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Functional Job Stream Framework – Guidelines for Key Selection Criteria
In order to assist incumbents to clearly identify the level of abilities and behaviours required to successfully undertake a role, and improve the general quality and consistency of position descriptions, selection criteria for positions at USQ will be constituted of four elements as follows:

1. Required selection criteria – Required Training Level, Qualifications and Experience criteria for all USQ positions.  This criterion is drawn from the University’s Position Classification Standards and is required from an industrial perspective.  Further clarifying detail can be added describing the type of qualification and experience.  

2. Job function selection criteria – A job function is a grouping of the major corporate functions across positions at the University involving work functionally of the same nature, but requiring different skill and responsibility levels.  It is recommended that normally no more than 2 criteria be chosen for each position within an identified job function, however this may vary depending upon the individual role.

3. Specialist/technical (job stream) selection criteria – Selection criteria may need to be supplemented by additional criteria unique to an individual role.  It is recommended this would typically be no more than 1-2 criteria, and usually restricted to positions of a professional, specialist or technical nature.  The choice of wording is at the discretion of the manager/supervisor, however must be commensurate with the level of responsibility of the role and should be standardised across similar roles.  As development work continues, it may be that standardised job stream criteria can replace specialist/technical criteria in many instances. 

4. Core/Generic selection criteria – The Core/Generic Selection Criteria provides a structural basis and a shared understanding of the skills required to successfully undertake a USQ position at defined classification levels.  It is recommended that no more than 5 of these core/generic criteria be chosen from the 8 identified key common areas for each position relative to the position’s requirements (with 3-4 being the ideal), however this may vary depending upon the individual role.  The core/generic criteria should be used in conjunction with more detailed job function and specialist/technical (job stream) competencies (where appropriate) that complete the overall nature and scope of the position.

It should be noted that the mix of selection criteria between job function, specialist/technical (job stream) and core/generic may vary depending upon the individual role, however should not exceed a combined total maximum of 10 criteria for any position, with an ideal range of 6-7 essential criteria.  

Required Selection Criteria (one criteria required for ALL positions)
1.  Training Level and Qualifications **

	Level 1
	Level 2
	Level 3
	Level 4
	Level 5
	Level 6
	Level 7
	Level 8
	Level 9
	Level 10

	Not required to have formal qualifications or work experience.


	Year 12 or relevant Certificate I or II without work experience.

Or equivalent combination of experience and training.
	Trades or equivalent Certificate III without work experience; 
or 
Year 12 or relevant Certificate II with work experience. 

Or equivalent combination of relevant experience and/or education/ training.


	Diploma without work related experience; 
or 
Post-trade or Certificate IV with experience and on-the-job training; 
or 
Certificate III with extensive work experience.

Or equivalent combination of relevant experience and/or education/ training.


	Degree without subsequent work experience; 
or 
Advanced Diploma and at least 1 years subsequent work experience; 
or 
Diploma qualification and at least 2 years subsequent work experience; 
or

post-trade or Certificate IV and extensive (typically more than 2 years) experience.

Or equivalent combination of relevant experience and/or education/ training.


	Degree with at least 2 years subsequent experience; 
or
Extensive experience and/or specialist expertise or broad knowledge in technical or administrative fields,

Or equivalent combination of relevant experience and/or education/training.


	Degree with at least 4 years subsequent experience; 
or
Extensive experience and management expertise in technical or administrative fields.

Or equivalent combination of relevant experience and/or education/ training.


	Progress towards postgraduate qualifications and extensive relevant experience; 
or 
Extensive experience and management expertise; 
or
Appropriate recognised qualification from a tertiary institution and/or relevant equivalent experience based on the market experience of the particular field of expertise.

Or equivalent combination of relevant experience and/or education/ training. 
	Postgraduate qualifications and extensive relevant experience; 
or
Extensive management experience and proven management expertise; 

Or equivalent combination of relevant experience and/or education/ training.


	Proven expertise in the management of significant human and material resources, in addition to, in some areas; postgraduate qualifications and extensive relevant experience.




