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Position Description Form (PDF)

College: Sir Sandford Fleming

Incumbent's Name:

Position Title: Academic Workload and Staffing Specialist

Position Code/Number (if applicable): TBD Payband: G
Scheduled No. of Hours 35/w
Appointment Type: 12 months X less than 12 months (temporary)

Supervisor's Name and Title: Academic Chair, School of Business & Information Technology

Completed by: Effective Date: December 20, 2021
Signatures:
Incumbent: Date:

(Indicates the incumbent has read and understood the PDF)

Supervisor: Date:
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Instructions for Completing the PDF

1.

2.

Read the formcarefully before completing any of the sections.

Answereach sectionas completelyas you can based onthe typical activities or requirements of
the positionand not on exceptional orrare requirements.

If youhave any questions, referto the documententitled "A Guide on How to Write Support Staff

Position Description Forms" or contact your Human Resources representation for clarification.

Ensure the PDF islegible.

Responses should be straightforward and concise using simple factual statements.

Position Summary

Provide a concise description of the overall purpose of the position.

The incumbent works closely with School Leaders to supportthe operationalaspectsof effective recruitment,
selection, orientation and onboarding of full- time and contract faculty and part-time program support staff
withinthe School. Createsfaculty and staff assignments ensuring consistency with college policies and
procedures, and collective and local agreements. The incumbent has functional responsibility for the of
Standard Workload forms, contract faculty contracts, maintenance of HR/payroll processes, workload data
analysisandreporting. Theincumbent providesadministrative supporttothe Academic Chair.

Final - 2021
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Duties and Responsibilities

Indicate as clearly as possible the significantdutiesand responsibilities associated with the position. Indicate the
approximate percentage of time for each duty. Describe duties ratherthan detailed workroutines.

1. Workload Processes:

o Collaborateswiththe Chairto developcomprehensivestaffing plans that
supportthe operationaland strategic needsofthe school.

o Schedulesand meets with full-time programteams with the Chair to identify
staffing preferences.

o Develops Standard Workload Forms (SWF), basedon projected curriculum
and enrollment projection information, meeting established timelines, within
the parameters of the Academic CollectiveAgreementandlocal
Memorandumof Understanding, for approvalby the Chair.

e RunDay 10 and Audit SWFs.

e Ondirectionfromthe Chair, makes adjustmentsto thestaffing plan and
SWEFs relative to section changes due to enrolment fluctuations.

o Preparesand verifies contractfacultystaffingplans forapproval by the Chair
andprovides operational support tomaking offers; generates contracts in
accordance with College policy and the Collective Agreement.

 Verifiesfull-time and contractfacultyassignmentsfordata accuracyfor
submissionto timetabling.

o Maintains the Coordinatortable to reflectcurrent Coordinators for viewingon the
web/portaland for College access.

e Maintains data integrity and ensures allsystems are up-to-date with accurate
workloading information to support SWF/contract development & reports (eg.
Faculty Workload/SCH Report)

 I|dentifies, resolves,and/orredirectsany potentialinconsistencies and/or
workloadissues to the Deans/Chairs.

o Supports the development of Technician/Technologistschedules
and supports the operationalization of contracts.

o Communicates room/timetable changes tofaculty/students.

Final - 2021

Approximate %

of time
annually*

40%
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2. Operational Academic Staffing Support

Manages the calendarofthe Chairand arranges meetings, as requested.
Providesoperationalsupportinthe creationand maintenanceof program
specific hiring criteria foreach program of study.

Assists SchoolLeaders inthe schedulingand support of contract facultyand
part-time techniciansinterviewsand hiring processes.

Coordinates thenewfaculty school-specific orientation program including
updating materials, organizing logistics, providing onboardingweb link, and
assistingwith the delivery.

Liaises with Teaching and Learning Specialists related to new hire orientation
andtraining (eg H&S, AODA, etc.)

Coordinates and organizes academic staffon-boarding,in

collaboration withOEHR as needed, including new hire forms for completion
(payroll forms, employee input step calc) and arranging for items such as office
andtechnicalequipment.

Follows up on outstanding on-boarding documentation.

Reviews completed facultyinput step calculationformsto ensure proper
completion; follows up withfacultyas required; imports information from
employee input step calculation form into “school” stepcalculator.

