
EMPLOYEE INFORMATION FORM

Library Reshaping Project
The employee information form provides details of an individual’s skills, knowledge, qualifications and expertise and is designed to assist in the process of identifying suitable roles during restructures or redeployment situations.
Employees should complete this form ahead of the meeting, to help them prepare and collate the points they wish to make. This will ensure that the meeting is as productive as it can be.  Employees may also be requested to provide an up-to-date CV.  
Through discussion at the meeting further amendments and additions to the form may be made by the manager and the employee to reach an agreed final version.
	SECTION 1: EMPLOYEE DETAILS

	Name:


	

	Directorate:


	

	Job Title:


	

	Start Date:


	


	SECTION 2: EMPLOYEE HISTORY

	a) Knowledge, skills and experience related to the current role
•
Consider your current role and list the key skills and experience you feel you have gained.  Include any timescales e.g. 4 years experience of ……

•
Use your current job description to help you to do this but also consider how your job role may have changed over the last few years.

•
Ensure you present a detailed picture of your skills.


	b) Consider experience gained in previous roles
•
List the job roles you have held throughout your employment history whether it was with the University or not.

•
Ensure you list the key skills and experience gained.


	c) Qualifications: List and consider the employee’s current qualifications 

•
Provide a list of relevant professional qualifications and summarise any learning and development courses/opportunities which have furthered your development.


	d) What other skills, knowledge or experience does the employee have which may be relevant?
•
Consider if you have skills used in your personal life which you feel could be relevant.  An example could be that you are treasurer of a local interest group.


	e) Flexibility: Consider whether the employee is willing to consider retraining
•
How flexible are you – will you consider retraining – if so you should be specific about job role.


	f) Are there any personal circumstances which need to be taken into account/any other information considered to be relevant?
•
Consider if your personal circumstances may be relevant to taking on any new role, such as, the distance you can travel.



	SECTION 3: ADDITIONAL INFORMATION

	· You should consider any roles within the organisation for which you feel you have the appropriate skills/experience and may be interested in.
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