**Note:  Qualifications and experience required at each classification level may be expanded to include clarifying detail provided the intent of the requirement is not changed, for example a Level 5 HR Officer “Diploma qualification in Human Resources, and subsequent work experience in a HR administration environment”.

Job Function Selection Criteria (determine which Job Function a position belongs to, and then choose no more than 2 criteria)
1.  Finance
	Suggested Level 3
	Suggested Level 4
	Suggested Level 5
	Suggested Level 6
	Suggested Level 7
	Suggested Levels 8 - 10

	Ability to quickly gain proficiency in rules, regulations and processes of a financial nature.


	Demonstrated ability to implement rules and entitlements in accordance with established policies, procedures and reports within a large organisation. 

Demonstrated proficiency in the use of financial software including accounts payable, accounts receivable and general ledger modules.


	Demonstrated ability to assist in managing accounts, preparing budgets and maintaining accurate financial statements and data records.

Comprehensive knowledge of the use of a financial administration and reporting package, or other similar software.

Demonstrated ability to provide interpretation, advice and decisions on rules and entitlements by applying policies, procedures and legislation to everyday situations.


	Demonstrated knowledge of complex financial administration operations and ability to manage accounts, prepare budgets and maintain accurate financial statements and data records.

Ability to use financial reporting packages and large networked databases for managing a wide range of data to support management decision making.

Demonstrated ability to provide interpretation, advice and decisions on rules and entitlements by applying policies, procedures and legislation to complex situations.


	Demonstrated experience in the accurate preparation of budgets, management of accounts, financial projections and reconciliations, and monitoring and analysis of income and expenditure involving the use of integrated computer systems for financial management and reporting.
Demonstrated knowledge of procurement and asset management processes within a large organisation.

Demonstrated ability to provide interpretation, strategic advice and decisions on complex rules and entitlements by applying a diverse range of policies, procedures and legislation to support management decision making.
	Evidence of well-developed knowledge and skills in contemporary financial management issues with a demonstrated ability to provide strategic data and advice to a diverse audience to influence decision making.

Demonstrated experience in the allocation of resources, preparation of budgets and financial projections, and implementation of effective budget control measures in a complex environment.

Demonstrated ability to provide leadership in developing and implementing systems, policies and procedures for the review, analysis and identification of continuous improvement initiatives in a complex environment.


Example Job Streams for Finance Function*  (an additional Job Stream criterion can be added for positions which fall into one of the following streams)
· Procurement
· Management Accounting
· Accounts Payable
· Accounts Receivable
· Audit
*Appropriate selection criteria to be developed for each level/range of levels within each job stream.
2.  Human Resources
	Suggested Level 3
	Suggested Level 4
	Suggested Level 5
	Suggested Level 6
	Suggested Level 7
	Suggested Levels 8 - 10

	Ability to quickly gain proficiency in rules, regulations and processes of a human resource nature.


	Demonstrated ability to implement rules and entitlements in accordance with established policies, procedures and legislation within a large organisation. 

Ability to use a computerised Human Resources Management System (HRMS) or other large database including accessing, inputting and retrieving data.


	Demonstrated ability to provide interpretation, advice and decisions on rules and entitlements by applying policies, procedures and legislation to everyday situations.

Demonstrated ability to draft accurate and concise correspondence regarding HR issues based on an understanding of contemporary HR practices.
Comprehensive knowledge of the use of a computerised Human Resources Management System (HRMS) or other large database.


	Demonstrated knowledge of relevant industrial agreements, and human resources policies and procedures, with the ability to draft and present information on human resources topics. 

Demonstrated ability to provide interpretation, advice and decisions on rules and entitlements by applying policies, procedures and legislation to complex situations.

Demonstrated ability to use a computerised Human Resources Management System (HRMS) and/or other reporting software for managing a wide range of data to support management decision making.


	Demonstrated understanding of contemporary human resource management concepts and key industrial relations issues with experience in drafting and presenting information on a wide range of human resources topics to a diverse audience.

Demonstrated ability to provide interpretation, strategic advice and decisions on complex rules and entitlements by applying a diverse range of policies, procedures and legislation to support management decision making.