First point of contact forfacultyand technicians/technologists for queries about
SWEFs orcontracts, with referralto the Chair, if required.

3. HR/PayroliRelatedProcesses

Ensures data integrity and confidentiality of MAPS, including revisionsand
updates, andinformationis relayedto Payrollfor proper compensation.
Utilizes Evolve system to produce contract letters.

Ensures MAPS Workloaddata to conform to payroll system and
processes.

Verifies bi-weekly payrolldata reportsfrom HR.

Processestimesheets andexceptionreportsforcontractfaculty and support
staff.

Responsible for tracking all signed workload documents and ensures HR
receivesall documentsto meet union/contractual timelines and payroll
deadlines.

Instructor Assignments & Timetabling Processes

Provides timetablers with allinstructorassignments ona semester-
by-semesterbasis.

Provides addendumsto timetablers asinstructorassignments are updated and
revised throughoutthetimetabling process.

Liaises between the Chair and timetabling to problem solve and determine
which course/section(s) fit with existing timetablesand are conflictfree

Final - 2021
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5. Operational School Support
Coordinate logistics related to accreditation processes.
Assists with recordkeeping and/orreporting of quality processes.
Coordinates courseoutline review assignments. 10%
Trackand monitorthe collectionand submissionof grades. Follows up
withfacultyas needed and advises the Chair.
e Assist with curriculum verification logistics.
6. Start UpSupport
 In collaborationwiththe School Office Administrative Assistant, verifies
scheduling, D2L and course outline systems confirming facultyteaching
assignments. Follows upas appropriate to rectify any issues and assistswith
appropriate systems set up (e.g.
correctsectionassociation). Refersunresolvedissuestothe Chair.
¢ Incollaborationwiththe School Office Administrative Assistant, reviews
enrollment reports and flags the Chair for areas to be reviewed.
o Actsasaback-uptothe School Office Administrative Assistant.

5%

<z
S<

7. Other related duties as assigned

__________________

_________________________________________________________________________________________
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Education

A. Checkthe boxthat best describes the minimum level of formal education thatis required for the
positionand specifythe field(s)of study. Donotinclude on-the- job training in thisinformation.

o Up to High School or o 1 year certificate or X 2 yeardiploma or
equivalent equivalent equivalent
o Trade certification or o 3 yeardiploma/ degree o 3 yeardiploma/degree
equivalent or equivalent plus professional
or equivalent
O 4 yeardegree or 0 Post graduate degree o Doctoral degree
equivalent (e.g. Masters) or equivalent or equivalent

1. Field(s) ofStudy:

Business Administration, Office Administration or related discipline

B. Checkthe boxthat best describes the requirement for specific course(s),
certification, qualification, formaltraining or accreditationinadditionto andnot part of the education
levelnoted above andinthe space provided specify the additionalrequirement(s). Includeonlythe
requirement that wouldtypically be includedin the job postingand would be acquired priorto the
commencement of the position. Donotinclude coursesthatare neededto maintaina professional
designation.

X No additional requirements

| Additionalrequirementsobtained by
course(s) of atotal of 100 hours or
less

| Additionalrequirements obtained by
course(s)of atotalbetween 101and 520
hours

1 Additionalrequirements obtained by
course(s) of atotal of more than 520
hours
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2. Experience

Experience refers to the minimum time required in prior position(s) to understand how to apply the
techniques, methods and practices necessary to performthis job. This experience maybe lessthan
experience possessed by the incumbent,asitrefersonly to the minimum level required on the first day of
work.

Checkthe boxthat best captures the typicalnumberof yearof experience, inadditionto the necessary
education level, required to performthe responsibilities of the position and, in the space provided, describe
the type of experience. Include any experience that is part of a certification process, but only if the work
experience or on- the-job training occurs afterthe conclusion of the educational course or program.

