessiioonn  ooff  jjoobb  

ddeessccrriippttiioonn  ffoorr  jjoobbss  

rreeqquuiirreedd  ttoo  bbee  eevvaalluuaatteedd..      

TThhee  

ccoommmmiitttteeee  

mmeeeettiinngg  iiss  ttoo  

TThhee  

CCoommmmiitttteeee’’ss  

ddeecciissiioonnss  



 

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

IInntteerrnnaall  JJoobb  

EEvvaalluuaattiioonn  

CCoommmmiitttteeee  

iinn  tthhee  

FFeeddeerraall  

ggoovveerrnnmmeenntt  

eennttiittyy    

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

TThhee  

CCoonncceerrnneedd  

MMiinniissttrryy//  

ffeeddeerraall  

ggoovveerrnnmmeenntt  

eennttiittyy  

ggoovveerrnnmmeenntt  

eennttiittyy  bbyy  aa  

ddeecciissiioonn  ooff  tthhee  

ccoonncceerrnneedd  

mmiinniisstteerr  oorr  hhiiss  

ddeeppuuttyy  

pprreessiiddeedd  bbyy  tthhee  

uunnddeerrsseeccrreettaarryy  

oorr  ddeeppuuttyy  iittss  

mmeemmbbeerrsshhiipp  

iinncclluuddeess  aa  

nnuummbbeerr  ooff  

mmeemmbbeerrss..  TThhee  

CCoommmmiitttteeee  

mmaayy  sseeeekk  tthhee  

aassssiissttaannccee  ooff  

tthhee  ccoonncceerrnneedd  

ppeeooppllee  ddeeeemmeedd  

ssuuiittaabbllee  bbyy  iitt  

wwhheetthheerr  ffrroomm  

tthhee  aauutthhoorriittyy  oorr  

ffrroomm  oouuttssiiddee  

pprroovviiddeedd  tthhaatt  

tthheeyy  sshhaallll  hhaavvee  

nnoo  ccoouunntteedd  

vvoottee  iinn  tthhee  

CCoommmmiitttteeee..      

22--  EEvvaalluuaattiioonn  ooff  aallll  jjoobbss  

iinn  tthhee  ccoonncceerrnneedd  ffeeddeerraall  

eennttiittyy  aanndd  eennssuurriinngg  tthhee  

ccoonnssiisstteennccyy  ooff  tthhee  jjoobbss  

wwiitthh  jjoobb  ggrraaddeess..    

33--  EEnnssuurriinngg  tthhee  

ccllaassssiiffiiccaattiioonn  ooff  jjoobbss  iinn  

llooggiicc,,  ttrraannssppaarreenntt  aanndd  ffaaiirr  

mmaannnneerr..    

  

  44--  CCoommpplliiaannccee  wwiitthh  tthhee  

rreegguullaattiioonnss  aanndd  

rreessoolluuttiioonnss  ppaasssseedd  bbyy  tthhee  

ffeeddeerraall  ccoommmmiitttteeee  ffoorr  jjoobb  

eevvaalluuaattiioonn,,  oorr  tthhaatt  ppaasssseedd  

bbyy  tthhee  FFHHAARR  rreeggaarrddiinngg  

jjoobb  eevvaalluuaattiioonn..    

  

55--  DDeevveellooppmmeenntt  ooff  tthhee  

aannnnuuaall  rreeppoorrttss  oonn  

nnuummbbeerr  ooff  eemmppllooyyeeeess  

eevvaalluuaatteedd  aanndd  rree--

eevvaalluuaatteedd  iinn  tthhee  ffeeddeerraall  

eennttiittyy  aanndd  sshhoowwiinngg  tthhee  

aammeennddmmeennttss  mmaaddee  ttoo  

tthheemm..    

66--  CCoonnttaaccttiinngg  tthhee  ffeeddeerraall  

ccoommmmiitttteeee  ffoorr  jjoobb  

eevvaalluuaattiioonn  ccoonnttiinnuuoouussllyy..    

  

77--  SSuuggggeessttiinngg  nneeww  jjoobb  

nnaammeess,,  ddeessccrriippttiioonnss  aanndd  

ffaammiilliieess  aanndd  ssuubbmmiittttiinngg  

tthheemm  ttoo  tthhee  ffeeddeerraall  

ccoommmmiitttteeee  ffoorr  

ggoovveerrnnmmeennttaall  jjoobb  

eevvaalluuaattiioonn  ffoorr  aapppprroovvaall..      

bbee  hheelldd  uuppoonn  

aa  ccaallll  ffrroomm  iittss  

cchhaaiirrmmaann..  

TThhee  

ccoommmmiitttteeee  

mmaayy  hhoolldd  

eexxttrraaoorrddiinnaarryy  

mmeeeettiinnggss  

wwhheenneevveerr  

nneeeeddeedd..    

sshhaallll  bbee  

ppaasssseedd  bbyy  tthhee  

mmaajjoorriittyy..  IInn  

ccaassee  ooff  ttiiee,,  

tthhee  pprreessiiddeenntt  

hhaass  ccaasstt  vvoottee..    

  

  

  

FFiifftthh::    

  JJoobb  CCllaassssiiffiiccaattiioonn    

  

BBeeffoorree  ssttaarrttiinngg  tthhee  jjoobb  eevvaalluuaattiioonn  pprroocceedduurreess,,  tthhee  iinntteerrnnaall  jjoobb  eevvaalluuaattiioonn  ccoommmmiitttteeee  iinn  tthhee  ffeeddeerraall  

ggoovveerrnnmmeenntt  eennttiittyy  wwiillll  ccllaassssiiffyy  tthhee  jjoobb  wwiitthhiinn  aa  jjoobb  ffaammiillyy,,  jjoobb  ccaatteeggoorryy  aanndd  ccaarreeeerr  ppaatthh  aanndd  ccaauussiinngg  

tthheemm  ttoo  bbee  aapppprroovveedd  bbyy  tthhee  FFeeddeerraall  CCoommmmiitttteeee  ffoorr  jjoobb  eevvaalluuaattiioonn..  

  

TToo  rreeaacchh  tthhee  ccoorrrreecctt  ccllaassssiiffiiccaattiioonn  ffoorr  tthhee  jjoobb,,  ssoo  aass  ttoo  bbee  wwiitthhiinn  tthhee  ccoorrrreecctt  jjoobb  ffaammiillyy,,  jjoobb  ffaammiilliieess  

mmuusstt  bbee  iiddeennttiiffiieedd  oonn  tthhee  bbaassiiss  ooff  ddiissttiinncctt  aanndd  iinnddeeppeennddeenntt  jjoobb  oorr  ooccccuuppaattiioonnaall  ggrroouuppss,,  ttoo  iinncclluuddee  aallll  

jjoobb  ffaammiillyy  oonn  sseevveerraall  jjoobb  ccaatteeggoorriieess,,  ssoo  eeaacchh  jjoobb  mmuusstt  bbee  iinnsseerrtteedd  uunnddeerr  tthhee  ccoorrrreecctt  jjoobb  FFaammiillyy  aanndd  

jjoobb  ccaatteeggoorryy  aass  wweellll  aass  uunnddeerr  tthhee  ccoorrrreecctt  ccaarreeeerr  ppaatthh..    

  



 

TToo  ffaacciilliittaattee  tthhee  jjoobb  ccllaassssiiffiiccaattiioonn  wwiitthhiinn  ccoonnssiisstteenntt  jjoobb  ffaammiilliieess,,  tthhee  jjoobb  ffaammiilliieess  sshhoowwnn  bbeellooww  ssppeecciiffiieedd  

iinn  tthhee  ssyysstteemm  ooff  jjoobb  eevvaalluuaattiioonn  aanndd  ddeessccrriippttiioonn  aass  tthhee  bbaassiiss  ffoorr  jjoobbss  ccllaassssiiffiiccaattiioonn  hhaavvee  bbeeeenn  aapppprroovveedd::  

  

  

TThhee  JJoobb  FFaammiilliieess  aaccccoorrddiinngg  ttoo  tthhee  aapppprroovveedd  ssyysstteemm  ffoorr  JJoobb  eevvaalluuaattiioonn  aanndd  DDeessccrriippttiioonn  iinn  tthhee  FFeeddeerraall  

GGoovveerrnnmmeenntt  aarree::  

11..  EEdduuccaattiioonn    1111..  EEnnggiinneeeerriinngg    

22..  HHeeaalltthh  ((MMeeddiiccaall  jjoobbss  aanndd  MMeeddiiccaall  

SSuuppppoorrtt))  

1122..  CCuullttuurree,,  AArrttss  aanndd  LLiitteerraattuurree    

33..  MMeeddiiaa    1133..  QQuuaalliittyy  aanndd  SSttaattiissttiiccss    

44..  EEnnvviirroonnmmeenntt    aanndd  SSaaffeettyy    1144..  PPuubblliicc  RReellaattiioonnss    

55..  AAggrriiccuullttuurree    1155..  MMaannaaggeemmeenntt  ooff  PPrrooggrraammss  aanndd  PPrroojjeeccttss    

66..  SScciieenncceess  aanndd  NNaattuurree  ((  PPhhyyssiiccss,,  CChheemmiissttrryy,,  

GGeeoollooggyy,,  eettcc....))    

1166..  BBaacckkiinngg  SSuuppppoorrtt  SSeerrvviicceess..    

77..  LLeeggaall//  JJuuddiicciiaall    1177..  HHuummaann  RReessoouurrcceess  

88..  PPoolliittiiccaall//  DDiipplloommaattiicc    1188..  EEccoonnoommyy  aanndd  FFiinnaannccee    

99..  RReelliiggiioouuss    1199..  AAuuddiittiinngg  aanndd  CCoonnttrrooll    

1100..  SSoocciiaall  CCaarree    2200..  IInnffoorrmmaattiioonn  TTeecchhnnoollooggyy    

  KKnnoowwiinngg  tthhaatt  nnuummbbeerr  ooff  jjoobb  ffaammiilliieess  mmaayy  bbee  iinnccrreeaasseedd  iinn  tthhee  ffuuttuurree  aaccccoorrddiinngg  ttoo  tthhee  The 

need  ooff  nneeww  ssppeecciiaallttiieess..    

