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Purpose and how to use this guide  

 
This guide is intended to support the use of the Realising Your Potential Approach 
for all users; to provide staff with ideas of how to use the Approach for their own 
personal use and for those who are applying the approach for their teams to gain 
consistency in how the Approach can be applied in recruitment, induction, staff 
development and how to engage and reward staff on a non-financial basis. 
  



 

Background to the approach and links to the Association of University 
Administrators (AUA) 

 
The Realising Your Potential Approach is based upon the AUA framework which 
was developed by a collaborative project group in 2009.  The aims of the project 
were to develop and implement a Continuous Professional Development (CPD) 
framework supporting HE professional services staff in UK Higher Education 
Institutions in their career development in order to: 
  
• enhance institutional performance through high quality staff 
• develop management and leadership capability 
• enable succession planning 
• provide a framework for sustainable practice in career planning 
• foster equality and diversity of development opportunities across the sector. 
 
At Durham we have taken the original concepts of the AUA framework and after 
consultation across the institution have adapted the content and application of the 
documentation to make it pertinent for our staff, whilst still embracing the original 
objectives of the AUA approach. 
 
 

How to use the Realising Your Potential Approach 

 
 This guide covers using the Realising Your Potential Approach in 

 recruitment and selection 

 induction and personal development  

 staff recognition and non-financial rewards based on behaviours.  
 
As well as this guide, there is an online e-learning programme to help to use the 
Realising Your Potential Approach within all applications i.e. recruitment and 
selection, induction and engagement and training and development. 
 

If you have any queries not answered by the guide please contact the Human 
Resources Department in extension 41647 or hr.trainingteam@durham.ac.uk 
 
  

mailto:hr.trainingteam@durham.ac.uk


How to apply the Realising Your Potential Approach  

 
Key points to remember within every application of the Realising Your Potential 
Approach are as follows. 
 
Each behaviour aspect has been divided into 5 levels: 
 
1. Expected behaviours to be demonstrated by all members of staff whatever the 

working situation - Grades 1-2/Core 
2. Expected behaviours to be demonstrated when working alongside others - 

Grades 3-4 
3. Expected behaviours to be demonstrated when influencing at team level - 

Grades 5-6 
4. Expected behaviours to be demonstrated when influencing at departmental 

level - Grades 7-8  
5. Expected behaviours to be demonstrated when influencing at University level 

or when representing the University - Grades 9-10 
 

Flexibility of interpretation 

 
These five levels are to be used by both managers and staff as a guidance tool 
that details the expected behaviours required for specific grades.  
However, they are not exclusive, hence the dotted lines between levels in the 
tables that follow. For example, a grade 4 member of staff may be expected to 
demonstrate behaviours at level 2, however, due to the requirements of their job 
role they may be required to demonstrate certain behaviours at a higher level. 
This framework aims to assist with personal development, and the ability to 
perform the requirements of your role. The Realising Your Potential Approach 
cannot be used in isolation to determine the job and grade. 
 

  



Realising Your Potential Approach in 
Recruitment and Selection 

 
 

What differentiates a behaviour from a skill? 

 
This part of the guide is designed to help recruit staff using a behavioural based 
approach. 
 
Behavioural interviews are fair, objective and accurate.  The theory behind 
behavioural interviewing is that “the most accurate predictor of future performance 
is past performance and behaviours”.  The questions do more than simply 
determine what a candidate says they will do (i.e. job activities) but gives the 
candidate an opportunity to give concrete examples of what they have done in 
their past. 
 
Example questions are provided in Appendix 2. The questions have different 
levels of complexity to enable the most appropriate ones to be selected for the job 
role which is being recruited. 
 
Jobs have four components: 
 
1. Knowledge:  This is necessary to do the job and tends to be job related. It 

includes professional knowledge, institutional knowledge (e.g. 
knowledge to be an accountant, academic, engineer, IT 
specialist etc.). This is what people need to know to do their 
jobs. 

 
2. Skills: Skills are needed to perform your functional role and include 

technical skills, management skills i.e. to manage resources and 
people (e.g. project management, time management, planning 
processes, budget management and appraisal). 

 
3. Behaviours: Behaviours are the attitudes and behaviour patterns that 

underpin how people do their jobs.  
 
4. Competency: Competencies influence how well people apply their knowledge, 

technical and management skills.  
 
The Realising Your Potential Approach reflects the behaviours we expect staff to 
demonstrate in their jobs. 