I Less than one (1) year

0 Minimum of one (1) year

I Minimum of two (2)
years

; Minimum of three (3) years

o Relevant experienceinan office services environment.

o  Experienceworkingindependently,organizing, problem solving and
prioritizing own work within a team environment

»  Experience usingvarious computerapplications, i.e. word
processing, databaseand spreadsheet
applications, e-mail, Web design software, payroll systems software

o Excellentinterpersonalskills towork witha wide variety of
clientsin a confidentialmanner

o Abilityto proactively planand prioritize a yearin advance
(annualplanning cycle)

o Experiencewithcreatingstaffingassignmentswithina unionized
environment.

o  Experience dealingwithmultiple and competing priorities
in a fast-pacedoffice environment.

o  Strong communication (verbaland written) skills

o Experience dealingwith multiple stakeholders.

0 Minimum of five (5)
years

I Minimum of eight (8) years
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3. Analysis and Problem Solving
This sectionrelatesto the application of analysis and judgement within the scope of the position.

The following chartshelpto define the level of complexity involved in the analysis or identification of situations,
information orproblems, the steps takento developoptions, solutions or otheractionsand the judgement
requiredto do so.

Please provide up to three (3) examples of analysis and problem solving that are regularand recurringand, if
presentinthe position, upto two (2) examples that occur occasionally:

#1 regular& recurring

Key issue or problem encountered. o Asthe liaison between SchoolLeaders regarding
workloads, the incumbent is often approached by faculty
with concerns or questions about their SWFs/contracts.

How is it identified? o Asafirststepin respondingto queries, the

incumbent is expectedto provide facultywitha
comprehensive understanding of the process usedto
arrive at theirworkload.

Is furtherinvestigationrequiredto define 1 «  Carefulattention must be paid to communication to ensure

the situation and/or problem? If so, that confidentiality is not breached, and that the approach
describe. used with eachindividual is adapted to meet theirneeds.
Explain the analysis used to o Communicationinvolves explaining the workload and
determine a solution(s) forthe SWF/contract details, clarifying information/questions,
situation and/or problem. promoting an understanding of the overall workload

process and collective/local agreement requirements,
explaining other options, articulating why their workload is
the best option of those available, explaining how
changes impact others, and providing information about
next steps if not satisfied (i.e. process for Workload
Monitoring Group complaints, Chair meeting). Successful
communication strategies at this stage will diffuse issues
and prevent them from escalating to the next step of
Chair meeting /Workload Monitoring Group . This would
require additional time and resources to review workloads
and result in further delays in addressing the

concerns.
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What sources are available to assist the
incumbent finding solution(s)? (eg. past
practices,

establishedstandards or

guidelines).

Analysis andProblem Solving

Key issue or problem encountered

How is it identified?

Is furtherinvestigationrequiredto define
the situation and/or problem? If so,
describe

Explain the analysis used to
determinea solution(s)forthe
situationand/or problem.

What sources are available to assist the
incumbent finding solution(s)? (eg. past
practices, established standards or
guidelines).

Key issue or problem encountered

How is it identified?

Final - 2021

Collectiveagreements, localagreements, MoU

#2 regular& recurring

High volume of change resultsina cascade of

changes affecting multiple faculty and workloads across the

semesters

Analyze reports forunderstaffing/overstaffing issues,
enrolment numbers, sick leaves, maternity leaves,
retirements, reduced workloads, contractfaculty
availability

Cross centre investigation, collaborationwith
colleagues, timetabling principles

Theincumbent must analyze existingtimetables to
accommodate hires when teaching conflicts arise. This
becomes extremely difficult and involvesscrutinizing
course, facultyandstudent group timetables to determine
how the faculty

canbe accommodated.

Timetables, Timetablingprinciples, Assigned/
Unassigned report

i |

#3 regular& recurring

Problems relatingto contractpayrollsuchas missed
payment or overpayment; missing
contracts

Often part-time, partialloadfacultyand part- time
support staff presentthemselvesto the incumbent with
workload, contract, and/or payroll concerns.
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Is furtherinvestigationrequiredto define
the situation and/or problem? If so,
describe.

Explain the analysis used to
determinea solution(s)forthe
situationand/or problem.

What sources are available to assist the
incumbent finding solution(s)? (eg. past
practices,

establishedstandards or

guidelines).

Analysis and Problem Solving

Key issue or problem encountered

How is it identified?

Is furtherinvestigationrequiredto define
the situation and/or problem? If so,
describe.

Explain the analysis used to

determine a solution(s) forthe

situation and/or problem.