  

  

  

TToo  ddeeffiinnee  tthhee  ssuuiittaabbllee  jjoobb  ccaatteeggoorryy  aaccccoorrddiinngg  ttoo  tthhee  jjoobb  ffaammiillyy  ffoorr  eeaacchh  ccaatteeggoorryy,,  tthhee  sstteeppss  sshhoowwnn  iinn  

tthhee  ffoolllloowwiinngg  ffiigguurree  NNoo..  ((11))  mmuusstt  bbee  ffoolllloowweedd::    

  

  التعديل أثناء التصميم:التعديل أثناء التصميم:

  

  

  IIss  tthhee  

ppeerrssoonnnneell  

mmaannaaggeemmeenntt  

ooff  iinntteerreesstt??  

  

    YYeess    

DDooeess  tthhee  jjoobb  

rreeqquuiirree  cceerrttaaiinn  

jjoobb//ooccccuuppaattiioonnaall  

kknnoowwlleeddggee??  

      AArree  yyoouu  iinntteerreesstteedd  iinn  

pprrooffeessssiioonnaallss  oorr  

mmaannaaggeerrss  

mmaannaaggeemmeenntt??    

PPrraaccttiiccaall  

uunnddeerrssttaannddiinngg  

ooff  mmeetthhooddss,,  

ssyysstteemmss  aanndd  

ooppeerraattiioonnss??    

DDeeeepp  

KKnnoowwlleeddggee  ooff  

ggoovveerrnnaannccee  

pprriinncciipplleess??    

SSuuppeerrvviissiioonn      yyeess  

  DDooeess  tthhee  jjoobb  hhaavvee  

eeffffeecctt  oonn  tthhee  aauutthhoorriittyy  

ssttrraatteeggyy??    

YYeess    

YYeess  

    

YYeess  

AAuuxx..  SSeerrvviicceess    DDooeess  tthhee  jjoobb  rreeqquuiirree  sseellff--

ppllaannnniinngg  aanndd  oorrggaanniizzaattiioonn  

aanndd  uunnddeerrssttaannddiinngg  ooff  rreessuullttss  

aanndd  iimmppaaccttss??      

TTeecchhnniiccaall  

SSuuppppoorrtt  

DDeeeepp  

ssppeecciiaallttyy  

aanndd  wwiiddee  

eexxppeerriieennccee  

iinn  aa  cceerrttaaiinn  

ffiieelldd  

MMiiddddllee  

mmaannaaggeemmeenntt  

DDooeess  tthhee  jjoobb  

ccoonnttrriibbuuttee  ttoo  ddeevveelloopp  

tthhee  vviissiioonn  aanndd  ggooaallss  ooff  

tthhee  aauutthhoorriittyy  ((33--55))    

  YYeess    YYeess    YYeess    



 

AAddmmiinniissttrraattiivvee  

SSuuppppoorrtt    

OOppeerraattiioonnaall      SSppeecciiaalliisstt    MMaasstteerriinngg  

ooff  

ccoonncceeppttss  

aanndd  

pprriinncciipplleess  

wwiitthh  

vvaarriieettyy  ooff  

kknnoowwlleeddggee  

aanndd  

eexxppeerriieennccee    

  MMaannaaggeemmeenntt  

RRoollee  

HHiigghheerr  

mmaannaaggeemmeenntt    

  YYeess      

EExxppeerrtt    SSppeecciiaalliisstt    

  

  

  

  

  

  IInn  FFiigguurree  ((11))  iitt  iiss  cclleeaarr  tthhaatt  jjoobbss  aarree  ccllaassssiiffiieedd  wwiitthhiinn  jjoobb  ffaammiilliieess  oonn  tthhee  bbaassiiss  ooff  tthhee  ooccccuuppaattiioonnaall  oorr  

ccaarreeeerr  ffiieelldd,,  aanndd  aallssoo  aass  aa  ccrriitteerriioonn  oonn  iittss  bbaassiiss  jjoobbss  aarree  ssppeecciiffiieedd..  SSoo  eeaacchh  jjoobb  hhaass  cchhaarraacctteerriissttiiccss  tthhaatt  

ddiissttiinngguuiisshh  iitt  ffrroomm  ootthheerr  jjoobbss  tthhaatt  mmuusstt  bbee  ttaakkeenn  iinnttoo  aaccccoouunntt  wwhheenn  ccllaassssiiffyyiinngg  aannyy  jjoobb  iinn  iittss  ccoorrrreecctt  

ccaatteeggoorryy..  IItt  iiss  gguuiiddeedd  bbyy  aappppeennddiixx  NNoo..  ((aa))  AAttttaacchheedd  ttoo  tthhee  aapppprroovveedd  ssyysstteemm  ffoorr  jjoobb  eevvaalluuaattiioonn  aanndd  

ddeessccrriippttiioonnss  iinn  tthhiiss  mmaannuuaall  iinn  wwhhiicchh  tthhee  cchhaarraacctteerriissttiiccss  ooff  tthhee  ggeenneerraall  jjoobb  ccaatteeggoorriieess  aanndd  ttiittlleess..      

  

AAnndd  aafftteerr  tthhee  aapppprroovvaall  ooff  jjoobb  ccllaassssiiffiiccaattiioonn  bbyy  tthhee  FFeeddeerraall  CCoommmmiitttteeee  ffoorr  jjoobb  eevvaalluuaattiioonn  pprroocceessss,,  tthhee  

pprrooppoosseedd  ggrraaddee  iiss  iinnsseerrtteedd  iinn  aaccccoorrddaannccee  wwiitthh  tthhee  sscchheedduullee  ggrraaddeess,,  ffeeddeerraall  ggoovveerrnnmmeenntt  ppaayyrroollll,,  jjoobb  

ccaatteeggoorryy  aanndd  jjoobb  ttiittlleess  wwiitthhiinn  tthhee  aapppprroovveedd  sscchheedduullee  NNoo..  ((33))  oonn  hhooww  ttoo  ccoonnnneecctt  tthhee  rreeffeerreennccee  lleevveell  ttoo  

jjoobb  ggrraaddee  aattttaacchheedd  ttoo  tthhee  ssyysstteemm    ooff  jjoobb  eevvaalluuaattiioonn  aanndd  ddeessccrriippttiioonn  aanndd  iinn  tthhiiss  gguuiiddiinngg  mmaannuuaall,,  ttoo  bbee  

rreeffeerrrreedd  ttoo  dduurriinngg  tthhee  pprroocceessss  ooff  jjoobb  eevvaalluuaattiioonn..  

  

IItt  sshhoouulldd  bbee  nnootteedd  hheerree  tthhaatt  tthhee  jjoobb  ccllaassssiiffiiccaattiioonn  mmuusstt  nnoott  ddeevviiaattee  ffrroomm  tthhee  tthhrreeee  aapppprroovveedd  ccaarreeeerr  

ppaatthhss  uunnddeerr  tthhee  jjoobb  eevvaalluuaattiioonn  ss  aanndd  ddeessccrriippttiioonn  ssyysstteemm  iinn  tthhee  ffeeddeerraall  ggoovveerrnnmmeenntt,,  nnaammeellyy::    

  

11..  LLeeaaddeerrsshhiipp    

22..  AAddmmiinniissttrraattiivvee  

33..  OOccccuuppaattiioonnaall//  SSppeecciiaalliizzeedd    

  

TThhee  ffeeddeerraall  eennttiittyy  mmuusstt  ddeetteerrmmiinnee  tthhee  ppaatthh  ooff  aapppprroovveedd  jjoobb  aaccccoorrddiinngg  ttoo  tthhee  pprrooppeerr  ccllaassssiiffiiccaattiioonn  

mmaattcchhiinngg  oonnee  ooff  tthhee  ppaatthhss  mmeennttiioonneedd  aabboovvee  aanndd  aaccccoorrddiinnggllyy  tthhee  ccaarreeeerr  ppaatthh  ffoorr  tthhee  eemmppllooyyeeee  iiss  

ddeetteerrmmiinneedd  ssiinnccee  tthhee  bbeeggiinnnniinngg..  IInn  tthhiiss  aassppeecctt,,  iitt  iiss  iinnddiiccaatteedd  tthhaatt  tthhee  eemmppllooyyeeee  ccaann  bbee  ggrraaddeedd  oonn  tthhee  

ssaammee  ppaatthh,,  oorr  mmoovvee  ttoo  aannootthheerr  ppaatthh  tthhrroouugghh  ttrraannssffeerr  mmeetthhoodd  iiff  hhee//  sshhee  ffuullffiillllss  tthhee  ccoonnddiittiioonnss  ooff  tthhee  

jjoobb  ttrraannssffeerrrreedd  ttoo..  TThhee  eemmppllooyyeeee  ccaann  aallssoo  pprrooggrreessss  bbyy  pprroommoottiioonn  mmeetthhoodd  pprroovviiddeedd  ffuullffiillllmmeenntt  ooff  

pprreessccrriibbeedd  ccoonnddiittiioonnss  uunnddeerr  tthhee  pprroovviissiioonnss  ooff  tthhee  llaaww  ooff  hhuummaann  rreessoouurrcceess,,  iittss  aammeennddmmeennttss,,  iittss  

eexxeeccuuttiivvee  rreegguullaattiioonnss  aanndd  rreellaatteedd  llaawwss..    

