[Company Logo]   [Company Name]
JOB GRADE MATRIX
	Company:
	[Company Name]

	Matrix Version:
	[v1.0]

	Evaluation Date:
	[DD/MM/YYYY]

	Panel:
	[HR Name], [Department Head], [Member]



1. Factors and Level Descriptors
	Factor (Weight)
	Level 1
	Level 2
	Level 3
	Level 4
	Level 5

	Knowledge and Skills ([x]%)
	Basic task knowledge
	Trained in one area
	Professional in a discipline
	Expert across a discipline
	Recognised authority

	Problem Solving ([x]%)
	Follows set steps
	Chooses from known options
	Analyses and recommends
	Solves complex issues
	Sets strategy

	Accountability and Impact ([x]%)
	Own tasks
	Own work output
	Team or process results
	Department results
	Business unit results

	People Management ([x]%)
	None
	Guides juniors
	Leads a small team
	Leads managers
	Leads a function

	Relationships ([x]%)
	Within team
	Within department
	Across functions
	External partners
	Senior external stakeholders



2. Job Scoring
	Job Title
	Knowledge
	Problem Solving
	Accountability
	People Mgmt
	Relationships
	Weighted Score
	Grade

	[Designation]
	[1–5]
	[1–5]
	[1–5]
	[1–5]
	[1–5]
	[Score]
	[Grade]

	[Designation]
	[1–5]
	[1–5]
	[1–5]
	[1–5]
	[1–5]
	[Score]
	[Grade]

	[Designation]
	[1–5]
	[1–5]
	[1–5]
	[1–5]
	[1–5]
	[Score]
	[Grade]

	[Designation]
	[1–5]
	[1–5]
	[1–5]
	[1–5]
	[1–5]
	[Score]
	[Grade]



3. Score-to-Grade Conversion
	Weighted Score Range
	Grade

	[x] – [y]
	Grade 1

	[x] – [y]
	Grade 2

	[x] – [y]
	Grade 3

	[x] – [y]
	Grade 4

	[x] – [y]
	Grade 5



4. Panel Notes
[Record the job description reference used, any disagreements between evaluators and how they were resolved, and benchmark jobs used for calibration.]

	______________________________
Panel Member
[HR Name]
Date: [Date]
	______________________________
Panel Member
[Department Head]
Date: [Date]
	______________________________
Approved by
[Authorised Signatory]
Date: [Date]
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