What sources are available to assist the
incumbent finding solution(s)? (eg. past
practices,

establishedstandards or

guidelines).

Final - 2021

The incumbent is expected to independently deal with the

situation by asking probing questions,

clarifyingthe problem/issue, researchingoriginal teaching
assignment fromthe Chairs, verify and reconcile contract

entry, and evaluate possible solutions and arrive at
recommendations to resolve theproblem.

The incumbentis expectedto rely uponhis/her in-depth
knowledgeof localunderstandingsand agreements,
collective agreementsandpolicies and procedures.
Coordination of the part- time/partial load contracts is
the sole responsibility of the incumbent fortheir school.

The incumbent initiates follow up on any deviation from

SWEF/contractprocesses.

Recordkeepingand hiring documents, HR/payrol staff

#1 occasional

(if none, please strike out this section)

Faculty are not attached to timetable

Faculty have difficulty accessing timetables, class lists or
course outlinesthroughthe Evolve
Faculty Centre portal

Incumbentverifies Instructorassignmentand
submission through Timetabling; investigate their IT
accounts

Investigate timetable grids, checkaddendum reports,
check with timetabler, verify with uploaded information

IT, timetablinggrids,

Page 10
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Key issue or problem encountered

How is it identified?

Is furtherinvestigationrequiredto define
the situation and/or problem? If so,
describe.

Explain the analysis used to
determinea solution(s)forthe
situationand/or problem.

What sources are available to assist the
incumbent finding solution(s)? (eg. past
practices, established standards or
guidelines).

4. Planning/Coordinating

#2 occasional
(if none, please strike out this section)

o Thesemesterhas startedandthe incumbentis informed
that a faculty (full-time or contract) is not available to
teach dueto sickness, leaving the college etc. Those
teachinghours mustbe covered quicklytoensure
studentsdonot lose class time.

o Chairs advise incumbent.

o Yes—clarifylengthofleave andalternativesto coverthe
classes. Investigation requires
discussion with Chairs, Timetabling

o Review of affected workloads, analysis of timetables
toensureavailability of classtimes does not create
conflicts; analyze if existing faculty canaccommodate
additionalhours;
determine if any impacts/violations to Collective Agreement
provisions

o Timetabling, existingworkloads, Collective
Agreements, historicalteachingdatabase

Planning is a proactiveactivityas the incumbentmust develop in advance a method of acting orproceeding,
while coordinating can be more reactive innature.

Using the following charts, provide up to three (3) examples of planning and/or
coordinating thatare regularandrecurring and, if present inthe position, upto two (2) examples that occur

occasionally:

Final - 2021
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List the project and the role of the
incumbent in thisactivity.

What are the organizational and/or project
management skills neededto bring together
and integrate this

activity?

Listthe types of resourcesrequiredto
complete thistask, projectoractivity.

How is/are deadline(s)determined?

Final - 2021

#1 regular& recurring
e Providesaleadershiprole inthe planning and
production of workload information. The
incumbent is working with converging workload
information pertaining to multiple semesters.
Workloading processes are active in all three terms at
the same time

o The incumbent researches faculty teaching history
to determine the various preparation and evaluation
factors needed to build the workload. This
information is currently stored in multiple media and
locations

e Anextensive knowledgeofpolicies and
procedures isrequired.

» Anticipatesandidentifies conflicts/issueswith workload
planning and resolves themusing sound expertise
and problem- solving approach

o Complexity occurs when the incumbent is handling
information pertainingto 3 different semesters at the
sametime

o Theincumbent works directly withthe School Leaders
to complete the Workload process.

e  Curriculumgrids, historicaldata (SWFs),
collectiveagreement, local agreements/MoU, HR for
restricted and/or specialized workloads.
Assigned/UnassignedReports
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Who determines if changes to the project VP Academic Experience, SchoolLeaders
or activity arerequired? And who Enrolment numbers that impact onadding or deleting
determines whether these sectionsof programs
changes haveanimpact onothers? Please
provide concrete examples. o Theincumbent determines the impact on various
departments as a resultto SWF and/or
contracts

o Changestobothfulland contractfaculty work
assignments have to be documented and details
distributed to necessary departments (i.e.
timetabling) in a timely fashionto ensure that
workloads, contract letters and timetables are
correct

e Regularly involved withmultiple tasks

Planning/Coordinating

#2 regular& recurring

List the project and the role of the e Prepares part-imefaculty contractsbased on
incumbent in thisactivity. unassigned and remaining workload hours.
What are the organizational and/or project « Organizes, monitors, and assists faculty in the
management skills needed to bring together preparationandprocess usedto gather faculty
and integrate this workload preference and Faculty Restriction forms
activity?