      

TThhee  ffoolllloowwiinngg  ffiigguurree  sshhoowwss,,  tthhee  tthhrreeee  ccaarreeeerr  ppaatthhss  lleeaaddeerrsshhiipp  aanndd  aaddmmiinniissttrraattiivvee,,  ooccccuuppaattiioonnaall  aanndd  

jjoobb  ccaatteeggoorriieess  ttoo  wwhhiicchh  eeaacchh  aapppprroovveedd  jjoobb  iinn  tthhee  ffeeddeerraall  ggoovveerrnnmmeenntt  sshhoouulldd  bbeelloonngg::  

  

  

  

  

  

  

  



 

JJoobb  GGrraaddeess  
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    AAddmmiinniissttrraattiivvee  

SSuuppppoorrtt    

  

    

      OOppeerraattiioonnaall  SSuuppppoorrtt..  SSeerrvviicceess    
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  EExxppeerrtt          

  FFiirrsstt  SSppeecciiaalliisstt          

  SSppeecciiaalliisstt          

      TTeecchhnniiccaall  SSuuppppoorrtt    

  

  

  

  

  

  

    

    

CChhaarrtt  sshhoowwss  tthhee  aapppprroovveedd  ccaarreeeerr  ppaatthhss  iinn  tthhee  ffeeddeerraall  ggoovveerrnnmmeenntt    

  

  

IIlllluussttrraattiivvee  EExxaammppllee  ooff  tthhee  jjoobb  ""EEnnggiinneeeerr""  bbeelloonnggss  ttoo::    

  

JJoobb  FFaammiillyy      

  

  

  

  

  

  

  

  

  

  

  

CCaarreeeerr  PPaatthh      

  

  

  

  

  

  

  

  

  

  

  

JJoobb  CCaatteeggoorryy      

  

  

  

  

  

  

  

  

  

  

JJoobb    GGrraaddee    

EEdduuccaattiioonn      

LLeeaaddeerrsshhiipp    

  

AAddmmiinniissttrraattiivvee    

  

HHiigghheerr  MMaannaaggeemmeenntt      

AA  

  

BB  
HHeeaalltthh  ((MMeeddiiccaall  

jjoobbss  aanndd  MMeeddiiccaall  

SSuuppppoorrtt))  

MMaannaaggeemmeenntt  RRoollee  

MMeeddiiaa    MMiiddddllee  MMaannaaggeemmeenntt    

EEnnvviirroonnmmeenntt    aanndd  

SSaaffeettyy    

OOccccuuppaattiioonnaall  //  

SSppeecciiaalliizzeedd    

SSuuppeerrvviissiioonn      

AAggrriiccuullttuurree    TToo  bbee  

ddeetteerrmmiinneedd  

wwiitthhiinn  tthhee  tthhrreeee  

AAddmmiinniissttrraattiivvee  

SSuuppppoorrtt    

          11    

  

          22    OOppeerraattiioonnaall    

 

Job 

Category 



 

aapppprroovveedd  ccaarreeeerr  

ppaatthhss  uunnddeerr  JJoobb  

eevvaalluuaattiioonn  aanndd  

DDeessccrriippttiioonn  

SSyysstteemm    

AAuuxx..  SSeerrvviicceess      

        33  

          44      

RRaannggeess  ffrroomm  ggrraaddee  

((11))  ttoo  ggrraaddee  ((44))    

  

EExxppeerrtt    

FFiirrsstt  SSppeecciiaalliisstt  

  

SSppeecciiaalliisstt  

SScciieenncceess  aanndd  

NNaattuurree  ((  PPhhyyssiiccss,,  

CChheemmiissttrryy,,  

GGeeoollooggyy,,  eettcc....))    

  

    

  

TTeecchhnniiccaall  SSuuppppoorrtt    

11  

LLeeggaall//  JJuuddiicciiaall    22  

PPoolliittiiccaall//  

DDiipplloommaattiicc    

33  

RReelliiggiioouuss    44  

SSoocciiaall  CCaarree    

  

  

EEnnggiinneeeerriinngg    

  

55  

CCuullttuurree,,  AArrttss  aanndd  

LLiitteerraattuurree    

66  

  QQuuaalliittyy  aanndd  

SSttaattiissttiiccss    

TToo  bbee  ddeetteerrmmiinneedd  

bbaasseedd  oonn  tthhee  

ooccccuuppaattiioonnaall  aanndd  

ccaarreeeerr  ffiilleedd  

aaccccoorrddiinngg  ttoo  

cchhaarraacctteerriissttiiccss  

ssppeecciiffiieedd  ffoorr  eeaacchh  

jjoobb    

77  

  PPuubblliicc  RReellaattiioonnss    88  

  MMaannaaggeemmeenntt  ooff  

PPrrooggrraammss  aanndd  

PPrroojjeeccttss    

99  

  BBaacckkiinngg  SSuuppppoorrtt  

SSeerrvviicceess..    

1100  

  HHuummaann  RReessoouurrcceess      1111  

  EEccoonnoommyy  aanndd  

FFiinnaannccee    

    1122  

AAuuddiittiinngg  aanndd  

CCoonnttrrooll    

    1133  

  IInnffoorrmmaattiioonn  

TTeecchhnnoollooggyy    

    1144  

TToo  bbee  ddeetteerrmmiinneedd  

wwiitthhiinn  2200  jjoobb  

ffaammiilliieess  ssppeecciiffiieedd  iinn  

tthhee  aapppprroovveedd  jjoobb  

eevvaalluuaattiioonn  aanndd  

ddeessccrriippttiioonn  

  

  

  

      TToo  bbee  ddeetteerrmmiinneedd  

aafftteerr  eevvaalluuaattiinngg  tthhee  

sseeiizzee  ooff  tthhee  jjoobb  aanndd  

bbeeiinngg  aapppprroovveedd  bbyy  

tthhee  ffeeddeerraall  

ccoommmmiitttteeee  ffoorr  jjoobb  

eevvaalluuaattiioonn    

  

SSiixxtthh    

  

SStteeppss  ooff  JJoobb  VVaalluuaattiioonn    

  



 

11..  TThhee  ccoommmmiitttteeee  eevvaalluuaatteess  tthhee  iinntteerrnnaall  jjoobbss  iinn  tthhee  ffeeddeerraall  ggoovveerrnnmmeenntt  eennttiittyy  bbyy  aapppprroovviinngg  tthhee  

rreessuullttss  ooff  tthhee  eexxaammiinnaattiioonn  ooff  tthhee  ccoommppoonneennttss  ooff  tthhee  jjoobb  wwhhiicchh  wwaass  pprreeppaarreedd  aatt  tthhee  ssttaaggee  ooff  jjoobb  

aannaallyyssiiss  ((hhaass  bbeeeenn  eexxppllaaiinneedd  iinn  ddeettaaiill  iinn  sseeccttiioonn  IIII  ooff  tthhiiss  MMaannuuaall))..    

22..  BBeeggiinnnniinngg  ttoo  eevvaalluuaattee  tthhee  ssiizzee  ooff  tthhee  jjoobb,,  wwhhiicchh  iiss  tthhee  rreessppoonnssiibbiilliittyy  ooff  tthhee  IInntteerrnnaall  CCoommmmiitttteeee  

ffoorr  jjoobb  eevvaalluuaattiioonn  iinn  tthhee  ffeeddeerraall  eennttiittyy  wwhheerree  tthhee  eevvaalluuaattiioonn  iiss  bbuuiilltt  oonn  tthhee  ffoolllloowwiinngg  ccrriitteerriiaa::    

aa..  CCaarreeeerr  kknnoowwlleeddggee::  iitt  iinncclluuddeess  pprraaccttiiccaall  oorr  ssppeecciiaalliizzeedd  kknnoowwlleeddggee,,  kknnoowwlleeddggee  aassssoocciiaatteedd  wwiitthh  

tthhee  ppllaannnniinngg,,  oorrggaanniizzaattiioonn  aanndd  iinntteeggrraattiioonn  ((aaddmmiinniissttrraattiivvee  kknnoowwlleeddggee)),,  ccoommmmuunniiccaattiioonn  sskkiillllss  

aanndd  iinnfflluueenncciinngg  ootthheerrss..    

bb..  TThhiinnkkiinngg  LLeevveell::  iinncclluuddeess  ((tthhee  cchhaalllleennggeess  ooff  tthhiinnkkiinngg  aanndd  tthhee  cchhaalllleennggeess  aassssoocciiaatteedd  wwiitthh  tthhee  

jjoobb,,  wwhhiicchh  rreeqquuiirreess  aa  cceerrttaaiinn  lleevveell  ooff  tthhiinnkkiinngg))..    

cc..  RReessppoonnssiibbiilliittyy::    iinncclluuddeess  tthhee  ffrreeeeddoomm  ttoo  aacctt,,  tthhee  nnaattuurree  aanndd  ssccooppee  ooff  iinnfflluueennccee..    

  

((TThhee  aapppprroovveedd  aannaallooggyy  mmaattrriixx  wwiitthhiinn  tthhee  aapppprroovveedd  jjoobb  eevvaalluuaattiioonn  aanndd  ddeessccrriippttiioonn  ssyysstteemm  iinn  tthhee  

ffeeddeerraall  ggoovveerrnnmmeenntt  iiss  rreeffeerreenncceedd  ttoo  ccaallccuullaattee  tthhee  ttoottaall  ssccoorree  ffoorr  eeaacchh  ccrriitteerriioonn))..    

  

EExxaammppllee::    

EEvvaalluuaattiioonn  ooff  jjoobb  ssiizzee  ooff  ((HHeeaadd  ooff  DDeeppaarrttmmeenntt  ((xx))  iinn  tthhee  MMiinniissttrryy  ooff  ((xx)),,  wwhheerree  ttoottaall  ssccoorree  iiss  ccaallccuullaatteedd  

ffoorr  eeaacchh  ssttaannddaarrdd  ooff  CCaarreeeerr  kknnoowwlleeddggee,,  lleevveell  ooff  tthhiinnkkiinngg,,  tthhee  rreessppoonnssiibbiilliittyy))  ((bbyy  rreeffeerreennccee  ttoo  aapppprroovveedd  

AAnnaallooggyy  mmaattrriixx..      

**  NNuummbbeerrss  uusseedd  ttoo  ccaallccuullaattee  tthhee  ppooiinnttss  ffoorr  tthhee  ccrriitteerriiaa  ddeessccrriibbeedd  aarree  iilllluussttrraattiivvee  nnuummbbeerrss  oonnllyy  aanndd  ddoo  

nnoott  rreefflleecctt  tthhee  eexxaacctt  ffiigguurree  ooff  tthhee  jjoobb  ssiizzee..      