Proven experience in the management and strategic use of an integrated Human Resource Management System (HRMS).


	Evidence of well-developed knowledge and skills in contemporary human resource management and industrial relations principles, standards, practices, with a demonstrated ability to provide strategic data and advice to a diverse audience to influence decision making.

Demonstrated ability to provide leadership in developing, interpreting and implementing industrial agreements, human resources policies and procedures and plans, including the review, analysis and identification of continuous improvement initiatives.

.


Example Job Streams for Human Resources Function*  (an additional Job Stream criterion can be added for positions which fall into one of the following streams)
· Client Services
· Training & Development
· Employee Relations
· Workforce Strategy
· Remuneration & Benefits
· Equity & Diversity

· Health & Safety

*Appropriate selection criteria to be developed for each level/range of levels within each job stream.
3.  Administration and Management

	Suggested Levels 1 - 3
	Suggested Levels 4 - 5
	Suggested Levels 6 - 7
	Suggested Levels 8 - 10

	Ability to provide high quality administrative services in a busy office environment following established systems and procedures. 


	Demonstrated knowledge of general office procedures and technology including the ability to draft routine correspondence.

Demonstrated experience in providing high level executive support to a senior member of staff together with the ability to implement information management systems to assist senior staff to manage their time efficiently. 

Demonstrated experience in the provision of secretarial support to committees and familiarity with meeting procedures.


	Demonstrated ability to provide leadership in the provision of professional support services in a large and diverse organisation.

Demonstrated expertise in professional support including project management and the ability to undertake research and professionally draft, edit and proof documentation such as reports, briefing papers, general correspondence and submissions.


	Demonstrated ability to conceptualise, implement and manage professional processes and policies to improve the efficiency and effectiveness of a work area through continuous review and reference to industry best practice. 

Demonstrated ability to provide leadership in project management and researching and preparing reports, plans, policies, briefing papers, submissions and other complex documentation in order to provide recommendations and advice to senior executive staff.


Example Job Streams for Administration & Management Function*  (an additional Job Stream criterion can be added for positions which fall into one of the following streams)
· Functional Management
· Executive Support
· Corporate Communication
· Records Management
· Functional Administration
· Project and Information Management 
*Appropriate selection criteria to be developed for each level/range of levels within each job stream
4 .  Student Management
	Suggested Level 3
	Suggested Level 4
	Suggested Level 5
	Suggested Level 6
	Suggested Level 7
	Suggested Levels 8 - 10

	Ability to maintain rapport with and meet the needs of students from a diverse range of social, cultural and linguistic backgrounds.

Ability to quickly gain proficiency in administering student management processes.


	Ability to respond to the needs of a diverse range of students and the capacity to take actions in accordance with USQ standards to achieve effective customer relationships.

Demonstrated ability to apply rules and entitlements in accordance with established policies and procedures within a large organisation. 

Ability to use a computerised student management system or other large database including accessing, inputting and retrieving data.


	Demonstrated ability to respond actively and with understanding to the needs of students and the ability to initiate actions to achieve productive relationships with customers from diverse backgrounds.

Demonstrated ability to provide interpretation, advice and decisions on rules and entitlements by applying policies and procedures to everyday situations.

Demonstrated ability to draft accurate and concise correspondence regarding student management issues, with a focus on ensuring accurate and effective cross-cultural communication.

Comprehensive knowledge of the use of a computerised student management system or other large database.
	Demonstrated knowledge of relationship management processes and the ability to take decisions that achieve productive relationships with customers from diverse backgrounds.

Demonstrated knowledge of rules, policies, procedures and processes associated with student management and academic procedures in a tertiary institution.

Demonstrated ability to provide interpretation, advice and decisions on rules and entitlements by applying policies and procedures to complex situations.

Demonstrated ability to use computerised student management systems and other reporting software for managing a wide range of data to support management decision making.
	Demonstrated ability to develop systems and processes that enable employees to achieve productive relationships with customers from diverse backgrounds. 

Demonstrated understanding of a broad range of rules, policies, procedures and processes associated with student management and academic procedures in a tertiary institution. 