o Verifiesunassignedcoursehoursforeach
academic school

e The incumbent provides the Timetabler with up-to-
date, accurate staffingdetailsasthey occur

o Adjusts workloads onanongoing basis as a result of
workload negotiations between faculty andtheir
SchoolLeader

o Responsiblefortrackingall signed workload
documents and ensures HRreceivesall
documents to meet contractualtimelines and payroll
deadlines

o Liaiseswith Finance to ensure Faculty
receives suppliesallowance
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Listthe types of resourcesrequiredto
complete thistask, projectoractivity.

How is/are deadline(s)determined?

Who determines if changes to the project
or activity arerequired? And who
determines whether these

changes haveanimpact onothers? Please
provide concrete examples.

List the project and the role of the
incumbent in thisactivity.

What are the organizational and/or project
management skills needed to bring together
and integrate this

activity?

Final - 2021

o Verifiesworkloadsummaries of all full-time and
contract faculty assignments for data integrity for
each semester

o Contributestosystem requirementsfor
workload planning andprocesses.

o Liaiseswithother Academic Workloadand Staffing
Specialists, ifneeded

o Collectiveagreements

e MoU

e SchoollLeaders

e Annual PlanningCycle

o Collective Agreements

e SchoollLeaders

o  Enrolment numbers that impact onadding or deleting
sectionsof programs

e Theincumbent determines the impact on various
departments as a result to SWF and/or
contracts

o Changestobothfulland contractfaculty work
assignments have to be documented and details
distributed to necessary departments/(i.e.
timetabling)ina timely fashionto ensure that
workloads, contract letters and timetables are
correct.

e Regularly involved withmultiple tasks

#3 regular& recurring

o HR/Payroll Processes- Liaises with HR to ensure
timely and accurate processing of payrolland
otherHR related proceduresin accordance withthe
collective andlocal

o Utilizescurrent/existingpayrollsystemsto produce
contractletters. Workloaddatais
re-entered andre-codedto conform to payroll

e e e e e e e e e
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List the types of resourcesrequiredto
complete thistask, projectoractivity.

How is/are deadline(s)determined?

Who determines if changes to the project
or activity arerequired? And who
determines whether these

changes haveanimpact on others? Please
provide concreteexamples.

Final - 2021

System and submittedforapprovalby School Leader

The incumbent makes certain that revisions to the
information are relayedto Payrollto ensure proper
compensation

Monitors and coordinates cross-school teaching
contracts,asapplicable,toensure compliance with
the Collective Agreement

Processestimesheetsandexceptionreports for
contractfacultyand support staff

Verifies bi-weekly payrolldatareportsfrom HR

Up to date payroll forms, faculty course
assignments forms, collectiveagreements, payroll
schedules

HR, Incumbent

The incumbent must ensure accuracy of
contractpayroll— overpayment and/or
underpayment would impact on budget and faculty
dissatisfaction. There is a requirement to decide
application of formulas based on the Collective and

Local Agreements/MoUs to determine correct
compensation on SWFs and contracts.

Incorrect applications result in incorrect pay amounts,
frustrated staff, wasted resources and duplication of
effort to correct the situation. The opportunity for
error is great due to the volume of courses thatare
staffed by part-time faculty.
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6. Guiding/Advising Others

This section describesthe assignedresponsibility of the positionto guide or advise others (e.g. other

employees, students). Focus onthe actionstaken (ratherthanthe

communicationskills) that directly assists othersinthe performance of theirwork or skill development.

Though Support Staffcannotformally "supervise" others, theremay be a requirement to guide others using the
incumbent's job expertise. This is beyond being helpful and providing ad hoc advice. It must be an assigned
responsibility and must assist or enable others to be able to complete theirowntasks.