  

  

  

  

  

  

  

SSccoorreess  ooff  ““CCaarreeeerr  KKnnoowwlleeddggee  CCrriitteerriioonn""  aarree  ccaallccuullaatteedd::--    

  

CCaarreeeerr  

KKnnoowwlleeddggee    

PPrraaccttiiccaall  oorr  

SSppeecciiaalliizzeedd  

KKnnoowwlleeddggee    

AAddmmiinniissttrraattiivvee  

KKnnoowwlleeddggee    

CCoommmmuunniiccaattiioonn  

SSkkiillllss  aanndd  

IInnfflluueenncciinngg  ootthheerrss    

TToottaall  ooff  ssccoorreess  9988    110044  110000  330022    

  

  

CCaallccuullaattiioonn  ooff  SSccoorreess  ooff  ““TThhiinnkkiinngg  LLeevveell  CCrriitteerriioonn””    

  

TThhiinnkkiinngg  LLeevveell    TThhiinnkkiinngg  CChhaalllleennggeess    CChhaalllleennggeess  aassssoocciiaatteedd  

wwiitthh  tthhee  jjoobb    

TToottaall  ooff  SSccoorreess    4477    8855  113322    

  

  

CCaallccuullaattiioonn  ooff  SSccoorreess  ooff  ““RReessppoonnssiibbiilliittyy  CCrriitteerriioonn””    

  

RReeaassoonnaabbiilliittyy    FFrreeeeddoomm  ttoo  aacctt  NNaattuurree  //  ssccooppee  ooff  

iinnfflluueennccee      

TToottaall  ooff  SSccoorreess    6655  8877  115522    

  

  

  

TToottaall  SSccoorreess    



 

  

EEvvaalluuaattiioonn  

CCrriitteerriiaa    

CCaarreeeerr  kknnoowwlleeddggee    TThhiinnkkiinngg  LLeevveell    RReessppoonnssiibbiilliittyy    TToottaall  SSccoorreess    

((SSiizzee  ooff  JJoobb))    

TToottaall  SSccoorreess    330022  113322  115522  558866    

  

BBaasseedd  oonn  tthhee  rreessuulltt  ooff  eevvaalluuaattiinngg  tthhee  ssiizzee  //  wweeiigghhtt  ooff  tthhee  jjoobb,,  tthhee  iinntteerrnnaall  CCoommmmiitttteeee  bbyy  iinnvveessttiiggaattiinngg  

tthhee  rreeffeerreennccee  lleevveell  ffoorr  tthhee  jjoobb    

((SSuubbjjeecctt  ttoo  tthhee  mmaaiinn  ssccaallee  ooff  eevvaalluuaattiioonn  aattttaacchheedd  iinn  tthhee  aaddoopptteedd  ssyysstteemm  ffoorr  jjoobb  eevvaalluuaattiioonn  aanndd  

ddeessccrriippttiioonnss))..    

  

TToottaall  SSccoorreess  ooff  iinn  tthhee  ffiigguurree  NNoo..  22  wwhhiicchh  iiss  558866  iiss  ccoonnnneecctteedd  ttoo  tthhee  sscchheedduullee  ooff  mmaaiinn  ssccaallee  aanndd  tthhee  

rreeffeerreennccee  lleevveell  iiss  ddeetteerrmmiinneedd  aaccccoorrddiinngg  ttoo  jjoobb  ggrraaddee,,  ccaatteeggoorryy  aanndd  ttiittllee  eeqquuiivvaalleenntt  ttoo  tthhee  rreeffeerreennccee  

lleevveell,,  iinn  wwhhiicchh  eeaacchh  jjoobb  hhaass  aa  rreeffeerreennccee  lleevveell..    

    

IInn  tthhee  eexxaammppllee,,  tthhee  rreeffeerreennccee  lleevveell  ccoorrrreessppoonnddiinngg  ttoo  tthhee  jjoobb  iiss  1188  tthhuuss  tthhee  jjoobb  ggrraaddee  iiss  ((tthhee  SSeeccoonndd  

GGrraaddee))  aaccccoorrddiinngg  ttoo  tthhee  AAnnaallooggyy..          

  

IIlllluussttrraattiivvee  EExxaammppllee::    

  

MMaasstteerr  SSccaallee  MMaappppiinngg  

JJoobb  ggrraaddeess  aaccccoorrddiinngg  ttoo  

sscchheedduullee  ooff  ffeeddeerraall  ggoovveerrnnmmeenntt  

ggrraaddeess  aanndd  ppaayyrroollll  

TToottaall  SSccoorreess  RReeffeerreennccee  LLeevveell  

ssppeecciiaall  ((AA))    xxxxxxxxxxxxxxxx  2222  

xxxxxxxxxxxxxxxx  2211  

ssppeecciiaallee  ((BB))  xxxxxxxxxxxxxxxx  2200  

11  xxxxxxxxxxxxxxxx  1199  

22  559922--557722  1188  

33  xxxxxxxxxxxxxxxx  1177  

xxxxxxxxxxxxxxxx  1166  

44  xxxxxxxxxxxxxxxx  1155  

55  xxxxxxxxxxxxxxxx  1144  

66  xxxxxxxxxxxxxxxx  1133  

77  

  

xxxxxxxxxxxxxxxx  1122  

xxxxxxxxxxxxxxxx  1111  

88    xxxxxxxxxxxxxxxx  1100  

99    xxxxxxxxxxxxxxxx  99  

1100    xxxxxxxxxxxxxxxx  88  

1111  xxxxxxxxxxxxxxxx  77  

1122    xxxxxxxxxxxxxxxx  66  

1133    xxxxxxxxxxxxxxxx  55  

1144    xxxxxxxxxxxxxxxx  44  

  

FFiigguurree  NNoo..  22  

  

33..    TThhee  IInntteerrnnaall  CCoommmmiitttteeee  ssuubbmmiittss  tthhee  iinniittiiaall  jjoobb  eevvaalluuaattiioonn  rreessuullttss  ttoo  tthhee  FFeeddeerraall  CCoommmmiitttteeee  

ffoorr  JJoobb  EEvvaalluuaattiioonn  ffoorr  tthhee  ffiinnaall  aapppprroovvaall..    

44..  AAfftteerr  tthhee  ffiinnaall  aapppprroovvaall  bbyy  tthhee  FFeeddeerraall  CCoommmmiitttteeee,,  tthhee  aapppprroovvaall  aanndd  ffiinnaall  rreessuullttss  ooff  jjoobb  

eevvaalluuaattiioonn  sshhaallll  bbee  rreeffeerrrreedd  ttoo  tthhee  iinntteerrnnaall  ccoommmmiitttteeee  aanndd  tthheenn  ttoo  aallll  ddeeppaarrttmmeennttss  ooff  HHuummaann  

RReessoouurrcceess  iinn  tthhee  ffeeddeerraall  ggoovveerrnnmmeenntt  eennttiittiieess  ttiillll  tthhee  aapppplliiccaattiioonn..    



 

55..  TThhee  HHuummaann  RReessoouurrcceess’’  IInnffoorrmmaattiioonn  MMaannaaggeemmeenntt  SSyysstteemm  ““BBaayyaannaattii””  iiss  uuppddaatteedd  wwiitthh  tthhee  

ddeettaaiillss  ooff  tthhee  jjoobb  iinn  tteerrmmss  ooff  ((jjoobb  ggrraaddee,,  jjoobb  ttiittllee  aanndd  jjoobb  ccaatteeggoorryy))  bbyy  tthhee  FFeeddeerraall  aauutthhoorriittyy  ffoorr  

GGoovveerrnnmmeenntt  HHuummaann  RReessoouurrcceess..  

  

SSeevveenntthh::    

  

MMeecchhaanniissmm  ooff  aapppplliiccaattiioonn  AAfftteerr  tthhee  AApppprroovvaall  ooff  JJoobb  EEvvaalluuaattiioonn    

  

AAss  rreeffeerrrreedd  ttoo  iinn  tthhee  aaddoopptteedd  jjoobb  eevvaalluuaattiioonn  aanndd  ddeessccrriippttiioonn  ssyysstteemm,,  tthhee  eevvaalluuaattiioonn  ddooeess  nnoott  aaiimm  aatt  

ssttaabbiilliizziinngg  oorr  rree--ssttaabbiilliizziinngg  tthhee  eemmppllooyyeeeess  aafftteerr  tthhee  ccoommpplleettiioonn  ooff  jjoobb  eevvaalluuaattiioonn  pprroocceessss  eexxppllaaiinneedd  iinn  

tthhiiss  mmaannuuaall,,  wwiitthhoouutt  pprreejjuuddiiccee  ttoo  tthhee  aaccqquuiirreedd  rriigghhttss  ooff  ccuurrrreenntt  jjoobb  ppoossiittiioonnss  ooccccuuppaannttss  aassssoocciiaatteedd  

wwiitthh  tthhee  jjoobb  uunnddeerr  eevvaalluuaattiioonn..  TThhee  eemmppllooyyeeee’’ss  ggrraaddee  mmaayy  bbee  ddiiffffeerreenntt  ffrroomm  tthhee  jjoobb  ggrraaddee  ooccccuuppiieedd  bbyy  

hhiimm//  hheerr  ccuurrrreennttllyy  eeiitthheerr  tthhee  ggrraaddee  iiss  hhiigghheerr  oorr  lloowweerr  oorr  eeqquuiivvaalleenntt  ttoo  iitt..    

  

AAccccoorrddiinnggllyy,,  ssuucchh  ccaasseess  sshhoouulldd  bbee  ttaacckklleedd  aaccccoorrddiinngg  ttoo  tthhee  ffoolllloowwiinngg  mmeecchhaanniissmm::    

11..  IIff  tthhee  ooccccuuppiieedd  jjoobb  ggrraaddee  iiss  eeqquuiivvaalleenntt  ttoo  tthhee  ggrraaddee  tthhee  ccuurrrreenntt  ppoossiittiioonn  ooff  tthhee  eemmppllooyyeeee,,  tthhee  

ppoossiittiioonn  ooff  tthhee  eemmppllooyyeeee  wwiillll  rreemmaaiinn  tthhee  ssaammee..    

22..    IIff  tthhee  ooccccuuppiieedd  jjoobb  ggrraaddee  iiss  lloowweerr  tthhaann  tthhee  ggrraaddee  tthhee  ccuurrrreenntt  ppoossiittiioonn  ooff  tthhee  eemmppllooyyeeee,,  

HHuummaann  RReessoouurrcceess  DDeeppaarrttmmeenntt  sshhaallll  ccoonnssiiddeerr  tthhee  ddeevveellooppmmeenntt  ooff  aa  ppllaanntt  ffoorr  ttrraaiinniinngg  aanndd  

qquuaalliiffyyiinngg  tthhee  eemmppllooyyeeee  ttoo  ooccccuuppyy  aannootthheerr  jjoobb  mmaattcchhiinngg  wwiitthh  hhiiss//  hheerr  ccaarreeeerr  aabbiilliittiieess  pprroovviiddeedd  

tthhaatt  iitt  mmuusstt  bbee  iinn  tthhee  ssaammee  jjoobb  ffaammiillyy  oorr  jjoobb  ccaatteeggoorryy  aanndd  jjoobb  ggrraaddee  aanndd  iinn  aaccccoorrddaannccee  wwiitthh  

aapppprroovveedd  ppeerrffoorrmmaannccee  mmaannaaggeemmeenntt  SSyysstteemm  aanndd  ttrraaiinniinngg  aanndd  ddeevveellooppmmeenntt  ssyysstteemm  iinn  tthhee  

ffeeddeerraall  ggoovveerrnnmmeenntt..    

