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Instructions for Completing the PDF
1. Read the form carefully before completing any of the sections.

2. Answer each sectionas completelyas you canbased on the typical activities or requirementsfor the
position and not on exceptional or rare requirements.

3. If you have any questions, refer to the documententitied "A Guide on How to Write Support Staff
Position Description Forms" or contactyour Human Resources representation for clarification.

4. Ensure the PDF is legible.

5. Responses should be straightforward and concise using simple factual statements.

Position Summary

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

Theincumbentisresponsible for the complexfinancial analysis related to Academic operating budgets.
Theincumbentisinvolved in all aspects of the budget cycle including reviewing, interpreting, costing,
modeling and analyzing budget submissions. Theycompile statistics, processes financial documents,
and interpret agreements, policies and accounting principles. This position develops annual program
and course costing that is relied upon to guide decisions around program sustainability.

In addition, this position participates as a memberof a dynamic academic administration planning team
with responsibility for the implementation of key academic delivery processes and systems to ensure
consistent college-wide processes, developmentof cross-functional, integrated timelines, and execution
of allelements of the annual planning cycle including extensive reporting, tracking and analysis.

Theincumbentis expected to work in a self-directed mannerand display considerable initiative and
independentjudgmentthrough interaction with budget managers and Deans. Through theirduties, the
incumbentis privy to highly confidential information.
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Duties and Responsibilities

Indicate as clearly as possible the significant duties and responsibilities associated with the

position.

Indicate the approximate percentage of time for each duty. Describe duties rather than detailed work

routines.

Approximate
% of time
annually*

Budget & Financial Reporting & Analysis: Implements tracking, analysis, reporting

- and training of mechanisms for ongoing financial performance monitoring and budget

- development of all Academic Divisional Operating budgets. Identifies budgetissues,

' researches, evaluates and provides alternative solutions on issues affecting academic

: financial managementactivities. Develops proposals for solutions of difficult financial

' managementproblems. Ensures the budgets are attainable and reasonable and assists
Academic budgetmanagers and Deans in establishing budgets. Gathers information and
prepares financial reports for compliance with external funding agreements.

35%

- Data Analysis & Compilation: Designs systems necessaryto ensure that complex

. financial/lbudgetdata and statistics necessary to prepare budgets and ensure financial
viability are available for analysis and review. T hisrequires the development of tools
and application of complex formulas and macrosto extract and verify data from multiple,
non-integrated systems and databases.

25%

+ Program/Course/Project Costing: As the key point of contactfor the Academic

: division, the incumbentreviews proposals, interprets agreementsand develops
processes and systems for compiling, analyzing, and reporting program/c ourse costing,
as well as ad hoc projectdata from various sources, and manages the integration and

+ verification of data for both existing and new programs. Thisinvolves the development
of several modelsthat are then used for final decision-making and direction. Redesigns
systems and tools to ensure smooth flow of information to support this function.

25%

Budget Development, Coordination & Reporting: Develops the project plan for

1 gathering academic budgetdata and timelines within the academic division ensuring
- alignmentwith corporate direction. Identifies the need for and recommends

' modifications, strategies and/or improvementsto current budget data

10%

Other related duties as assigned

* Tohelpyou estimate approximate percentages:

Yahour a dayis 7% 1 hour a day is 14% 1 hour a week is 3%
Y2daya weekis 10% Y2daya month is 2% 1 day a monthis 4%

1 week a year is 2%
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1. Education

A. Checkthe box that best describesthe minimum level of formal education thatis required for the
position and specify the field(s) of study. Do notinclude on-the-job trainingin this information.

o Up to High School o 1 year certificate o 2 year diploma

o Trade certification o 3 year diploma/degree o 4 year degreeor 3 year diploma
| degree plus professional
certification

X Post graduate degree (e.g. Masters) or 4 years degree plus professional certification

o Doctoral degree

Field(s) of Study:

Accounting designation (CPA) required

B. Checkthe box that best describes the requirementfor specific course(s), certification, qualification,
formal training or accreditationin addition to and not part of the education level noted above and in the
space provided specify the additional requirement(s). Include only the requirementthat would typically
be includedinthe job posting and would be acquired prior to the commencementof the position. Do
not include courses that are needed to maintain a professional designation.