Demonstrated ability to provide interpretation, strategic advice and decisions on complex rules and entitlements by applying a diverse range of policies and procedures in a diverse cultural setting.

Proven experience in the management and strategic use of an integrated student management system to support decision making.
	Extensive experience in leading the development of relationship management processes in a complex service environment. 

Evidence of well-developed knowledge and skills in contemporary student management practices and systems, with a demonstrated ability to provide strategic data and advice to a diverse audience to influence decision making.

Demonstrated experience in developing and implementing systems, policies and procedures for the review, analysis and identification of continuous improvement initiatives in relation to the student learning journey.


Example Job Streams for Student Management Function*  (an additional Job Stream criterion can be added for positions which fall into one of the following streams)
· Recruitment and Admissions
· Student Support and Retention
· Student Services
· Marketing
· Administrative and Academic Support
· Academic Support

 *Appropriate selection criteria to be developed for each level/range of levels within each job stream.
5.  Facilities
	Suggested Levels 1 - 3
	Suggested Levels 4 - 5
	Suggested Levels 6 - 7
	Suggested Levels 8 - 10

	An appreciation of asset and infrastructure maintenance and operation in a large organisation.


	Knowledge of, or the demonstrated ability to quickly acquire knowledge of, current and emerging issues in contemporary facilities management.

Demonstrated ability to use facilities management software applications.


	Demonstrated ability to anticipate and respond to current and emerging trends in the field of contemporary facilities management.

Demonstrated ability to provide asset management advice and facilities management services to a range of clients. 

Demonstrated ability to use facilities management software applications for accessing, inputting, compiling and interpreting a range of data to support decision making.


	Evidence of well-developed knowledge and skills in contemporary facilities management issues, with a demonstrated ability to provide strategic data and advice to a diverse audience to influence decision making. 

Demonstrated experience in the leadership and strategic management of large scale institutional assets, services and infrastructure to achieve the strategic goals of the organisation.




Example Job Streams for Facilities Function* (an additional Job Stream criterion can be added for positions which fall into one of the following streams)
· Trades
· Construction and Maintenance
· Warehousing and Distribution
· Horticulture
· Printing
· Production
· Design and Architecture
· Health and Hygiene
· Safety and Security

*Appropriate selection criteria to be developed for each level/range of levels within each job stream.
6.  Technical/Laboratory

	Suggested Levels 1 - 3
	Suggested Levels 4 - 5
	Suggested Levels 6 - 7
	Suggested Levels 8 - 10

	Knowledge of general laboratory techniques and equipment.

Ability to work in a safe manner according to relevant health and safety practices.


	Demonstrated technical knowledge of laboratory techniques and equipment, with the ability to incorporate new disciplines and expand and broaden skills as required.
Demonstrated knowledge of workplace health and safety in the laboratory environment.


	Demonstrated broad laboratory based experience using and maintaining a range of scientific equipment and consumables, with knowledge of techniques and procedures used to prepare practical classes.

Demonstrated ability to interpret and apply workplace health and safety principles, standards and practices to a laboratory environment. 

 
	Demonstrated high level ability to manage and administer technical and laboratory support services and facilities in a large organisation.

Evidence of well-developed knowledge and skills in contemporary laboratory workplace health and safety management.




7.  Information Technology

	Suggested Levels 1 - 3
	Suggested Levels 4 - 5
	Suggested Levels 6 - 7
	Suggested Levels 8 - 10

	Working knowledge of ICT support services, operating systems and software environments in a large organisation.
	Demonstrated knowledge and experience in the provision of ICT support services in a geographically diverse, multi-user, multi-platform environment.

Broad knowledge and awareness of a wide range of operating systems and software environments, including Microsoft Windows, Macintosh, Unix/Linux, and internet technologies


	Demonstrated experience and high level operational knowledge of ICT infrastructure with expertise in the use and support of specialist applications and operating systems in a geographically diverse, multi-user, multi-platform environment.
Demonstrated ability to undertake advanced trouble shooting to identify, diagnose and resolve problems in an ICT environment.