33..  IIff  tthhee  ooccccuuppiieedd  jjoobb  ggrraaddee  iiss  hhiigghheerr  tthhaann  tthhee  ccuurrrreenntt  ppoossiittiioonn  ooff  tthhee  eemmppllooyyeeee,,  HHuummaann  

RReessoouurrcceess  DDeeppaarrttmmeenntt  iinn  tthhee  aauutthhoorriittyy  mmaayy  ccoonnssiiddeerr  tthhee  ppoossssiibbiilliittyy  ttoo  ttrraannssffeerr  tthhee  eemmppllooyyeeee  

ttoo  aannootthheerr  jjoobb  iinn  wwhhiicchh  hhiiss//  hheerr  ggrraaddee  iiss  ccoonnssiisstteenntt  wwiitthh  iittss  ggrraaddee  iinn  tthhee  ssaammee  ggrroouupp,,  wwiitthhoouutt  

pprreejjuuddiiccee  ttoo  tthhee  ccoonnddiittiioonnss  nneecceessssaarryy  ttoo  ooccccuuppyy  tthhee  jjoobb  ttrraannssffeerrrreedd  ttoo,,  aanndd  aaccccoorrddiinngg  ttoo  tthhee  

ccoonnddiittiioonnss  ssttaatteedd  iinn  tthhee  llaaww  aanndd  iittss  eexxeeccuuttiivvee  rreegguullaattiioonn,,  aanndd  ppeerrffoorrmmaannccee  mmaannaaggeemmeenntt  ssyysstteemm  

iinn  tthhee  ffeeddeerraall  ggoovveerrnnmmeenntt..    

  

  

EExxaammppllee::  

              

  

CCuurrrreenntt  PPoossiittiioonn  

((BBeeffoorree  EEvvaalluuaattiioonn))  

PPoossiittiioonn    

((AAfftteerr  EEvvaalluuaattiioonn  ))  

MMiinniissttrryy    JJoobb    CCuurrrreenntt  

EEmmppllooyyeeee’’ss  

GGrraaddee  aanndd  

OOvveerrllaappppeedd  

JJoobb  GGrraaddee    

MMiinniissttrryy    JJoobb    PPeerrssoonnaall  JJoobb  

GGrraaddee    

JJoobb  GGrraaddee  

AAfftteerr  

EEvvaalluuaattiioonn    

MMiinniissttrryy  AA  AAccccoouunnttaanntt    GGrraaddee  44  MMiinniissttrryy  AA  AAccccoouunnttaanntt    NNoott  eeffffeecctteedd    GGrraaddee  44  

MMiinniissttrryy  BB  AAccccoouunnttaanntt  GGrraaddee  33    MMiinniissttrryy  BB  AAccccoouunnttaanntt  NNoott  eeffffeecctteedd  GGrraaddee  44  

MMiinniissttrryy  CC  AAccccoouunnttaanntt  GGrraaddee  55  MMiinniissttrryy  CC  AAccccoouunnttaanntt  NNoott  eeffffeecctteedd  GGrraaddee  44  

              

  

  PPeerrssoonnaall  jjoobb  ggrraaddee  rreemmaaiinnss  tthhee  ssaammee  aafftteerr  tthhee  pprroocceessss  ooff  eevvaalluuaattiioonn..    

  

RReeggaarrddiinngg  tthhee  nneeww  eemmppllooyyeeeess,,  aann  eemmppllooyyeeee  sshhaallll  bbee  aappppooiinntteedd  oonnllyy  iinn  jjoobb  ppoossiittiioonn  tthhaatt  hhaass  bbeeeenn  

eevvaalluuaatteedd  aaccccoorrddiinngg  ttoo  ssppeecciiffiicc  mmeecchhaanniissmm  iinn  tthhee  aapppprroovveedd  jjoobb  eevvaalluuaattiioonn  aanndd  ddeessccrriippttiioonn  ssyysstteemm  tthhaatt  

hhaass  bbeeeenn  eexxppllaaiinneedd  iinn  ddeettaaiill  iinn  tthhiiss  mmaannuuaall..    

  



 

  

EEiigghhtthh::    

  

PPrroocceedduurreess  aanndd  MMeecchhaanniissmm  ooff  EExxeeccuuttiioonn  ooff  JJoobb  EEvvaalluuaattiioonn  PPrroocceessss    

  

HHeerree  aarree  tthhee  mmoosstt  iimmppoorrttaanntt  sstteeppss  ffoorr  tthhee  pprroocceedduurreess  rreeqquuiirreedd  ffoorr  mmaannaaggeemmeenntt  ooff  jjoobb  eevvaalluuaattiioonn  

pprroocceessss::    

  

PPrroocceedduurree    OOrrggaanniizziinngg  UUnniitt  RReessppoonnssiibbllee  

ffoorr  PPeerrffoorrmmiinngg  tthhee  PPrroocceedduurree      

TThhee  PPeerrffoorrmmeerr  iinn  tthhee  

OOrrggaanniizziinngg  UUnniitt    

AApppprroovviinngg  tthhee  rreessuullttss  ooff  jjoobb  

ccoommppoonneennttss  eexxaammiinnaattiioonn  tthhaatt  hhaass  bbeeeenn  

pprreeppaarreedd  iinn  tthhee  ssttaaggee  jjoobb  aannaallyyssiiss  aanndd  

eexxppllaaiinneedd  iinn  ddeettaaiill  iinn  PPaarrtt  IIII  ooff  tthhiiss  

mmaannuuaall..    

IInntteerrnnaall  CCoommmmiitttteeee  ooff  JJoobb  

EEvvaalluuaattiioonn  iinn  tthhee  FFeeddeerraall  

eennttiittyy    

IInntteerrnnaall  CCoommmmiitttteeee  ooff  

JJoobb  EEvvaalluuaattiioonn  iinn  tthhee  

FFeeddeerraall  eennttiittyy  

SSuubbmmiissssiioonn  ooff  tthhee  pprrooppoosseedd  jjoobb  

ddeessccrriippttiioonnss,,  tthhee  aapppprroovveedd  

oorrggaanniizzaattiioonnaall  ssttrruuccttuurree,,  ssttrraatteeggyy  ooff  tthhee  

ffeeddeerraall  ggoovveerrnnmmeenntt  eennttiittyy,,  tthhee  aapppprroovveedd  

ffiinnaanncciiaall  bbuuddggeettss  ffoorr  pprrooggrraammss,,  pprroojjeeccttss  

aanndd  aaccttiivviittiieess  ttoo  IInntteerrnnaall  CCoommmmiitttteeee  ooff  

JJoobb  EEvvaalluuaattiioonn  iinn  tthhee  FFeeddeerraall  eennttiittyy  

HHuummaann  RReessoouurrcceess  

DDeeppaarrttmmeenntt    

TThhee  CCoonncceerrnneedd  

eemmppllooyyeeee  iinn  HHuummaann  

RReessoouurrcceess  DDeeppaarrttmmeenntt  

  RReevviissiioonn  ooff  jjoobb  ddeessccrriippttiioonn  aanndd  ttoottaall  

ddeeffiinniittiioonn  ooff  jjoobb  ssiizzee  mmeeaannllyy  tthhee  rreessuulltt  

ooff  jjoobb  eevvaalluuaattiioonn,,  iinnvveessttiiggaattiinngg  tthhee  

rreeffeerreennccee  lleevveell  rreellaatteedd  ttoo  ffeeddeerraall  ggrraaddeess  

ppllaannnniinngg,,  aallllooccaattiinngg  tthhee  ssuuiittaabbllee  ggrraaddee  

ffoorr  jjoobb  aanndd  jjoobb  ffaammiillyy  aaccccoorrddiinngg  ttoo  tthhee  

aapppprroovveedd  jjoobb  eevvaalluuaattiioonn  aanndd  ddeessccrriippttiioonn  

ssyysstteemm..        

IInntteerrnnaall  CCoommmmiitttteeee  ooff  JJoobb  

EEvvaalluuaattiioonn  iinn  tthhee  FFeeddeerraall  

eennttiittyy  

IInntteerrnnaall  CCoommmmiitttteeee  ooff  

JJoobb  EEvvaalluuaattiioonn  iinn  tthhee  

FFeeddeerraall  ggoovveerrnnmmeenntt  

eennttiittyy  

RReevviissiioonn  tthhee  ccoorrrreeccttnneessss  ooff  jjoobb  

eevvaalluuaattiioonn  pprroocceessss  rreessuullttss  rreeggaarrddiinngg  tthhee  

jjoobb  ccaatteeggoorryy,,  ggrraaddee  aanndd  ttiittllee  ssuubbjjeecctt  ttoo  

aannyy  aammeennddmmeennttss  mmaayy  bbee  mmaaddee  ttoo  tthhee  

jjoobbss  oorr  jjoobb  ffaammiilliieess  wwhheetthheerr  bbyy  ccrreeaattiinngg  

nneeww  jjoobb,,  aammeennddiinngg,,  iinntteeggrraattiinngg  oorr  

ccaanncceelllliinngg  eexxiissttiinngg  jjoobbss..    

IInntteerrnnaall  CCoommmmiitttteeee  ooff  JJoobb  

EEvvaalluuaattiioonn  iinn  tthhee  FFeeddeerraall  

eennttiittyy  

IInntteerrnnaall  CCoommmmiitttteeee  ooff  

JJoobb  EEvvaalluuaattiioonn  iinn  tthhee  

FFeeddeerraall  ggoovveerrnnmmeenntt  

eennttiittyy  

PPrrooppoossiinngg  tthhee  rreeffeerreennccee  lleevveell  ooff  tthhee  

ggrraaddee..    

