
Realising Your Potential Approach 
 

 

Behavioural indicators describe the most important behaviours for all staff across support services in the University. They help to 

develop a high quality, service led culture by providing a consistent approach to standards of performance. Along with the key 

responsibilities and duties of the post and the person specification, behavioural indicators are used to inform the recruitment and 

selection process, to clarify the requirements of Induction, form the basis of Probation Personal Development Plans and Annual 

Staff Reviews. The key behavioural indicators for this post are as follows. 

Grades 1-2/Core: Expected behaviours that will be demonstrated by all staff whatever the working situation 
 

DEVELOPING MYSELF AND OTHERS 
- Showing commitment to own 
development and supporting and 
encouraging others to develop their 
knowledge, skills and behaviours to 
enable them to reach their full 
potential for the wider benefit of the 
University. 

1. Demonstrate knowledge of different roles and how they interrelate 
2. With support - reflect on work practices, identify learning and development needs 

and take steps to develop own knowledge and skills as required 
3. Effectively demonstrate new/improved knowledge and skills  
4. Regularly demonstrate a positive attitude to work 
5. Give clear advice or guidance to others on standard information or procedures, 

sharing knowledge and skills 
6. Maintaining a healthy work-life balance by working with appropriate University 

policies (e.g. flexible working) 

EMBRACING CHANGE - Adjusting to 
unfamiliar situations, demands and 
changing roles. Seeing change as an 
opportunity and being receptive to 
new ideas. 

1. Accepting that change is an integral part of working life 
2. Displaying open mindedness to new ideas and proposals 
3. Demonstrating a willingness to do things differently 
4. Making suggestions for improvement in a positive manner 
5. Embracing new technologies, techniques and working methods 

RESPECTING OTHERS - To embrace 
diversity by promoting and 
maintaining an inclusive and 
supportive work and study 
environment that enables all members 
of our University community to 

1. Acting fairly and respectfully towards others in both verbal and non-verbal 
communication 

2. Practices being non-judgemental towards others – avoids making decisions or 
judgements about people based on their sex, marital status, sexual orientation, 
disability, race, religion or belief, colour, nationality, ethnic origin or age 

3. Behaving responsibly by reporting any incidents of bullying, harassment and 



achieve their full potential. victimisation 
4. Showing a commitment to improving the University with regard to respecting others 

by attending designated training sessions to keep abreast of equality legislation and 
learning more about the needs of minority groups 

5. Recognising when someone is being discriminated against and taking appropriate 
action 

6. Challenging questionable behaviour and practices which are not in keeping with 
respect for others 

 

WORKING TOGETHER - Working co-
operatively with others in order to 
achieve objectives. Applying a wide 
range of interpersonal skills. 
 
 

1. Comprehensive understanding of role within team 
2. Develop effective working relationships with colleagues 

3. Proactively help one another 
4. Communicating effectively with all 
5. Ensuring confidentiality is maintained where appropriate 

PROVIDING LEADERSHIP AND 
DIRECTION - Seeing the work that you 
do in the context of the bigger picture 
and taking a long-term view. 
Communicating vision clearly and 
enthusiastically to inspire and 
motivate others. 

1. Demonstrating a positive attitude about what needs to be done 
2. Taking personal responsibility to achieve tasks and/or objectives 
3. Understanding how own role fits in within context of the University 

 

FINDING SOLUTIONS - Taking a 
holistic view and working 
enthusiastically and with creativity to 
analyse problems and develop 
innovative and workable solutions. 
Identifying opportunities for 
innovation. 

1. Ability to correctly identify a problem and generate possible solutions and selects 
course of action with supervisor’s assistance, if necessary 

2. Consider available information to make appropriate decisions 

  



PROVIDING EXCELLENT STUDENT 
SERVICES AND PROFESSIONAL 
SUPPORT - Providing the best quality 
service to all our students, customers 
and stakeholders. Building genuine 
and long-term relationships through 
everyday interactions in order to drive 
up service standards and to enhance 
their experience. 

1. Actively listens and understands routine tasks required, clarifying the details where 
necessary 

2. Summarises basic information clearly and concisely 
3. If a query cannot be resolved personally, listens carefully and records the detail of it 

accurately in order to identify who to escalate the query on to, when required. 

4. Engage positively with students, customers and stakeholders 

USING RESOURCES EFFECTIVELY - 
Making effective use of available 
resources including people, 
information, networks and budgets. 
Being aware of the financial and 
commercial aspects of the University.   

1. Makes decisions taking into account facts that are likely to impact on others and 
University resources 

2. Works well with others taking into account their views and obtains support from 
manager and colleagues in teams 

3. Using resources in ways that are efficient and minimise any adverse impact on the 
environment 

ACHIEVING RESULTS - Planning and 
organising workloads to ensure that 
deadlines are met within resource 
constraints. Consistently meeting 
objectives and success criteria. 

1. Plans and prioritises own work to achieve agreed objectives 

2. Is able to adjust priorities appropriately and adapts plans to take into account 
changing deadlines and additional tasks 

 