 
  



Key points to remember when working with the Realising Your Potential 
Approach templates 

 All nine behaviours apply to all roles and at every grade but should be 
selected for their greatest relevance to any one individual or particular role. 
It may be that only three or four of the behaviours have the greatest 
relevance.   Even though all nine behaviours need to be included within the 
job description, it would be unfair and impractical to test all nine behaviours 
at the selection stage and therefore you need to identify the behaviours that 
you consider to be the most important to be assessed at the selection 
stage.   

 We recommend testing no more than four behaviours during the selection 
process. 

 The behavioural indicators have been broken down into examples at all job 
grade levels. See Appendix 3 for the behavioural indicator templates. There 
is an expectation that staff would be able to demonstrate the behaviours 
required at the appropriate level within their role.   

 The behavioural indicators do not form a definitive list – they are there as a 
suggestion as to what might be demonstrated by those in the role although 
everyone will be encouraged to think of examples from their own specific 
work area. 

 

Using the Realising Your Potential Approach in the selection process 

 
The key documents needed are the job description for the role and the person 
specification.  For the majority of posts these will already be available.  When 
developing a job description information about the nature of the job needs to be 
gathered:  not only the content (i.e. tasks) making up the job, but also the job’s 
purpose, and how the job fits into the University’s structure. It is also important to 
consider the skills needed to perform the role effectively. Recruitment and 
Selection Guidelines for Managers are available at 
https://www.dur.ac.uk/hr/local/recruitment/recruiters/recguide/  
 
  

https://www.dur.ac.uk/hr/local/recruitment/recruiters/recguide/


Job descriptions 

 
A job description identifies the purpose, main responsibilities and tasks of the job. 
It can also be used to communicate expectations about performance to 
employees and managers.  A new template has been developed that includes the 
behaviours matrix.  The new template will also enable the University to start to 
introduce some consistency in the appearance of job descriptions.  The templates 

are available on the website for you to copy at https://www.dur.ac.uk/hr/Realising 
Your Potential Approach/   
 
Example job descriptions are also available to view on the website. 
 
 

Person specification  

 
A person specification states the essential and desirable criteria for selection. The 
person specification flows from the job description and answers the question 
“What skills and qualities would someone need to carry out this role?” The person 
specification identifies the qualifications, skills and experience needed for effective 
performance.  
 

Realising Your Potential Approach behaviours 

 
Using behaviours clarifies the personal qualities and workplace behaviours 
expected of the post holder. However, not all behaviours are important in a role. 
 
The behaviours underpin the person specification but do not form part of the 
specification itself. 
 
Behaviours will need to be tested and assessed at the selection stage as it is very 
difficult to measure behaviours from an application. 
 
It is recommended that no more than four behaviours are tested at the selection 
stage. A maximum of four examples from each behavioural element would 
normally be identified as being appropriate.  
 
  

https://www.dur.ac.uk/hr/rypa/
https://www.dur.ac.uk/hr/rypa/


Assessments 

 
There are a number of assessments that may be useful in recruiting to some jobs.  
Assessments can involve a number of exercises and tests in order to build a more 
comprehensive picture of the candidate.  Assessment Centres have the highest 
predictive validity of all selection techniques, however a full Assessment Centre is 

both costly and resource heavy. 
 
 
Typically an Assessment Centre will last a day; some may be longer, others (with 
online testing done in advance) may be shorter.  Some of the exercises and tests 
can be brought together in a ‘mini assessment centre’, consisting of a few  
exercises; others are completed on a test by test basis. The table above is an 
example of typical exercises the behaviours assessments can measure. 
 
Assessment Centres can be used to recruit for any position but are most 
commonly used for graduate, management and skill-based roles.  The aim for any 
assessment is to assess the candidate’s ability to do the job and/or their potential 
to develop into the role.  
 
There is a wide range of activities that can make up an Assessment Centre.  
Those selected will be used to test the skills, knowledge and behaviours 
considered necessary for the role.  Assessment Centres require significant 
planning. Talk to your HR team if you wish to consider using an Assessment 
Centre as part of your recruitment and selection process. 
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Developing Myself and 
Others 

      

Embracing Change       

Respecting Others       

Working Together    x x  

Providing Leadership and 
Direction 

      

Finding Solutions x x x    

Providing Excellent 
Student Services and 
Professional Support 

x   x x x 

Using Resources 
Effectively 

 x x  x X 

Achieving Results x    x x 



Behavioural based interviews  

 
The rationale for behavioural based questioning is that past behaviour is an 
effective indicator of future behaviour and performance.  It is important to become 
familiar with the behaviours to be assessed during the interview.  Questions are 
purely a tool to help to elicit relevant information. Therefore it is more important to 
probe deeply around the examples to understand a candidate’s behaviour and 
experience. 
 
