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HERA new role evaluation process 
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Department identifies need for a new role 

Department fills out a job template and submits this, along 

with an organisation chart, using the new role evaluation form 

 

Enquiry is logged on Zendesk and assigned to the Rewards Administrator (Cc’ed to HR Adviser) 

Rewards Administrator checks through documents for omissions, 

then prints them out 

Rewards Administrator 

suggests a possible match to a 

generic role if applicable, passes 

documents to Role Analyst 

Rewards 

Administrator requests 

more information from 

Department 

Role Analyst reads documents, determines 

whether more evidence is required 

Role Analyst evaluates role More information requested from Department 

Matched to a generic HERA role / new individual role 

number, then passed back to Rewards Administrator 

Rewards Administrator logs result and 

produces Final Outcome Form (FOF) 

Rewards Administrator sends FOF to 

enquirer (Cc’ed to HR Adviser) 

Rewards Administrator closes enquiry 

https://www.york.ac.uk/admin/hr/forms/new-role-evaluation/