Checkthe box(es)thatbestdescribe thelevelof responsibility assigned to the position and provide an
example(s) to support the selection, including the positions that the incumbent guides oradvises.

Regular & .
Regurring Occasional Level

I [ Minimal requirement to
guide/advise others. The
incumbent may be required to
explain procedures to
other employees or students.

0 I There is a need for the
incumbent to demonstrate

correctprocesses/procedures to

others so that they can
complete specifictasks.

Final - 2021

Example

Submission of exception
reports,

Provides guidance to faculty re
correct processes for workload
development

The incumbent provides detailed
interpretationof SWFs, contracts,
payroll, step

calculationsand explains next steps
toresolve issues

Providesinformationregarding correct
process to follow to replace hours
when faculty go out on sick leave
during the semesterandanalysis
required to coverthe classesina
timely manner

Incumbentis first point of
contact todemonstrate
workloadprocesses &systems
through Evolve, MAPS,
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Regular & .
Regumng Occasional Level Example

[ I e Theincumbent T T
recommends a course of action
or makes decisions so that
others can perform their day-to-
day activities.

[ [ e The incumbent isan
activeparticipantandhas
ongoing involvement in the
progress of others withwhom
he/she has the responsibility to
demonstrate correct
processes/procedures or
provide direction.

[ [ e The incumbentis
responsible for allocating tasks
to others and
recommending a course of
action or making
necessary decisions to
ensure the tasks are
completed.

5. Independence ofAction

Please illustrate the type of independence or autonomy exercised in the position. Considerationisto be given
to the degree of freedom and constraints thatdefine the parameters in which the incumbent works.

! Occasional
Regular and Recurring | (i£-none, pl tril t thi tion)
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o Theincumbent carries out work
independentlyinrelationtothe
academic cycle. Theincumbentinitiates
and follows through on various
academic processes,workingclosely with
theSchoolLeaders. The
incumbent determines appropriate
process for completion of tasks.

e Mostassignmentsare completedwithno
supervision and independent judgment and
thinking is required throughout the spanofan
assignment.

Occasional
i ol i hi ion)

1
i
i
i
e Theincumbent performs typicalwork |
assignmentswithinbroad parameters defined !
by general organizational regulationsand i
academic procedures ]

e Dueto changes withinthe organization, the
incumbent is expectedto be flexible and adapt to
eachnew practice, policy, procedure or
technology.

. Occasional
Regular and Recurring (it ol tril ¢ thi ion)

o Work is reviewed by exception and/or
discussionofprocesses. Onoccasionor in
unusualsituations, the incumbent

Occasional
(if none, please strike out this section)
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assignments forfull-ime and contract faculty.

o Working with Chairs to determine .

In consultation with Timetabler to resolve
timetabling conflicts whenfilling TBAs after
timetable has beenproduced

Coordinationofcross-schoolteachingto ensure
maximum allowed hoursnot
exceeded

Occasional
i ol " hi ion)

o Conflicts and/or sensitive issues requiring
unscheduledandimmediate administrative
resolution.

| o Issues/concemswithemployeesthat cannot !
i beansweredbytheincumbent i
i orare outside the parameters of normal i
] procedures ]

o Major deadline/workloadconflicts

o Matters requiring a change in

Final - 2021
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Describe the type of decisions that would be decided by the incumbent.

Regular and Recurring

Occasional
(if none, please strike out this section)

The incumbent is responsible for interpretation
andclarificationofrevised practices and for
modific ation of workload processes and
parameters to ensure compliance

Coordination of the part-time/partial load
contracts is the sole responsibility of the
incumbent. The incumbent is frequently
requiredto use creativity and independent action
to streamline

processesto ensure accuracyandtimely payroll.
Creativity and independent

actionthrough developmentof workload
information analysis is required to prevent
delaysorerrorsoccurring. The incumbent
initiates follow up on any deviationfrom
SWF/contractprocesses

Adjustedworkflow dependentupon
changing priorities

6. Service Delivery

This sectionlooks at the servicerelationship thatis an assigned requirement of the position. Itconsidersthe

required mannerin whichthe position delivers serviceto

customers. Itisnotintended to examine the incumbent's interpersonalrelationship with those customers and
the normal anticipation of what customers wantand then supplying it efficiently. It considershow the request

forserviceisreceivedandthe degree to

which the position is required to design and, fulfill the service requirement. A
"customer"is definedin the broadestsense asapersonorgroups of people and canbe internalor externalto the

College.

