
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 and indicators in the lower levels in the Realising Your 
Potential Approach should be demonstrated as well.   
 

Grades 3-4:  Expected behaviours that will be demonstrated when working alongside others 
 

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. Using all situations as potential learning opportunities 
2. Being a role model by devoting time to own development, managing workload and 

making effective use of time 
3. Proactively engaging in formal and informal learning and development activities 
4. Engaging positively with appraisal processes by seeking, accepting and acting upon 

feedback 
5. Demonstrate self-motivation 
6. Keeping up to date with what is happening in own and/or professional area with a 

view to improving self 

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

1. Taking a creative approach to change which challenges assumptions and is not 
based purely on enhancing existing practice 

2. Viewing change situations as opportunities for improving and developing work 
3. Remaining positive about moving forward despite being realistic about the difficulty 

of change 

4. Challenging the status quo in a constructive way where appropriate 
  



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 
achieve their full potential. 

Core/All Staff 
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, colour, nationality, ethnic origin or age 

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

Management Level (if appropriate) 
1. Acting as a role model to others by setting high personal standards in both verbal 

and non-verbal communication 
2. Being fair and objective when selecting staff and choosing on the basis of ability  
3. Selecting individuals for training and development fairly 
4. Show a commitment to improving the University by ensuring all staff undertake 

equality and diversity training to raise awareness 
5. Act responsibly by monitoring staff workloads to ensure fair work allocation 
6. Respecting confidentiality and demonstrating sensitivity if a team member wishes to 

discuss an equality and diversity issue with you and then taking appropriate action 
7. Ensuring communication with the team is regular, clear and consistent to create an 

open, transparent working environment 
8. Treating all members of the team in a fair and consistent manner 
9. Developing awareness of the wellbeing of all members of the team and supporting 

them appropriately 
10. Acting on complaints of inappropriate behaviour following the University policies and 

procedures 



 

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

1. Monitoring and reviewing the effectiveness of working relationships 
2. Having a good grasp of where your responsibility ends and that of others begins 
3. Presenting own opinions and the interests of those you are representing at 

meetings in a convincing way 
 

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. Creating and articulating a vision for own area of responsibility 
2. Standing by considered decisions even if they prove unpopular 
3. Providing clarity about responsibilities and accountabilities 

 

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. Taking time to understand and diagnose problems by considering the whole picture 
2. Recognising the need to go for the less-than-perfect solution at times in order to 

achieve objectives 
3. Spotting an opportunity and taking action to do something about it 
4. Identifying ways of resolving issues using own initiative 
5. Identifying risks and considering consequences of failure in advance 
6. Balancing new ideas with tried and tested solutions 
7. Making decisions and taking responsibility for them 

PROVIDING EXCELLENT STUDENT 
SERVICES AND PROFESSIONAL 
SUPPORT - Providing the best quality 
service to all our students and 
customers. Building genuine and 
open long-term relationships in order 
to drive up service standards and to 

 enhance their experience.

1. Resolving problems efficiently  in a cheerful, friendly manner 
2. Ensuring knowledge of systems and processes are kept up to date to enable you to 

provide accurate information 
3. Setting appropriate boundaries and managing expectations 
4. Being clear about where you can be flexible and where you cannot and why 
5. Engaging positively with quality assessment processes 
6. Support/supervise others to engage effectively with students, customers and other 

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. Using informal systems and channels of communication to inform and support 
objectives 

2. Influencing outcomes when bidding or negotiating for resources 
3. Aggregating, utilising and interpreting management information 
4. Considering cost benefit analysis implications of decisions 
5. Making use of information and resources gained through personal networks 
6. Recognising that time is cost and adjusting behaviour accordingly 

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

1. Taking personal responsibility for getting things done 
2. Maintaining a high standard of work even when under pressure 
3. Incorporating flexibility into plans and adjusting them in light of developments 
4. Be organised by keeping track of a number of projects running simultaneously 
5. Distinguishing between important and urgent tasks and prioritising effectively, even 

from apparently equal demands 

6. Work effectively in order to meet deadlines 

 
 
 