X No additional requirements

o Additional requirements obtained by
course(s) of a total of 100 hours or less

o Additional requirements obtained by
course(s) of a total between 101 and 520
hours

o Additional requirements obtained by
course(s) of a total 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 necessaryto perform this job. Thisexperience may be less than
experience possessed by the incumbent, as it refers only to the minimum level required on the first day of

work.

Checkthe box that best captures the typical number of year of experience, in additionto the necessary
educationlevel, required to perform the responsibilities of the position and, in the space provided, describe
the type of experience. Include any experience thatis part of a certification process, but only if the work
experience or on-the-job training occurs after the conclusion ofthe educational course or program.

o Lessthan one (1) year

o Minimum ofone (1) year

o Minimum oftwo (2) years

X Minimum ofthree (3) years

o Minimum offive (5) years

o Minimum ofeight (8) years

Final PDF May 5, 2009

Progressive financial experience inacomputerized
accounting environment including budget preparation,
financial analysis, project planning, process
design/enhancement, and financial management.
Experience usingadvanced skillsin spreadsheet, database
and report development, with the ability to extract and
manipulate data from a number of sources. Experience using
word processingand standard desktop applications.
Experience working independently, prioritizing, organizing
and problem-solving own work in a team-based customer
service environment, providing service to a variety of clients.
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3. Analysisand Problem Solving

This section relates to the application of analysis and judgementwithin the scope of the position.

The following charts help to define the level of complexityinvolved in the analysis or identification of
situations, information or problems, the steps taken to develop options, solutions or other actions and the

judgementrequired to do so.

Please provide up to three (3) examples of analysis and problem solving that are regularand recurring and,
if presentin the position, up to two (2) examplesthat occuroccasionally:

#1 regular & recurring

Key issue or problem encountered. In analyzing a School budget, the incumbentidentifies that
contractsalaries appear to be high as compared to budget.

How is it identified? Through analysis of budget and year-to-date expenditures by
incumbent.

Is further investigation requiredto define | Incumbentflags problem with Dean and then accesses

the situation and/or problem? If so, source data such as contracts, payroll, enrolment#s, entire

describe. school curriculum and teaching hours required, Standard
Workload Forms (SWF) to determine why the amount is out
of line.

Explain the analysis used to determinea { Incumbentretrieves data and then comparesin detail the

solution(s) for the situation and/or actual transactions (teaching contacthours) to the Budget

problem. forecast to identify discrepancies.

What sources are available to assist the | Evolve data/reports employee contracts, workloading reports.
incumbentfinding solution(s)? (e.g. past
practices, established standards or
guidelines).

Requires a case-by-case analysis.
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3. Analysisand Problem Solving

Key issue or problem encountered

How is it identified?

Is further investigation required to define
the situation and/or problem? If so,
describe.

Explain the analysis used to determinea
solution(s) for the situation and/or
problem.

What sources are available to assist the
incumbentfinding solution(s)? (e.g. past
practices, established standards or
guidelines).

Key issue or problem encountered

How is it identified?

Is further investigation requiredto define
the situation and/or problem? If so,
describe.

Explain the analysis used to determine a
solution(s) for the situation and/or
problem.

What sources are available to assist the
incumbentfinding solution(s)? (e.g. past
practices, established standards or
guidelines).

3. Analysisand Problem Solving
Final PDF May 5, 2009

#2 regular & recurring

The Vice President, Academic Experience is considering
suspension of a program and the incumbentis requested to
provide program financial data.

Program health is identified through a variety of indicators
including program costing, Key Performance Indicators (KPI),
satisfaction surveys, graduate placementreports, etc.

Incumbentis required to provide an historical and detailed
analysis of program data including enrolment, changesto
curriculum, non-salaried expenses, delivery costs, efc.