Part of the interview will be general information gathering and a discussion of 
experience, for example: 
 
“Tell me about the responsibilities you have in your current job” 
“Tell me about your experience of planning conferences” 
 
Behavioural interviews (also called structured or competency based interviews) 
are systematic, with each question targeting a behaviour. 
 
Candidates are asked questions relating to their behaviour in specific 
circumstances, which they then need to back up with examples. The interviewers 
will then probe further into the examples by asking for specific explanations about 
the candidate's behaviour. 
 
Behavioural interviews also give candidates plenty of opportunity to talk. Since the 
purpose of the interview is to obtain evidence from the candidate it follows that the 
candidates should do most of the talking. The candidate should be talking for 75% 
- 80% of the time. 
 
Typically, behavioural based questions will ask candidates for examples of how 
they have dealt with situations in the past. The rationale in asking for past 
examples is that past behaviour is a strong predictor of future behaviour in similar 
situations. Hypothetical questions (such as “What would you do if …”) should be 
avoided as they gather information that is a poor predictor of future behaviour. 
Hypothetical questions lead to hypothetical answers. 
 
Very often a candidate’s answer to a question will give some information but 
not enough to make an assessment of the behaviour being assessed. What is 
needed are probing questions to follow up the initial question. The illustration 
below shows how this can work:  
 

     Tell me about 
 
 Give me an example of 
 

 When? 
 

 Why? 
 

 How? 
     
    What did you do? 



Interviews should follow a clear structure; however the questions should not be 
followed slavishly as this will interrupt the flow of the interview. It is good practice 
to explain to the candidate how the interview will be structured, and that specific 
examples of when they have demonstrated the behaviours required for the role 
will be asked for. Interviewers should be interested in: 
 

 Examples from their life 

 Recent examples  

 What they specifically did or said, not the team as a whole (it’s fine 
if they need time to think of an example). 

 
The questions and probes should be structured as follows: 
 

 Situation – Give an example of a time when you went above and beyond the 
call of duty 

 Task – What was the task you were asked to do?  

 Action - What did you actually do? 

 Result - What was the outcome? 

 Reflection – What was the response you received/how did it go/what would 
you do differently? 

 
Mix of questions 
 
It is important to remember that not all competency based questions need to ask 
for a direct example of behaviour.  A variety of question formats can be used to 
draw out specific behaviour and actions.  For example, if teamwork has been 
identified as a behaviour possible questions are:  “How do you ensure that you 
maintain good working relationships with your team members?” or “What 
strategies have you used to resolve conflict in your team?” 
 
Behavioural based questions are a valuable tool when it comes to gaining a more 
complete picture of a candidate’s approach in relation to the core aspects of the 
job.  However, it is good practice to use competency based questions in 
conjunction with other open questions.  By using both types of questioning, you 
can gain more general information (e.g. “Why are you interested in this role?” or 
“What skills and experience could you bring to this role?” as well as specific 
competency based recruitment questions). 
 
Example interview questions and Key Behaviours / Actions during the assessment 

process can be found at https://www.dur.ac.uk/hr/Realising Your Potential Approach/. 
 
  

https://www.dur.ac.uk/hr/rypa/


Assessing candidates 

 
At the end of the process there may be several sources of information about each 
candidate, especially if the candidate has attended an Assessment Centre. Each 
candidate should be discussed in detail, assessing experience, skills and 
behaviours and the performance in any tests or exercises. Each interviewer will 
have his/her evidence to bring to the discussion. It is to be expected that panel 
members will have differences of views about the candidates. Discussions and 
judgements should be based on discussing the evidence and facts gathered 
during the selection process. 

 
  



Realising Your Potential Approach in Training 
and Development 
 
Using the Realising Your Potential Approach to support continuing 
professional development 

 
The Realising Your Potential Approach provides a reference point for all staff to 
gain greater clarity of what is expected from them at their current level and at what 
is expected at more senior levels within the University.  It then provides ideas of 
how to gain experience of demonstrating those behaviours to enable the individual 
to meet their full potential.  
 