In the table below, list the key service(s) andits associated customers. Describe how the request for
serviceisreceived by the incumbent, how the serviceis carried out and the frequency.

T DEDElY T W=WeeKly

M= Monthly i I=Tnfrequently i

Final - 2021
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Information on the service i i F i
. s t  Customer ! (EWW !
i How is it received? i How is it carried out? ] | I)* i
 Workioads (SWFs) T ! ! !
o Meetingwithfaculty to e Incumbent builds workloads | Faculty and staff M
reviewlastyear’s based on previous/revised School Leaders
semester workload and information and staffing
createsplanfor plans
approval by School
Leader o DistributesSWFsfor
review
Payroli T
I o« Faculty contracts are I o Incumbent builds workloads |  Contract faculty | W i
i determined through i fromcontract workloadforms i i i
i Instructorassignment i i i i
| process inschools | » Contractsenteredinto ; ; ;
i : instructorassignment | i i
i i and web-based payroll i i i
i | system i i i
e Hiring Processes of o Faculty activation/ Faculty M
the SchoolLeader orientationforsemester
start-up
o InstructorAssignment o Workloadssubmittedto Timetabler M
Processwith Schools timetabling
Administrative requests related ! - Incumbent determines Students, faculty, D

toChair availability, conflictsand staff, college staff,

calendar, schedule and
priorities arrive by email,
telephone, in person or
through

analysis ofreceived
documentation.

A request for System
| process redesign from ,
Timetabling HR

7. Communication

In the table below indicate the type of communication skills required to deal effectively with others. Besuretolist both
verbal (e.g. exchanginginformation, formal presentations) and written (e.g. initiate memos, reports, proposals)inthe

alternatives and

communic ates with
requestor to ensure
production is not
slowed/stopped.

Investigates possible
solutions,recommends
changes to streamline
operations

external bodies,
coordinators

HR, Other service
areas

section(s)thatbest describesthe method of communication.

Final - 2021
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* D = Daily W = Weekly M = Monthly ____1=Infrequently 1

! Communication ! _“““““““““““““““i_ __________ o i Frequency |

| SkilliMethod o Example | Audience i (DM
o Exchanging routine o Contact to set up network ITS M

information, extending
common courtesy

e Explanationand
interpretation of
information or ideas

Final - 2021

, accounts for new faculty,
issues relatedtothe
network

o  Explanationof Faculty and staff
Collective/Local Agreements,
policies and procedures, SWF
workloads, PT/PL
contracts andrates

o Clarification, Academic Workload
consultation and advice re and Staffing
workload processes and Specialists in other
information schools

o Provide explanations/advice Faculty and Staff
with regard to SWF
Workloads, PT/PL
contracts,curriculum
delivery

e Schoolspecificissues,
peak periodback-up

contracts issues,step
calculation process,
timesheets, exception reports
, leave of absenc e, reduced
workload

o Requestsforfaculty

o Faculty SWFs,part time i
reports i

« Timetable accuracy / i
restrictions/information i

1

L

D/W

D/W
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Communication
Skill/Method

e Impartingtechnical
information and advice

e Instructingor
training

e Obtaining
cooperation or consent

e Negotiating

Physical Effort

Provides guidance and
advice onuse of Evolve and
MAPS

Provides information about
theinterpretation of
SWFs/teaching

contracts and how they are
related to the provisions of
the

Collective Agreement.
Requires an understanding
of the technicalaspectsof
the CA,anunderstanding of
MoUs andCollege
procedures/practices (e.g.
Coordinator, team teaching)
andtobeable to explain how
the numbers are calculated
on the SWF and how they
relate to the CA

Frequency
Audience (D, }S\,(, M
""" Chairs, Other W
School’s Academic
Workload and
StaffingSpecialist
Full-time and W
contract faculty

