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Advancing your career at
Heriot-Watt

Administration staff Grade 3 -5




Where’s your role?

y

Grade 5

Administration

Grade 4 and Support

Administration

Grade 3

Administration



How to advance...

Grade 3-4 B Grade 4-5




What’s expected at each
grade?

As you progress through the grades you continue to build
on your previous grade level descriptors..............



Communication

Grade 3 Grade 4 Grade 5
Administration Administration Administration &
Support Services




Teamwork and Motivation

Grade 3 Grade 4 Grade 5
Administration Administration Administration &

Support Services




Liaison and Network

Grade 3 Grade 4 Grade 5
Administration Administration Administration &
Support Services




Service Delivery
Grade 3 Grade 4 Grade 5
Administration Administration Administration &

Support Services




Decision Making Processes

Grade 3 Grade 4 Grade 5
Administration Administration Administration &
Support Services




Planning and Organising Resources

Grade 3 Grade 4 Grade 5
Administration Administration Administration &

Support Services




Initiative and Problem Solving

Grade 3 Grade 4 Grade 5
Administration Administration Administration &
Support Services




Analysis and Research

Grade 3 Grade 4 Grade 5
Administration Administration Administration &

Support Services




Sensory and Physical Demands

Grade 3 Grade 4 Grade 5
Administration Administration Administration &

Support Services




Work Environment

Grade 3 Grade 4 Grade 5
Administration Administration Administration &
Support Services




Pastoral Care and Welfare

Grade 3 Grade 4 Grade 5
Administration Administration Administration &

Support Services




Team Development

Grade 3 Grade 4 Grade 5
Administration Administration Administration &

Support Services




Teaching and Learning Support

Grade 3 Grade 4 Grade 5
Administration Administration Administration &

Support Services




Knowledge and Experience

Grade 3 Grade 4 Grade 5
Administration Administration Administration &

Support Services




Thinking of going for promotion?
How to prepare...

* Check for any activities in your school

* Looking for advice?
— Talk to your line manager
— Check-in with a trusted colleague

— Talk to the Reward and Employee Engagement
team




Good luck!