	Evidence of well developed knowledge and skills in the management and support of complex infrastructure environments and operating systems in a geographically diverse, multi-user, multi-platform environment.

Demonstrated high level ability to provide leadership in developing and implementing systems, policies and procedures for the review, analysis and identification of continuous improvement initiatives in relation to the provision of ICT services at the local and corporate levels.




Example Job Streams for IT Function* (an additional Job Stream criterion can be added for positions which fall into one of the following streams)
· ICT Support

· ICT Operations

· Technical Training

· Audio Visual

· Systems Administration

· Data Communications

· Database Administration

· Systems Security

· Analytics

· Project Management

*Appropriate selection criteria to be developed for each level/range of levels within each job stream.
8.  Learning Resources 

	Suggested Levels 1 - 3
	Suggested Levels 4 - 5
	Suggested Levels 6 - 7
	Suggested Levels 8 - 10

	Ability to provide high quality support to the acquisition, development or administration of learning materials.


	Demonstrated knowledge of learning materials acquisition, development, production or distribution processes and techniques to support learning and teaching.


	Demonstrated experience and high level knowledge of principles and methods for enhancing the acquisition, design, development, production or distribution of learning materials to support learning and teaching.
	Evidence of well-developed knowledge and skills in contemporary learning and teaching support systems, processes and principles.

Demonstrated experience in developing and implementing systems, policies and procedures for the review, analysis and identification of continuous improvement initiatives in relation to the learning and teaching support.




Example Job Streams for Learning Resources Function* (an additional Job Stream criterion can be added for positions which fall into one of the following streams)
· Resource Development

· Resource Support
· Resource Access
*Appropriate selection criteria to be developed for each level/range of levels within each job stream.
Core/Generic Selection Criteria (no more than 5 criteria for each position)
1. Client Service

2. Communication

3. Planning and Organising

4. Judgement, Analysis and Problem Solving

5. Teamwork

6. Computer Literacy

7. Self Management and Professional Commitment

8. Leadership and Supervision

1.  Client Service 

	Suggested Levels 1 - 3
	Suggested Levels 4 - 5
	Suggested Levels 6 - 7
	Suggested Levels 8 - 10

	A commitment to the importance of high quality client service and an ability to provide friendly and courteous service and information in accordance with the USQ brand. 
	Demonstrated understanding of the centrality of clients in a service industry and ability to meet and exceed individual client needs and ensure a positive standard of service provision consistent with the USQ brand at all times.
	Demonstrated understanding of the centrality of customers in a service industry with the ability to establish and maintain relationships, take ownership of client issues, resolve individual client needs and provide positive client outcomes consistent with the USQ brand at all times.
	Demonstrated understanding of the centrality of customers in a service industry with the ability to proactively develop, maintain and enhance constructive and collaborative client relationships and networks, and ensure the provision of a positive client service consistent with the USQ brand at all times.


2.  Communication

	Suggested Levels 1 – 2 
	Suggested Level 3
	Suggested Levels 4 - 5
	Suggested Levels 6 - 7
	Suggested Levels 8 - 10

	Ability to understand both verbal and written instructions in order to effectively perform in the position.
	Ability to maintain confidentiality and respond promptly and courteously to a range of both written and verbal routine enquiries, requests and tasks. 
	Demonstrated ability to maintain confidentiality and effectively liaise with and independently provide information and advice to internal and external clients, both orally and in writing.
	Demonstrated ability to maintain confidentiality and consult, negotiate and provide authoritative information and advice on a range of topics to a wide range of internal and external clients, both orally and in writing. 
	Demonstrated high level ability to provide strategic advice and establish and maintain effective relationships with a diverse range of clients and stakeholders, with the ability to prepare a range of professional written documents for both a University wide and external audience.