In the tables below,describe the type of physicalactivity thatis required on a regular basis. Please indicatethe
activity as wellas the frequency, the average duration of each activity and whetherthere is the ability to reduce
any strain by changing positions orperforming anotheractivity. Activitiesto be considered are sitting, standing,

walking, climbing,

crouching, litingand/orcarrying light, medium or heavy objects, pushing, pulling, working in an awkward position
ormaintaining one position for a long period.

| *D=Daily | W=Weeky | __ M=Monthly ! _ I=Infrequently !
! - ol | Frequency ! - i Abilityto
| Physical Activity | (D,?N, " 3|’)* | Duration | reduce strain |

Final - 2021
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<1hr
ata
time

Sitting

No

If lifting is required, please indicate the weights below and provide examples.

1 Light (up to5kg or 11 Ibs)

1 Medium (between5to 20kg or 11 to 44 Ibs)

| Heavy (over20 kg or 44 Ibs)

8. Audio Visual Effort

o Describethe degree of attention orfocusrequiredto performtasks takinginto consideration:

= Theaudio/visualeffortandthe focus orconcentrationneededto performa task and the duration
ofthe task, including breaks (eg. upto 2 hours at one time

including scheduled breaks)

= Impact onattention orfocus due to changesto deadlines orpriorities

= Theneedforthe incumbent to switch attention betweentasks (eg. multi-tasking where each task

requires focus orconcentration)

= Whetherthe levelof concentration canbe maintained throughoutthe taskoris broken due to the

number of disruptions

Provide up to three (3) examples of activitiesthat require a higher than usual needforfocus and concentration.

Workload (contract/SWF)
information is submitted from many
sources andrequires

significant concentrationtoensure all
details are captured correctly

Final - 2021

* D = Daily W = Weekly M = Monthly
! ! Frequency |
Activty #1 OWW, | Shor<30.
) mins
Data compilation, analysis. D

_____________ [ e e e e e e e e e e e e e e e e e e e

Average Duration

Longnup to 2

Extended >
2 hrs

0
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Can concentration orfocus be maintained throughoutthe durationofthe activity? Ifnot, why?

1 Usually
X No - service interruptions from School Leaders and faculty

- “Frequency | AverageDuration "1
Activity #2 (D, W, M, Short <30 Lon%up to 21 Extended
N mins >2hrs
Analyzingthe status ofassigned/ T I

unassigned course hours and determining
if new assignments will fit the timetable
andthe impact the changes will have on
the existing workloads which requires
extended periods of concentration

Can concentration orfocus be maintainedthroughoutthe durationofthe activity? ifnot, why?

| Usually
1 No - service interruptions from School Leadersand faculty

Average Duration

i Frequency
Activity #3 Short<30 i Longupto i Extended>?2
___________________ RS X X s hrs
Contract payroll eniry — part- WIM [

time/partial load data compiled, entered,
and codedinto web-based payroll system.
Extended periods of concentration are
required to ensure all details are captured
correctly

Can concentrationorfocus be maintainedthroughoutthe durationof the activity? Ifnot, why?

i 1 Usually
i X No - service interruptions from School Leaders and faculty

___________________________________________________

9. Working Environment

Please checkthe appropriate box(es) thatbestdescribes the workenvironment and the corresponding frequency
and provide an example of the condition.

Final - 2021 Page 25
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_______________________ ;

* D = Daily W = Weekly M = Monthly ____I=Infrequently ]
| . - | | Frequency |
i Working Conditions i Exa;nple ' (D, W, M, I)* |
o ! oo ]
| | acceptable working conditions | . _ | |
| (minimal exposure to the  » Office Envionment i D i
t ___conditions listedbelow) ! o !
I accessing crawl spacesiconfined ! ! 1
| ____spaces i P ]
i 0 dealing with abusive people i i i
' dealingwithabusive peoplewho posea ! o 1
i ___threatof physicalharm I P ]
i 1 difficult weatherconditions i
[ | exposure to extreme weather : r T 1
i ___conditions | o ]
i [ exposure to very high or low | | i
| temperatures (e.g.freezers) l o |
i | handling hazardous substances |
i I smelly, dirty or noisy environment i i i
i_ O travel i i Ji
i 0 working in isolated or crowded i b i
! situations | o |
i | other (explain) i i i
| I— L | o d

Final - 2021
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