There are a variety of ways staff are able to support their development, for 
example: courses, online learning and a huge wealth of library resources which 
staff are able to access.  Staff should also consider alternative development 
opportunities to enable them to demonstrate the specific behaviours e.g. working 
on a collaborative project,  involvement in activities within their capabilities but 
outside of their normal remit, secondments, self-generated learning e.g. reading 
around specific topics. 
 
The following supporting documents also provide staff with prompts to encourage 
more informed discussions around the individual’s development throughout the 
year. 

 
 

How can the Realising Your Potential Approach be used to support personal 
development? 

 

Within the ASR individuals are expected to create a personal development plan 
and the intent is that the Realising Your Potential Approach will assist to: 

 recognise the role behaviours play in developing key skills 
 provide a stable framework in an ever changing work environment.  

A personal development plan sets out the actions to take to learn and to 
develop.   

 

Individuals are encouraged to take a proactive approach towards their own 
learning and development. This includes identifying needs and preferred solutions 
and ensuring that any planned activity takes place. Guidance, encouragement and 
help should be given from managers as required. 

When drafting a personal development plan, be clear about:  

 development needs mapped to the Realising Your Potential Approach where 

appropriate 

 intended outcomes  



 the most appropriate development method  

 action required 

 how achievement will be measured. 

 

How can managers help with development? 

 

Reviewing your development 

 The alignment of personal development plans to the University values and 
strategic objectives should be adopted to ensure that individual as well as 
organisational needs are met.  
 

 Different learning styles should be considered and training/development 
methods matched accordingly e.g. for those people who learn best through 
practice, on-the-job training and practical exercises would be more beneficial 
than reading or shadowing, which may suit a more reflective individual.  
 

 The ASR system should help to pinpoint development needs and provide 
support to employees, however the conversations around individual 
development should take place throughout the year, not just at ASR time. 

 
 By linking development to the behaviours that are key to roles, it will ensure 

that new as well as existing staff receive appropriate training and support. 
 

Action required 

 Ensure an agreement is reached and both parties are clear about who is 
going to do what at the end of an ASR and personal development planning 
meeting, deadlines and joint expectations should be agreed.  
 

 Time should be scheduled to plan and review forthcoming development, as 
set out in the development plan at regular intervals.  

 
 Previous training should be reviewed to identify development and/or further 

support that may be required. 
 
 

What supporting documents are available to help identify my training needs? 

 
Induction checklist 
 
For members of staff in new posts there is a prompt within the induction checklist 

at https://www.dur.ac.uk/hr/Realising Your Potential Approach/ that mentions the 

Realising Your Potential Approach and therefore requires new members of staff 
to find out about the Realising Your Potential Approach and for those responsible 
for creating an induction programme to incorporate the relevant aspects of the 
Realising Your Potential Approach within that induction programme.   
 

https://www.dur.ac.uk/hr/rypa/


This should also link back to the job description which will include the relevant 
behaviours for the post. 
 

  



Self-reflection tool 
 

There are self-reflection tools at https://www.dur.ac.uk/hr/Realising Your Potential 
Approach/ that the individual can use to record examples of behaviours that they 

currently demonstrate and in turn this may help to identify areas for further 
development. 

 
Continuing Professional Development 

 
As the framework is based upon the AUA framework, individuals could develop a 
portfolio of evidence against the key behaviours to be used, along with further 
examples required to gain professional membership of the AUA. 

 
  

https://www.dur.ac.uk/hr/rypa/
https://www.dur.ac.uk/hr/rypa/


Where can I find out more about the Realising Your Potential Approach? 

 

There is a comprehensive website https://www.dur.ac.uk/hr/Realising Your Potential 
Approach/ which contains information about the Realising Your Potential Approach 

and links to all supporting documents. 

 

What training and development support is available? 

 
Training and development grids by level 

 
The training and development opportunities available within the University have 
been mapped against each of the behaviours and at each grade level to enable all 
staff to identify relevant training and development to support specific behavioural 
development. These can be found on the web pages at 

https://www.dur.ac.uk/hr/Realising Your Potential Approach/  
 

All face to face training courses can be booked via the training course booking 
system https://www.dur.ac.uk/training.course/ 

 
All on-line e learning training can be accessed via DUO 
https://duo.dur.ac.uk/webapps/portal/execute/tabs/tabAction?tab_tab_group_id=_
14_1 

 
All on-line learning resources can be accessed via  
https://www.dur.ac.uk/hr/training/  

 
 
Coaching and mentoring 
 

An in-house coaching network exists across the University, which consists of a 
bank of 'in-house coaches’ who have completed Institute of Leadership and  
Management qualifications in coaching, and they work with individuals to help 
them to reach their full potential.  
 