Incumbentwill produce actual data on identified program and
will also provide models for potential changesto increase net
contribution, etc.

KPIs, student satisfaction surveys, Memorandums of
Understanding, My Academic Planning System (MAPS),
Evolve data/reports, Annual program costing reports.

#3 regular & recurring

Theincumbentbecomes aware that expenses within the
Literacy and Basic Skills (LBS) program are going to exceed
annual funding.

Theincumbentidentifies the problem through ongoing
analysis and review of budget and workload data.

Incumbentmust identify staffing arrangements and
commitments and then compare what has been committed to
the budgeted forecast to evaluate budgetimpacts.

Theincumbentmustidentify the problem as outlined above
and work with LBS managers and coordinatorsto develop a
solution, or quantify the amountas a budget sore-thumb.

Funding agreements, LBS managers and coordinators,
MAPS, Human Resources data, Evolve systems.
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Key issue or problem encountered

How is it identified?

Is further investigation requiredto define
the situation and/or problem? If so,
describe.

Explain the analysis used to determine a
solution(s) for the situation and/or
problem.

What sources are available to assist the
incumbentfinding solution(s)? (e.g. past
practices, established standards or
guidelines).

Key issue or problem encountered

How is it identified?

Is further investigation requiredto define
the situation and/or problem? If so,
describe.

Explain the analysis used to determine a
solution(s) for the situation and/or
problem.

What sources are available to assist the
incumbentfinding solution(s)? (e.g. past
practices, established standards or
guidelines).
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#1 occasional (ifnone, please strike out this section)

MAPS data cannotbe reconciledtoa general ledger account.

Through ongoing analysis and reconciliation processes
performed by the incumbent.

Incumbentmust perform a detailed review of data captured
and General Ledger (G/L) details to identify discrepancies.

Identify error (process, data, keying) and originate an
appropriate solution (journal entry, historical file correction,
business process change).

MAPS, Ewolve financials

#2 occasional (ifnone, please strike out this section)

A request for data is received through from an external body
regarding academic delivery/costs (e.g. Clinical Education
Survey).

Therequest originates with external bodies and participation
is endorsed by the Vice President, Academic Experience.

Incumbentmust determine scope, what data is required, what
data is available, where data resides, how to extract/gather,
consolidate, etc.

Incumbentestablishes timelines,communication strategy to
gather information, conducts verification/reasonableness
tests, reconfirmsassumptions (i.e. Full Time Equivalent
(FTE)calculation).

MAPS, Evolve financials, paper-based documents for non-
standard data, external body reporting guidelines (vary from
one projectto another).
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4. Planning/Coordinating

Planningis a proactive activity as the incumbentmustdevelop in advance a method of acting or
proceeding, while coordinating can be more reactive in nature.

Using the following charts, provide up to three (3) examples of planning and/or coordinating that are regular
and recurring and, if present in the position, up to two (2) examples that occuroccasionally:

List the projectand the role of the
incumbentin this activity.

What are the organizational and/or
projectmanagementskills needed to
bring together and integrate this activity?

List the types of resourcesrequired to
complete this task, project or activity.

How is/are deadline(s)determined?

Who determinesif changesto the project
or activity are required? And who
determines whether these changes have
an impacton others? Please provide
concrete examples.

Final PDF May 5, 2009

#1 regular & recurring

Togetherwith the Manager, Financial Planning & Analysis,
the incumbentplans, organizes and leads preparation of
academic division’s budgets by developing the draft process,
communication strategies and key messaging, and
supporting reports and resources required for end users.

Incumbentmust establish timelinesto include preparation,
budget development, consultation, consolidation, analysis,
and formal reporting.

Communicates with budget managers and Academic
Planning and Operations (APO) to ensure timelinesand
expectations are mutually agreeable.

Monitors progress of Deans and other key stakeholders,
liaising with APO regularlyto ensure Academic division is in
sync with organizational processes.

Works with APO to ensure information is available (queries,
reports) to establish workload informationin T otal Contact
Hours (T CH) format.