IInntteerrnnaall  CCoommmmiitttteeee  ooff  JJoobb  

EEvvaalluuaattiioonn  iinn  tthhee  FFeeddeerraall  

eennttiittyy  

IInntteerrnnaall  CCoommmmiitttteeee  ooff  

JJoobb  EEvvaalluuaattiioonn  iinn  tthhee  

FFeeddeerraall  ggoovveerrnnmmeenntt  

eennttiittyy  

SSuubbmmiissssiioonn  ooff  iinniittiiaall  jjoobb  eevvaalluuaattiioonn  

rreessuullttss  ttoo  tthhee  FFeeddeerraall  CCoommmmiitttteeee  ffoorr  JJoobb  

EEvvaalluuaattiioonn  ffoorr  tthhee  ffiinnaall  aapppprroovvaall  

aattttaacchheedd  wwiitthh  tthhee  iinniittiiaall  eevvaalluuaattiioonn  ooff  tthhee  

jjoobb,,  jjoobb  ddeessccrriippttiioonn  aanndd  tthhee  aapppprroovveedd  

oorrggaanniizzaattiioonnaall  ssttrruuccttuurree  ttoo  tthhee  ffeeddeerraall  

eennttiittyy  aaccccoorrddiinngg  ttoo  tthhee  pprrooppoosseedd  ffoorrmm  

ffoorr  eevvaalluuaattiioonn  rreessuullttss  ssuubbmmiissssiioonn..        

IInntteerrnnaall  CCoommmmiitttteeee  ooff  JJoobb  

EEvvaalluuaattiioonn  iinn  tthhee  FFeeddeerraall  

EEnnttiittyy  

IInntteerrnnaall  CCoommmmiitttteeee  ooff  

JJoobb  EEvvaalluuaattiioonn  iinn  tthhee  

FFeeddeerraall  ggoovveerrnnmmeenntt  

eennttiittyy  

TThhee  ffiinnaall  aapppprroovvaall  ooff  tthhee  iinniittiiaall  jjoobb  

eevvaalluuaattiioonn  iinncclluuddiinngg  jjoobb  ccaatteeggoorryy,,  ggrraaddee  

aanndd  jjoobb  ttiittllee    

TThhee  FFeeddeerraall  CCoommmmiitttteeee  ffoorr  

JJoobb  EEvvaalluuaattiioonn    

TThhee  FFeeddeerraall  CCoommmmiitttteeee  

ffoorr  JJoobb  EEvvaalluuaattiioonn  



 

SSuubbmmiissssiioonn  ooff  tthhee  aapppprroovvaall  aanndd  ffiinnaall  

rreessuullttss  ooff  jjoobb  eevvaalluuaattiioonn  ttoo  IInntteerrnnaall  

CCoommmmiitttteeee  ooff  JJoobb  EEvvaalluuaattiioonn  iinn  tthhee  

FFeeddeerraall  EEnnttiittyy  

TThhee  FFeeddeerraall  CCoommmmiitttteeee  ffoorr  

JJoobb  EEvvaalluuaattiioonn  

TThhee  FFeeddeerraall  CCoommmmiitttteeee  

ffoorr  JJoobb  EEvvaalluuaattiioonn  

RReeffeerrrraall  ooff  tthhee  aapppprroovvaall  aanndd  ffiinnaall  rreessuullttss  

ooff  jjoobb  eevvaalluuaattiioonn  ttoo  HHuummaann  RReessoouurrcceess  

DDeeppaarrttmmeenntt  iinn  tthhee  FFeeddeerraall  EEnnttiittyy    

IInntteerrnnaall  CCoommmmiitttteeee  ooff  JJoobb  

EEvvaalluuaattiioonn  iinn  tthhee  FFeeddeerraall  

EEnnttiittyy  

IInntteerrnnaall  CCoommmmiitttteeee  ooff  

JJoobb  EEvvaalluuaattiioonn  iinn  tthhee  

FFeeddeerraall  ggoovveerrnnmmeenntt  

eennttiittyy  

UUppddaattiinngg  tthhee  ddaattaa  wwhheetthheerr  rreellaatteedd  ttoo  

ccrreeaattiinngg  nneeww  jjoobbss  oorr  aammeennddiinngg  tthhee  

ccuurrrreenntt  jjoobbss  iinn  ““  BBaayyaannaattii””..    

TThhee  FFeeddeerraall  AAuutthhoorriittyy  ffoorr  

GGoovveerrnnmmeenntt  HHuummaann  

RReessoouurrcceess    

TThhee  CCoonncceerrnneedd  

eemmppllooyyeeeeiinn  HHuummaann  

RReessoouurrcceess  IInnffoorrmmaattiioonn  

SSyysstteemm  DDeeppaarrttmmeenntt..    

UUppddaattiinngg  tthhee  ddaattaa  bbaassee  ooff  jjoobb  

ddeessccrriippttiioonn,,  jjoobb  ttiittllee,,  jjoobb  ffaammiillyy  aanndd  tthhee  

ggrraaddee  wwiitthhiinn  ““  BBaayyaannaattii””  SSyysstteemm””..    

TThhee  FFeeddeerraall  AAuutthhoorriittyy  ffoorr  

GGoovveerrnnmmeenntt  HHuummaann  

RReessoouurrcceess  

TThhee  CCoonncceerrnneedd  

eemmppllooyyeeee  iinn  HHuummaann  

RReessoouurrcceess  IInnffoorrmmaattiioonn  

SSyysstteemm  DDeeppaarrttmmeenntt  

    

  

  

  



 

  

NNiinntthh::    

  

PPrroocceedduurree  WWoorrkkffllooww  

  

Internal 

Committee 

of Job 

Evaluation 

in the 

Federal 

Entity 

Th
e 

b
eg

in
n

in
g 

 
Approving the results 

of job components 

examination that has 

been prepared in the 

stage job analysis and 

explained in detail in 

Part II of this manual. 

 Revision of job 

description and 

total definition of 

job size meanly the 

result of job 

evaluation, 

investigating the 

reference level 

related to federal 

grades planning, 

allocating the 

suitable grade for 

job and job family 

according to the 

approved job 

evaluation and 

description system.    

 Revision the 

correctness of job 

evaluation 

process results 

regarding the job 

category, grade 

and title subject 

to any 

amendments may 

be made to the 

jobs or job 

families whether 

by creating new 

job, amending, 

integrating or 

cancelling existing 

jobs. 

  

 

Proposing 

the 

reference 

level of the 

grade. 

 Submission of initial 

job evaluation 

results to the Federal 

Committee for Job 

Evaluation for the 

final approval 

attached with the 

initial evaluation of 

the job, job 

description and the 

approved 

organizational 

structure to the 

federal entity 

according to the 

proposed form for 

evaluation results 

submission.    

 Referral of the 

approval and final 

results of job 

evaluation to 

Human Resources 

Department in the 

Federal Entity 

 Internal 

Committee of 

Job Evaluation in 

the Federal 

Entity 

1.

1 

 Internal 

Committee of 

Job Evaluation 

in the Federal 

Entity 

1.

3 

 Internal 

Committee 

of Job 

Evaluation in 

the Federal 

Entity 

1.

4 

 Internal 

Committee 

of Job 

Evaluation in 

the Federal 

Entity 

1

.

5

  

Internal 

Committee of 

Job Evaluation 

in the Federal 

Entity 

1.

6 

 Internal 

Committee of 

Job Evaluation 

in the Federal 

Entity 

1.

9 



 

             

Human 

Resources 

Department 

 Submission of the 

proposed job 

descriptions, the 

approved 

organizational 

structure, strategy of 

the federal entity, the 

approved financial 

budgets for programs, 

projects and activities 

to Internal Committee 

of Job Evaluation in 

the Federal entity 

          

  Concerned 

Officer  

1.2            

The Federal 

Committee 

for Job 

Evaluation 

       The final 

approval of 

the initial job 

evaluation 

including job 

category, 

grade and 

job title 

 Submission of the 

approval and final 

results of job 

evaluation to 

Internal Committee 

of Job Evaluation in 

the Federal Entity 

  

        The 

Federa

l 

Commi

1.7  The Federal 

Committee for 

Job Evaluation 

1.8   



 

ttee 

for Job 

Evalua

tion 

The Federal 

Authority 

for 

Governmen

t Human 

Resources 

 Updating the data 

whether related to 

creating new jobs or 

amending the current 

jobs in “ “ Bayanati””. 

 Updating the data 

base of job 

description, job 

title, job family and 

the grade within “ 

“ Bayanati” 

System”. 

   

 

 

The End  

 Key of Workflow  

♦ Wide Paths  

♦ Squares  

♦ Figures in Squares  

♦ For reading the Workflow start from 

the end and follow the sequence of the 

steps according to the sequence of 

numbers below each square  

 

Refer to the 

concerned 

Departments 

Refer to processes 

included in the 

procedure  

Refer to the sequence 

of the steps 

  Concerned 

Officer “ 

Bayanati” 

1.10  Concerned 

Officer 

“Bayanati” 

1.11         

 



 

Chapter Four: Samples and Appendices  

 

First: Job Description Card Form: 

1- Tasks Details: Explaining the Position of the Career Role in the Career Structure 

Job Description Refers to a specific role of the job provided at a certain level in 

the organizational structure of the Ministry\Federal Entity. 

Job Code Refers to the unified number specified by the Human 

Resources’ Information Management System “Bayanati”. 

Job Category Refers to the jobs that share the same specialty and type and fall 

under a job within an approved job family 

Job Grade Refers to the approved job grade in the Ministry\Federal Entity 

after evaluation according to the approved evaluation 

mechanism. It’s determined according to table (3) attached 

hereinafter concerning the connection between the grade 

reference level and the job grade. 

Report to Refers to the position of the person directly responsible for the 

supervision of the tasks entrusted to the incumbent as 

determined within the approved organizational structure of the 

Ministry\Federal Entity. 

Management Refers to the organizational unit in the approved organizational 

structure of the Ministry\Federal Entity and no modification shall 

be made at its level or higher without the Cabinet’s Decree. 

Career Path Refers to the path that determines the quality and orientation of 

the job whether it’s leadership, administrative or occupational. 

Every path may have a set of integratedjob scopes to reflect the 

grade off experience and volume of responsibility. 

 

2- The general Objective of the Job: A Summary of the Main Role of the Job Without 

Discussing the Tasks and Responsibilities Entrusted to the Job Occupier 

 

3- Job Dimensions: 

The Number of 

EmployeesAdministratively related to the 

Job Occupier: refers to the number of 

employees administratively related to the 

incumbent (direct\indirect) – if existed – 

and determining the job description of each 

one of them. 

 

Direct 

Financial Capacities: refer 

to one of the advantages 

of the job that are 

managed by the 

regulations and financial 

organizational decisions. 

They give the incumbent 

the capacity to pay the 

amounts within the 

financial limits (if existed). 

