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SUFFICIENT BILINGUAL CAPACITY – 65% of the team able to speak Welsh and English.     
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Desirable Criteria: Desirable criteria cover the attributes which may enable the candidate to 

perform better or require a shorter training period in a new role. Selection panels can apply the 

desirable criteria to shorten the list of candidates for interview, when a large number meet the 

essential criteria, and these criteria can also be assessed during the interview process. 

 

Each criteria (both essential and desirable) are then split according to: 

ü Qualifications / training 

ü Experience / Knowledge 

ü Skills / Abilities 

ü Other    

 

The templates referred to in section 4 provide examples of this format (available here). Appendix 

two includes the typical qualifications that would form part of the Person Specification for a 

variety of roles.  It is important to note that the person specification not only provides the basis 

for advertising the role, but also stipulates the selection criteria to be used during both short-

listing and interview assessment. 

 

 

The criteria listed in the Person Specification: 

ü must be job-related, specific and justifiable in relation to the role.   

ü should be as specific as possible – for example instead of requiring "good communication 

skills", indicate the type of communication skills required and the groups of people the 

post-holder will need to be able to communicate with. 

ü should be assessable during the selection process – for example an attribute of "sense of 

humour" will not be able to be assessed by the panel 

ü  must include any special requirements of the role, e.g. access to transport, willingness to 

travel if required for the job, ability to work unsocial hours  

ü must indicate any specific requirements relating to physical ability, e.g. dexterity, ability 

to lift, rather than requiring "physical fitness"

http://www.bangor.ac.uk/humanresources/systems/erecruitment.php.en
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nature, requirements, and responsibilities of the role.  It is recommended that Human Resources 

advice is sought in advance of the post approval process in relation to the grading of the post, as 

if it is externally funded, the grade will not be influenced by the amount of funding available. 

A job title is a brief description of a position held by an employee and is used to categorise 

positions in an organisation. When jobs are created, they will include a job title. A job title can 

describe the responsibilities of the position, the level of the job, or both. For example, job titles 

that include the terms executive, manager, director, chief, supervisor, etc. typically are used for 

management position job titles. Other job titles reflect what the person does on the job e.g. senior 

lecturer, research officer, chef, accountant, security officer, etc.  

Certain job titles are tied to grades. Job titles also are used to determine career paths.   

Job titles give a representation of what a role is about, they should not be used as a reward/status 

mechanism.   With more and more league tables on performance, ratios etc being produced it is 

important that a Job Title is reflective of the level of the role and the work being undertaken.   

On an annual basis the University is required to return data to HESA (Higher Education Statistics 

Agency) on staff, students, finance and the estate.  This data forms the basis of published tables, 

such as those published by the Times Higher on student/staff ratio's etc.  In returning staff data, 

each contract of employment during a reporti

http://www.bangor.ac.uk/humanresources/policies/recruitpolicies.php.en
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¶ Unsupervised Activities: teach, train, instruct, care for or supervise children, provide 

advice/guidance on well-being, drive a vehicle only for children 

¶ Working within Specified Establishments: Schools, Children’s homes, Childcare premises 

¶ Personal Care / 

http://www.bangor.ac.uk/humanresources/policies/recruitpolicies.php.en
http://www.bangor.ac.uk/humanresources/systems/erecruitment.php.en
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Duration (if fixed-term post) 

Whether a DBS check is required 

Welsh Language Competency 

Whether role is public facing 

Where the post is to be advertised 

Who will chair the interview panel 

New post / or if an existing post who does it replace 

Hours / FTE 

Budget Codes (for salary, interview expenses and advert expenses) 

Whether an interview date is to be specified in the advert      

Whether the job should be advertised internally or externally 

Grade 

Guide start date 

Guide end date (if fixed-term) 

If the end date is fixed (e.g. Funding ends) 

A template for this information can be found here. 

10 Advertisement  

The objective of the advert is to attract attention, create interest and stimulate action from those 

reading it. The information collated for the Job Description will provide a basis for the 

advertisement. As part of submitting the post as detailed in section 9, the Departmental 

Administrator will be required to prepare the advert text. The Job Description templates as 

referred to in section 4 will contain pre-populated advert text to which the Departmental 

Administrator will add text such as the Job Title, FTE, Grade and so forth. Information should not 

be removed from these templates and HR will carry out a check to ensure that the key information 

is included. The advert will then be returned to the departmental administrator by HR for approval 

before it is placed. 

 

Any posts advertised externally will be advertised in the places listed below by default with the 

same advert text used.  

 

The University’s on-line jobs board. 

Jobs.ac.uk web-site (Academic roles only) 

Job Centre Plus. 

 

http://www.bangor.ac.uk/humanresources/systems/erecruitment.php.en
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Posts can also be advertised in specialist press / sites. HR will advise on available options, along 

with the associated costs. Appendix five contains a list of specialist press/sites and the type of 

roles to which they would be suited.        

There may be occasions where the post is of an urgent nature, or the successful applicant needs 

to be in post by a certain date. Where it is envisaged that the interviews will take place within two 

weeks of the closing date this is to be made explicit in the advertisement.  

There are also UKBA (UK Border Agency) requirements that need to be taken into account at the 

advertisement stage. If an applicant were 

http://www.bangor.ac.uk/humanresources/policies/recruitpolicies.php.en
http://www.bangor.ac.uk/humanresources/policies/policies.php.en
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short-listing process, and arrangements can be made via Human Resources for the translation of 

such applications.  

For posts that are designated Welsh Essential or Welsh Essential / Commitment to learn the 

applicants language skills are to be assessed. Should a bilingual staff member not be available 

within the College / School / Department a representative from Canolfan Bedwyr can be asked to 

undertake this assessment. For any Academic posts that are designated Welsh Essential, the Pro 

http://www.bangor.ac.uk/humanresources/policies/recruitpolicies.php.en
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- You have experience in….could you tell me more about what 
you did?    

Closed questions Aim to clarify a point of fact to produce a succinct factual statement 
without going into detail. For example, would they accept the post if 
offered. 

Hypothetical 
questions 

Used to put a situation to candidates to ask them how they would 
respond, for example, how to approach a typical problem, what would 
you do if….?    

Behavioural event 
questions 

Aim to get the candidates to respond as to how they would behave in 
situations that are key to the post being applied for. The assumption 
upon which such questions are based is that past behaviour in dealing 
with or reacting to events is a good predictor of future behaviour.. The 
following being examples: 

- Describe an occasion when you completed a project or task in 
the face of great difficulty? 

- Provide an example when you took the lead in a difficult 
situation? 

Capability questions Aim to establish what candidates know, the skills they possess and 
competencies. They can be open, probing, or closed, but focus 
specifically on the person specification. They can include: 

- What do you know about…? 
-
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