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Briefing for Managers 

Understanding the Job Overview Document 

(JOD) 



Briefing Content

This briefing session is to provide with information on the following topics:

❑ The Project Overview 

❑ Your responsibilities as a Manager  - verification of job facts.

❑ Job Evaluation Software, Gauge+  

❑ Job Overview Document

❑ JOD Process – reaching consensus ………or not

❑ Documents required.

❑ Questions 
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Project Overview
OFFICIAL 

 

COMMUNICATIONS WITH STAFF 

Project Start-up Implementation Date 

Job Evaluation Project Pay Modelling & Implementation Outcome 

CONSULTATIONS WITH TRADE UNIONS 
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SJC Scheme for Local Government Employees

❑ We will be using the 3rd  Edition of the JE Scheme endorsed by the Scottish Joint 

Council for Local Government Employees – which has been updated and amended 

to ensure compliance with the 2010 Equality Act

❑ Jobs are assessed under a framework of 13 factor headings which encompass the 

full range of demands in the job population

❑ We use the Cosla evaluator software to capture information about the role from the 

jobholder

❑ The software, Gauge + generates the Job Overview Document (JOD)

❑ Manager and the jobholder review the JOD to ensure it’s a true reflection of the 

role
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13 Factor Headings

❑ Working Environment

❑ Physical Co-ordination

❑ Physical Effort

❑ Mental Skills

❑ Concentration

❑ Communication Skills

❑ Dealing with Relationships

❑ Responsibility for Employees

❑ Responsibility for Services to Others

❑ Responsibility for Financial Resources

❑ Responsibility for Physical & Information 

Resources

❑ Initiative & Independence

❑ Knowledge
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Role of the Line Manager

❑ Ensure Benchmark jobholders have the time and facilities to complete the JE

Questionnaire

❑ To facilitate the attendance of the Benchmark Jobholder at the discussion with Job 

Analysts; and also a colleague doing the same job to accompany the Benchmark 

Jobholder at the discussion, if they are not accompanied by a Trade Union 

representative

❑ Review Job Overview Document (JOD) to ensure factual accuracy; and help place 

jobs in context relative to the rest of the team

❑ Ensure jobs are neither overstated nor underplayed

❑ Agree, by consensus, the content of the Job Overview Document (JOD) with the 

Jobholder(s)
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The Evaluator Software

❑ Provides a structure for the discussion between Jobholders and Job Analysts

❑ Ensures consistency of approach and that no assumptions are being made

❑ Questions and answer options are based on the level definitions of the SJC JE Scheme

❑ Answers chosen help determine the nature, degree, frequency and duration of demand 

under each of the factor headings

❑ Job Overview Document (JOD) summarises the questions asked, the answers chosen, 

and examples from the helpscreens which contain the definitions and guidance of the 

factors
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Job Overview Document - Summary
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Working Environment
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Nature
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Degree
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Frequency and Duration
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Responsibility for Physical & Information Resources
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Nature

Primary Responsibility
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Degree
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Nature

Secondary Responsibility
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Job Overview Document - Summary
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Next Steps

Copies of the JOD will be issued to Jobholders and Line Managers at the same time.  Each 

will be asked to consider the content of the JOD and any amendments they might wish to 

make.  The Jobholder and Line Manager should then take time to discuss the document 

and agree any amendments required. 

When discussing the content of the JOD the Jobholder and Line Manager should bear in 

mind the accepted principles of good job evaluation practice:

❑ evaluate jobs not people 

❑ assume acceptable performance of the job 

❑ evaluate jobs as they are now 

❑ evaluate actual job content, not perceptions
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Key points

❑ Look at the JOD, ensure that nothing significant is omitted and that the content reflects

the job facts.

❑ Look at the examples in the text of the JOD, consider how this job interfaces with

subordinates, peers, supervisors/managers. Is this accurately reflected in the text ?

❑ Look at the percentage of time this is carried out, does this seem appropriate when

considered over the year as a whole?
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JOD Consensus form & Requirements
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More Information

Please refer to the website: www.glasgow.gov.uk/jobevaluation

❑ Guide to the output of the JOD

❑ JE Questionnaire and Factor Framework

❑ ACAS Booklet on Job Evaluation

❑ FAQs

❑ Regular newsletters on progress of Job Evaluation

Enquiries can be made directly to the Senior Analyst who interviewed your staff member or

JE-SUPPORT@glasgow.gov.uk

http://www.glasgow.gov.uk/jobevaluation
mailto:JE-SUPPORT@glasgow.gov.uk