 

Indirect 

 

4- Main Responsibilities: 

Main Responsibilities Main Performance Indicators 

Refer to the tasks directly connected to 

the job role entrusted to incumbent as 

Include the most important main and 

general indicators of the role (if existed). 



 

being responsible for these tasks whether 

they are administrative, executive or 

supervisory. They are detailed 

responsibilities that explain the difficulty 

of role and the volume of responsibility 

resulted by it. 

They are the indicators that judge the 

incumbent’s grade of performance of the 

main responsibilities entrusted to him 

though his job. They are measurable 

indicators (numbers or percentages). 

 

5- Qualifications: The Minimum Set of Relatives, Educational and Professional 

Certificates and Practical Trainings Necessary to Get the Job 

 

6- Experience: The Minimum Previous Years of Experience Related to the Current 

Job and Necessary to Get the Job 

 

 

7- Technical and Behavioral Competencies: 

Technical Competencies: refer to the occupational competencies 

of the role and tasks within the job families and include the 

technical knowledge that produces an effective performance 

required by the job and shall be available in its incumbent. 

 

Behavioral Competencies: Refer to the what is previously 

explained within the general pattern of the behavioral 

competencies in the Federal Government and include the 

following: 

1- Leadership Competencies (Strategic Thinking, supporting the 

employees and developing their abilities, change leadership). 

2- Main Competencies: include six competencies: questionability, 

effective management of resources, focusing on results, focusing 

on customer services, communication and communication skills 

and teamwork spirit.  

 

 

 

 

 

 

Competency 

Grade 

 

8- Skills: Refers to the Personal Abilities to be available in the incumbent 

 

Procedures Documentation: Includes the Signatures of the incumbent and His Direct 

Head to Certify the Role of the incumbent and the Tasks Entrusted to Him. 

 

Development (Direct Manager):                                                            Date: 

Review (Direct Manager):                                                                  Date: 

Approval (Executive Manager) if necessary:                                      Date: 

Human Resources Head:  

Signature:                                                                                       Date: 



 

 

 

 

Second: Job Description Card Exemplary Form: 

Tasks Details: 

Job Description Senior Accountant 

Job Code To be Determined Later 

Job Category Supervisory Roles 

Job Grade To be Determined Later 

Report to Accounts Department Head 

Management  Finance 

Career Path Occupational 

 

General Aim of the Job: 

Registering and recording the accounting operations in the accounting system and 

contributing to making necessary review scales, performing settlement registers and 

contributing to making the periodical financial and accounting statements in addition 

to the final and budget account. 

 

Job Dimensions: 

The Number of Employees 

Administratively related to 

the incumbent 

Direct: 2 (accountant \ 

senior administrative)  

Indirect: Nil 

Financial Capacities: Nil 

 

 

Main Responsibilities: 

Main Tasks Main Performance Indicators 

* Developing the account statements of 

the suppliers monthly to pay and refer 

them to the Head of department for 

review and approval. 

* Recording the accounting operations 

registers according to the appropriate 

accounting guidance to comply with the 

approved accounting procedures. 

* Developing the monthly bank 

settlements to provide duly up-to-date 

financial statements.  

* Developing the accounts payable and 

receipts according to the financial 

procedures’ policy and referring them to 

the Head of Department for review and 

approval. 

* Receiving the suppliers’ invoices in 

addition to sorting and recording them in 

the relevant accounts to comply with the 

* The quick performance of procedures 

like leaving, payments and revenues. 

* Accuracy of developing the financial 

statements, payrolls, checks, bank transfer 

orders and payment documents.  

* Commitment to the deadline of the 

financial statements. 

* The number of mistakes found in the 

financial statements. 



 

financial procedures’ guide. 

* Matching the bank accounts statements 

and referring them to the Head of 

Department for review and approval.  

* Developing the payrolls and referring 

them to the head of Department for 

review and approval to duly pay them 

later. 

* Any other tasks entrusted to him.  

 

Qualifications and Experience: 

Qualification: Bachelor of Accounting or equivalent. 

Experience: 4-5 years of experience in accounting. 

 

Technical and Behavioral Competencies: 

Technical Competencies: 

* Knowledge of the practices and procedures of the financial accounting. 

* Knowledge of the systems of financial accounting. 

* Knowledge of the International Accounting Standards. 

* Ability to analyze, plan and organize. 

* Applying the recent technical methodologies of accounting. 

Behavioral Competencies: 

* Related to the job grade as mentioned in the general pattern of the behavioral 

competencies of the Federal Government. 

 

Skills: 

* Accounting skills. 

* Computer and recent technical systems skills. 

Procedures Documentation: 

 

Development (Direct Head):                                                            Date: 

Review (Direct Head):                                                                  Date: 

Approval (Direct Head) if necessary:                                      Date: 

Human Resources Head:  

Signature:                                                                                       Date: 

 

 

Third: Job Analysis Survey Form: 

First: General Details: 



 

Date  Job Description  

Administration\ Department  Direct Head  

 

Second: Educational Qualification:  

Educational Qualification Occupational Qualification 

  

  

 

Third: Professional Experience: 

  

  

 

Fourth: Training Course: 

Training Course Training Period 

  

  

  

  

 

 

Fifth: General Aim of the Job 

 

 

Sixth: Job Dimensions:  

 

 

A- Direct\Indirect Subordinates: 

Direct\Indirect Subordinates Job Descriptions of Indirect Subordinates 

  

 

B- Financial Competencies: 

 

 

 

Seventh: Tasks Details and Time: 

Tasks Details Recurrence Rate Time Spent to Perform 



 

(Daily\Weekly\Monthly) the Task 

   

   

   

   

   

 

Eighth: Job-Related Reports: 

Report Title Report Purpose Reports Number Recurrence Rate 

(Daily\Weekly\Monthly) 

    

    

    

    

 

Ninth: Communication Points Inside and Outside the Ministry\Federal Entity:  

A- Internal Communication Points:  

Name of the Internal Point Recurrence Rate (Daily\Weekly\Monthly) 

  

 

B- External Communication Points:  

Name of the External Point Recurrence Rate (Daily\Weekly\Monthly) 

  

  

  

 

Tenth:  

What is the kind of Supervision Performed by the Direct Head on the incumbent? 

A- Direct Supervision. 

B- Indirect Supervision. 

What are the Permissions Given to the incumbent? 

A- Performing the necessary tasks and the permanent reference to the Direct Head in 

all matters. 

B- Determining the work lines and best time to do the job. 

C- Theincumbent shall work on solving the problems. 

D- Finding Solutions according to every situation. 



 

How does the Direct Head Review the Integrity and Accuracy of the Works of 

Subordinates? 

A- Reviewing the accomplished works. 

B- Reviewing the main tasks only. 

C- General Review. 

 

 

Eleventh: Nature of Work: 

What are the Risks Faced by the incumbent During Work? What is the Degree of 

Exposure? 

Twelfth: Report Approval: 

Direct Head 

Signature:                                                                                       Date: 

Head of Department 

Signature:                                                                                       Date: 

Fourth: Job Description Development Demand Form: 

No.: 

Date: 

The Distinguished Mr.\ Head of Human Resources Department 

Subject: Job Description Development Demand Form 

We seek your approval of the job description development according to the details 

below: 

Job Description  Administration\Department  

Direct Head  Job Grade  

Based on: 

(      ) Restructuring the Organizational Structure. 

(      ) Administrative Decision of New Job Role. 

(      ) Other (please explain):  

 

Notes: 

 



 

 

Sincerely Yours,  

Direct Head                                                                             Head of Department 

 

The Distinguished Mr.\Head of the Concerned Authority, 

After the perusal of your demand of a job description development and according to 

the provisions of evaluating and sorting the jobs, the following decisions are made: 

(      ) Your demand is approved: a approved job description form will be sent to fill. 

(      ) Your demand is rejected because  

 

Sincerely yours,  

Head of Human Resources Department 

Fifth: Current Job Description Development Update Demand Form: 

No.: 

Date: 

The Distinguished Mr.\ Head of Human Resources Department 

Subject: Current Job Description Development Update Demand Form 

We seek your approval of the job description development renewal according to the 

details below: 

Job Description  Administration\Department  

Direct Head  Job Grade  

First Issuance Date 

of the Current Job 

Description  

 Last Update of the Current 

Job Description  

 

 

Renewal Reasons:  

(      ) Restructuring the Organizational Structure. 

(      ) Administrative Decision of Adding\Cancelling Jobs. 

(      ) Other (please explain):  

 

Notes: 

 



 

 

Sincerely Yours,  

Direct Head                                                                             Head of Department 

 

The Distinguished Mr.\Head of the Concerned Authority, 

After the perusal of your demand of a current job description update and according to 

the provisions of evaluating and sorting the jobs, the following decisions are made: 

(      ) Your demand is approved: an approved job description form will be sent to 

update. 

(      ) Your demand is rejected because  

 

Sincerely yours,  

Head of Human Resources Department 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

Sixth: Job Initial Evaluation Results Form: 

No.: 

Date: 

The Distinguished Mr.\ Chairman of the Federal Commission for the Job Evaluation 

Subject: Job Initial Evaluation Approval Demand  

We seek your approval of the job initial evaluation approval according to the details 

below: 

Job 

Description 

Management Job 

Category 

Initial Evaluation Results Points 

Total 

Reference 

Grade 

Suggested 

Grade 

Notes Update (If 

Necessary) 

Approval 

   Knowledge Thinking Responsibility       

            

            

 

Kindly Note the following demand justifications: 

Sincerely Yours,  

Chairman of the Internal Commission for the Job Evaluation  

 

 

1.1. Reference Level 

Streamlining of Job Titles 

(Sample list) 

Category Master Scale Mapping 

M
a
n

a
g
em

en
t 

R
o
le

s 

Federal 

Grades 

Reference 

level 

Department Director, Snr. 

Advisor, Conslutant 

Special A 22 

21 

Director, Advisor, 

Consultant 

Special B 20 

Asst. Director, Manager, 

Head of Section, Expert 

1 19 

Asst. Manager, Specialist 2 18 

Snr. Officer, Controller S
u

p
e

rv is
o

ry
 

R o
l

es
 

3 17 



 

16 

Officer, Snr. Supervisor, 

Executive 

4 15 

Supervisor, Exe. Assistant, 

Exe. Secretary 

5 14 

Co-coordinator, Snr. 

Secretary 

6 13 

Admin Secretary, Snr. 