3.  Planning and Organising

	Suggested Levels 1 - 3
	Suggested Levels 4 - 5
	Suggested Levels 6 - 7
	Suggested Levels 8 - 10

	Ability to complete everyday assigned tasks and meet daily set work targets and timelines.
	Ability to organise and prioritise own work activities and schedules to meet established deadlines and achieve high quality work outcomes.
	Demonstrated ability to organise work tasks and projects independently according to diverse priorities to meet deadlines and achieve high quality work outcomes.
	Demonstrated high level ability to independently organise and manage a wide variety of complex tasks and projects to meet conflicting priorities and deadlines and achieve high quality strategic outcomes. 


4.  Judgement, Analysis and Problem Solving

	Suggested Levels 1 - 3
	Suggested Levels 4 - 5
	Suggested Levels 6 - 7
	Suggested Levels 8 - 10

	Ability to display logic and sound reasoning in solving routine issues with reference to established techniques and practices.
	Demonstrated reasoning, judgement and analytical skills in the resolution of workplace issues.


	Demonstrated use of innovation and analytical skills to generate viable options and develop solutions to diverse workplace issues and take responsibility for outcomes.
	Demonstrated high level ability to apply strategic, innovative thinking to develop options, critically evaluate alternatives and implement integrated and equitable solutions to complex workplace issues.


5.  Teamwork 

	Suggested Levels 1 - 3
	Suggested Levels 4 - 5
	Suggested Levels 6 - 7
	Suggested Levels 8 - 10

	Ability to work effectively as a member of a team and contribute to a positive and successful work environment.
	Demonstrated ability to work effectively in a team environment and participate and interact positively, cooperatively and equitably with other colleagues.
	Demonstrated ability to work effectively in a team environment, resolve conflict and lead and participate equitably in positive and successful teams.
	Demonstrated high level ability to direct effective work teams, resolve conflict and participate equitably in positive and successful organisation wide teams working to achieve corporate goals and objectives.


6.  Computer Literacy

	Suggested Levels 1 – 2 
	Suggested Level 3
	Suggested Levels 4 - 5
	Suggested Levels 6 - 7
	Suggested Levels 8 - 10

	Basic knowledge of the functionalities of personal computers and email for use in an everyday work environment.
	Ability to accurately use personal computer hardware and software such as Microsoft Office, including email/internet technology in an everyday work environment.
	Demonstrated knowledge of and experience in using personal computer hardware and software such as Microsoft Office with a high degree of accuracy, including a well developed knowledge of email and internet technology.
	Demonstrated ability to use personal computer hardware and software to perform a diverse range of tasks, with the ability to accurately produce a wide range of documents from the MS Office suite and other programs relevant to the role.
	Demonstrated high level ability to use personal computer hardware and software to perform a range of advanced tasks, with the ability to accurately produce a wide range of complex documents from the MS Office suite and other programs relevant to the role.


7. Self Management and Professional Commitment

	Suggested Levels 1 - 3
	Suggested Levels 4 - 5
	Suggested Levels 6 - 7
	Suggested Levels 8 - 10

	Ability to effectively organise own work to achieve desired outcomes and take action to overcome obstacles and follow through to completion of duties.
	Demonstrated ability to successfully manage workload and take initiative to achieve goals and agreed outcomes which contribute towards positive improvements in the work area. 
	Demonstrated ability to successfully manage a high and constant workload and achieve agreed outcomes, with the ability to initiate projects and opportunities that have the potential to improve the outcomes and performance of the work area.
	Demonstrated high level ability to successfully manage a high and constant workload and establish agreed outcomes, with the ability to initiate, manage and promote projects and opportunities at a strategic level that have the potential to improve the outcomes and performance of the University. 


8.  Leadership and Supervision

	Suggested Levels 1 - 3
	Suggested Levels 4 - 5
	Suggested Levels 6 - 7
	Suggested Levels 8 - 10

	
	Ability to supervise the everyday tasks of staff working together in a work unit including coordinating staff contributions to projects, setting team priorities, and achieving positive client and work area outcomes.
	Demonstrated ability to lead, supervise, motivate, appraise and develop a team of professional staff to achieve positive client and work area outcomes.
	Demonstrated high level ability to provide leadership and supervision to a diverse range of staff in order to motivate, develop, empower and coach staff to excellence in work performance, client service and the achievement of University and work area outcomes.