For more information contact Sophie Sowerby or visit 

https://www.dur.ac.uk/hr/coachingmentoring/ 

A staff network exists to provide a confidential support network for in-house 

coaches and mentors for dealing with specific coaching issues via action learning 

and sharing best practice. To join this network either contact Sophie Sowerby or 

visit https://www.dur.ac.uk/lets.network/  

 
  

https://www.dur.ac.uk/hr/rypa/
https://www.dur.ac.uk/hr/rypa/
https://www.dur.ac.uk/hr/rypa/
https://www.dur.ac.uk/training.course/
https://duo.dur.ac.uk/webapps/portal/execute/tabs/tabAction?tab_tab_group_id=_14_1
https://duo.dur.ac.uk/webapps/portal/execute/tabs/tabAction?tab_tab_group_id=_14_1
https://www.dur.ac.uk/hr/training/
https://www.dur.ac.uk/hr/coachingmentoring/
https://www.dur.ac.uk/lets.network/


Library resources to underpin leadership and management development 
 

Colin Theakston, Academic Liaison Librarian has advised the following: 

“To assist users the huge number of databases have been broken down into three 
sub-sets: 

 Market Research Databases (Mintel, Euromonitor, Datamonitor) 

 Financial Databases (FAME, Thomson-Reuters, Wharton, etc.) 

 Journal & Newspaper Databases (Ebsco, Emerald, Nexis, Factiva, 
etc.) 

Within the latter sub-set are databases that will give users up-to-date material on 
all areas of management and business thinking from both practitioner/business 
journals through to leading academic publications.  All the leading areas of 
business are covered from marketing, competition, management, human 
resources, operations, etc. So users seeking the most up-to-date thinking from 
cutting edge sources should be able to find it there either in the thousands of 
journals on offer or in the extensive newspaper coverage (British, European, 
American and international) that can be sourced from the databases on offer.” 

 
Staff networks 
 
There are a number of networks at Durham: participation in these may provide the 
development required rather than attending a short course.  More information can 
be found at https://www.dur.ac.uk/lets.network/ 

 Coaching Network 

 Durham Technical Managers’ Network 

 LGBT Staff Network 

 Marketing & Communications Network 

 Mothers and Mothers-to-be Support (MAMS) Network 

 New Staff Network 

 Project Management Network (PMN) 

 Research Administrators’ Network 

 Staff Volunteering Network 

 Women in Academia 

http://cpdframework.aua.ac.uk/sites/default/files/05%20Guide%20for%20HEIs.pdf 
  

https://www.dur.ac.uk/lets.network/
https://www.dur.ac.uk/lets.network/password/coach_mentor/
https://www.dur.ac.uk/lets.network/dutmn/
https://www.dur.ac.uk/lets.network/lgbt.staffnetwork/
https://www.dur.ac.uk/lets.network/local/communications.network/
https://www.dur.ac.uk/lets.network/mams/
https://www.dur.ac.uk/lets.network/new.staff/
https://www.dur.ac.uk/lets.network/local/pmn/
https://www.dur.ac.uk/lets.network/ran/
https://www.dur.ac.uk/lets.network/svn/
https://www.dur.ac.uk/lets.network/femaleacademicprogression/
http://cpdframework.aua.ac.uk/sites/default/files/05%20Guide%20for%20HEIs.pdf


Recognising staff with non-financial rewards 

 
Individuals are attracted, retained and engaged by a whole range of financial and 
non-financial rewards and these can change over time depending on personal 
circumstances.  
 
The University rewards staff via a number of means described at 
https://www.dur.ac.uk/hr/paypensionsreward/  and including Exceptional 
Contribution Point Payments, Discretionary Awards and via the Professorial and 
Grade 10 Professional Merit Reward Scheme.  

Non-financial rewards can be an important addition to pay and benefits. In 
addition to personal and career development and ASR, ‘staff recognition’ is a 
useful way of increasing employee engagement.  Many Departments/Colleges 
have introduced localised non-monetary recognition schemes for their staff to 
demonstrate that the commitment and contribution of the team members is highly 
valued by their peers and managers.  Some examples are Above and Beyond the 
Call of Duty (ABCD) awards for Event Durham and Procurement. 

 
 
 
 

https://www.dur.ac.uk/hr/paypensionsreward/