Admin 

S
u

p
p

o
rt

 R
o
le

s 7 
12 

11 

Administrator 8 10 

Admin Assistant 9 9 

 10 8 

 

A
u

x
il

ia
ry

 R
o
le

s  7 

  6 

  5 

  4 

 

1.2. Guidelines on 'Band Characteristics' and probable 'Generic' Job Titles 

 

Career 

path 

Band Grade 

Group 

Generic Job 

Titles 

Guiding Indicators                  

(Band Characteristics) 

Leadership 

 Strategic DG to Special A  Under 

Secretary, 

Director 

General, 

General 

Manager 

 Assistant 

Under 

Secretary, 

CEO, 

 Establishing vision and goal for 

the organisation and  future 

direction 

 Developing 'blue-sky' strategy 

guidelines for the organisation 

 Broad strategic integration and 

leadership of organisation or 

important business operations 



 

Executive 

Director 

 Department 

Director  

 Area of impact – whole 

organisation 

 Planning window around THREE 

to FIVE years 

 'Hearts & Minds' – behavior 

change, negotiating and 

partnership working 

 Thinking within general laws of  

business philosophy and cultural 

values 

 By reason of organizational size 

and complexity, subject to very 

broad guidance and general 

orientation in response to business 

trends 

 Senior 

Management 

Special A to 

Grade 1 
 Department 

Director 

 Director 

 Assistant 

Director, Head 

of Section, 

Manager 

 Set or significantly influence 

business or functional strategy 

 Determining general results, 

setting major functional policies, 

consequences apparent in 6-12 

months 

 Diverse operational or conceptual 

integration and leadership of 

important business operations or 

strategic function within or across 

organisation, critical to business 

goals 

 Area of impact – Large complex 

function or Division  

 Planning window around ONE to 

THREE years 

 Change Behavior – Interaction 

with others is primarily concerned 

with influencing, developing & 

motivating people and changing 

behavior. It often involves 



 

inspiration and the creation of 

right working climate 

 Persuasion, assertiveness – based 

on facts or evidence, empathy to 

the other's point of view 

 Thinking within general policies, 

principles and goals of the 

organisation 

 'What' and 'how' to be defined 

 Subject to only overall guidance 

on broad organizational 

objectives and orientation of 

strategic policy 

 Management Special B to 

Grade 2 
 Director 

 Assistant 

Director, Head 

of Section, 

Manager 

 Assistant 

Manager 

 Managing professionals or 

managers 

 Freedom to decide how to achieve 

the end results, significant 

decision making latitude, 

consequences apparent in months 

 Related integration of operations 

or services with associated 

functions, services or programs to 

achieve functional goals 

 Area of impact – Department 

function or service area  

 Planning window around ONE 

year 

 Managing internal / external 

relationship 

 Interaction with others requires 

understanding, influencing and 

supporting people, through 

applying technical knowledge or 

rational arguments, aimed at 

causing action or acceptance by 

others 



 

 Problems not clearly defined, 

Operating within broad functional 

guidelines 

 Thinking within broadly defined 

policies and objectives 

 Subject to broad practices and 

procedures covered by functional 

precedents and policies and 

managerial direction 

 Subject to general direction and 

broadly defined policy objectives 

 Supervisory Grade 3 to 

Grade 5 
 Senior Officer, 

Controller 

 Officer, Senior 

Supervisor  

 Supervisor 

 

 Specific performance or 

supervision of multiple activities 

which are specific as to objective 

and content. There is a 

requirement to interact with co-

workers and maintain an 

awareness of related activities 

 Latitude of discretion within 

established precedent / defined 

policies, consequences apparent 

in weeks 

 Area of impact – Section or small 

department  

 Planning window less than a ONE 

year 

 Supervisors of subordinates 

whose tasks are broadly similar 

 Dealing with others is primarily 

concerned with requesting and 

providing information. Courtesy, 

tact and effectiveness are required 

 May need to develop new 

procedures within existing 

policies 



 

 Thinking within clearly defined 

policies, principles and specific 

objectives 

 Subject to broad practices and 

procedures covered by functional 

precedents and policies and 

managerial direction 

 Operating within practices and 

procedures covered by precedents 

or well defined policies and 

review of end results  

Administrative 

 Executive Grade 4 to 

Grade 6 
 Executive,  

 Executive 

assistant, 

Executive 

Secretary 

 Coordinator, 

Senior 

Secretary 

 Knowledge is required for the 

application of practical methods 

and techniques, work procedures 

and processes and/or proficiency 

in the specialized use of materials 

equipment and tools. This 

knowledge is acquired through 

some specialized training 

 Practical understanding of 

methods, systems and processes 

 Interpretation of established 

precedents. Nature of problem 

and how to solve fairly clearly 

defined 

 Multiple choice based on 

experience, result can be readily 

checked for correctness, choose 

from available answers 

 Operating within standardized 

practices and procedures, general 

work instructions and supervision 

of progress and results 

 Established precedents, some 

scope for flexibility/initiative, 

consequences apparent in days 



 

 Understand cross functional 

impact 

 Individual contributor who plan 

and organize their own work 

 Planning and Co-coordinating 

activities for short timescales 

 Information exchange, asking 

questions, exercising tact 

 Thinking within well-defined, 

somewhat diversified, procedures 

with many precedents covering 

most situations and/or readily 

available assistance 

 Admin 

Support 

Grade 7 to 

Grade 10 
 Senior 

Administrator, 

Admin 

Secretary 

 Administrator 

 Admin 

Assistant  

 Knowledge of standardized work 

routines and methods, general 

facts and information and/or the 

use of simple equipment, machine 

and materials. Knowledge is 

usually acquired thru training on 

the job 

 Sound understanding of straight 

forward procedures 

 Focused performance of a task or 

tasks which are highly specific as 

to objective and content with 

limited awareness or surrounding 

circumstances and events 

 Reactive nature of work and Not 

related to other tasks 

 Selection from well-defined set of 

action steps based on previous 

experience 

 Subject to instructions and 

established work routines, under 

close supervision 



 

 Some re-arrangement of work 

routines permitted, consequences 

apparent in hours  

 Thinking within detailed standard 

practices and instructions and/or 

with immediate available 

assistance or examples 

 Stable and repetitive situations 

 Auxiliary 

Services 

Grade 11 to 

Grade 14 
 Driver, Porter, 

Loader, 

Messenger 

 Office boy, 

Mail room 

asst., 

 labor 

 Simple work assignments, often 

repetitive simple tasks 

 Unskilled job that can be learnt in 

quick time (2-3 months) 

 Basic numeracy, literacy and 

knowledge of simple instruction 

and routines generally acquired 

through a short explanation 

 Operating within direct and 

detailed instructions with very 

close and continuous supervision, 

immediate consequences  

 Sequence and timing of action 

steps defined – 'do it this way' 

 Thinking within very detailed and 

precisely defined rules and 

instructions and/or continually 

present assistance 

Occupational 

 Expert Special A to 

Grade 1 
 Senior 

Advisor, 

Senior 

Consultant 

 Advisor, 

Consultant 

 Expert 

 Mastery of concepts, principles 

with diverse knowledge & 

experience 

 The job requires pre-eminent 

knowledge and command of 

principles, theories and 

applications in a scientific field or 

other learned discipline. The level 



 

would normally be associated 

with on-going ground breaking 

work 

 Diverse, cumulative knowledge 

and/or fundamental understanding 

of concepts, principles and 

practices. This knowledge is 

acquired through comprehensive 

business experience or very deep 

development in a highly 

specialized field 

 Uncharted – Novel and path 

finding situations requiring the 

development of new concepts and 

imaginative solutions for which 

there are no precedents 

 Speculative judgment, really 

stretching the bounds of 

knowledge 

 Job impact on Organizational end 

results – Critical, advisory / 

diagnostic 

 Senior 

Professional 

Special B to 

Grade 2 
 Advisor, 

Consultant 

 Expert  

 Specialist 

 In-depth specialization and broad 

experience 

 Broad and/or deep knowledge in 

the field of expertise requiring a 

command of diverse practices and 

precedents and/or sophisticated 

concepts and principles. This 

knowledge is acquired through 

very deep and/or broad 

experience typically combined 

with an professional or academic 

qualification 

 Adaptive - Situations constantly 

requiring adaption or 

development of new solutions 

through analytical, interpretative, 

evaluative, creative and 



 

innovative thinking 

 Significant evaluative judgment, 

no 'right answer', finding the 

problem before fixing it 

 Job impact on Organizational end 

results – Important, Facilitating / 

Interpretative possibly across 

departments 

 Professional Grade 1 to 

Grade 4 
 Expert  

 Specialist  

 Qualified 

professionals 

like Doctor, 

Engineer 

 Conceptual understanding of 

governing principles 

 Sufficient knowledge in a 

technical, scientific or specialized 

field built on understanding of 

theoretical concepts and 

principles and their context. This 

knowledge is acquired through 

professional or academic 

qualification or through extensive 

practical experience 

 Variable – Differing situations 

requiring the identification of 

issues, the application of 

judgment and the selection of 

solutions within the area of 

expertise and acquired knowledge 

 Alternative solutions but a 'right 

answer' exists, may need analysis 

to identify, use judgment for right 

answer 

 Job impact on Organizational end 

results – Limited, Informational / 

recording within a department 



 

 Technical 

Support 

Grade 4 to 

Grade 7 
 Qualified 

assistants for a 

specific 

technical field, 

working under 

guidance and 

helping 

professionals 

 Specific functional or 

occupational knowledge 

 Practical understanding of 

methods, systems and processes 

 Broad or specialized knowledge 

of methods, techniques and 

processes with some knowledge 

of basic theoretical background. 

This knowledge is typically 

acquired thru advanced 

specialized training and broad 

practical work experience 

 Knowledge is required for the 

application of practical methods 

and techniques, work procedures 

and processes and/or proficiency 

in the specialized use of materials 

equipment and tools. This 

knowledge is acquired through 

some specialized training 

 Patterned – Similar situations 

requiring solutions by the 

discriminating choice between 

known alternatives 

 Choose from a number of 

procedures in response to 

different work situations 

 Thinking within multiple, 

substantially different procedures, 

standards and precedents and/or 

access to assistance 

 Multiple choice based on 

experience, result can be readily 

checked for correctness, choose 

from available answers 

 Job impact on Organizational end 

results – Minimal, Incidental 

support 