Budget critical path, guidelines, broad strategies as approved
by Senior ManagementTeam (SMT).

Access to budget reports, raw data (workloads, curriculum),
year-to-date expenditures, capital costs.

Collaborates with Manager, Financial Planning & Analysis;
aligns with Academic annual planning cycle.

Thisvaries with input from the incumbent, supervisor, Budget
Senices, SMT and the Board.

Example: A planhas been developed for budget
developmentand itis near completion when the provincial
government announces a new Apprenticeship fund.
Enrolmentand revenues cannot be finalized. Thisimpacts
dates/timelines beyond that point.
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4. Planning/Coordinating

List the projectand the role of the incumbent
in this activity.

What are the organizational and/or project
managementskills needed to bring together
and integrate this activity?

List the types of resourcesrequired to
complete this task, project or activity.

How is/are deadline(s)determined?

Who determinesif changesto the projector
activity are required? And who determines
whether these changes have animpacton
others? Please provide concrete examples.

List the projectand the role of the incumbent
in this activity.

What are the organizational and/or project
managementskills needed to bring together
and integrate this activity?

List the types of resourcesrequired to
complete this task, project or activity.

How is/are deadline(s)determined?
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#2 regular & recurring

Program/Course Costing — this requires the incumbentto
source, gather, consolidate and manipulate data from
multiple sources for each course delivered, and then
combined for each program. Thisincludes salaried and
non-salaried costs, directand indirect.

Scoping the entire project,identifying key stakeholders,
identifying timelines, resources required and by when,
cross-functional data required and contacts, priority
setting and follow-up.

Resourcesrequired to complete this task include access
to data, tools for extraction, software for manipulation of
data, verification processes, and independentpeer for
audit.

Working with Annual Planning Cycle, Academic Leaders
Team and program decision-making cycle.

Incumbentself-identifies continuous process
improvements for reports and how data is recorded
through out the year. Changes also originate at the
Academic Leaders Team meetings such as additional
reports to highlight significant year-to-year shifts,
historical release patterns.

#3 regular & recurring

BScN financial planning and execution to ensure the joint
partnership needs are met.

Gathering needs from separate institutions,
communicating, identifying key stakeholders, timelines,
deliverables, feedback processes.

Access to data, tools for extraction, software for
manipulation of data, verification processes, committee
feedback.

Jointly between Trentand Fleming with incumbent
making suggestions.

10
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Who determinesif changesto the projector
activity are required? And who determines
whether these changes have an impacton
others? Please provide concrete examples.

4. Planning/Coordinating

List the projectand the role of the incumbent
in this activity.

What are the organizational and/or project
managementskills needed to bring together
and integrate this activity?

List the types of resourcesrequired to
complete this task, project or activity.

How is/are deadline(s)determined?

Who determinesif changesto the projector
activity are required? And who determines
whether these changes have an impacton
others? Please provide concrete examples.

Final PDF May 5, 2009

Trentand Fleming staff make on-going recommendations
regarding changesto timelinesto better suit different
organizations, to the tools to enhance reporting, and
whether new informationis required. Decisionsare

made jointly through BScN Finance Committee where
incumbentserves as primary resource.

#1 occasional (ifnone, please strike out this section)

Systems design - incumbentplays a key role in
identifying systems requirements, enhancements and
fixes as related to academic budgetpreparation.

Incumbentwill scope out problem, possible solutions,
impactson data, conversion of data required,
dependencies, timelines to accommodate system
change,communication to those impacted. Incumbent
must be mindful of end user skill sets to ensure
development of appropriate solutions.

Knowledge of system and data within, knowledge of
system tables and data structures, data extraction tools.

In conjunction with other functional areas and Information
Technologystaff.

Jointly depending on the situation. Example: a new field
must be added to track technician hours at the program
level. Timelineswill be determinedin conjunction with
Human Resources, Information Technology(IT), Finance
and APO.

"
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5. Guiding/Advising Others
This section describes the assigned responsibility ofthe position to guide or advise others (e.g. other

employees, students). Focuson the actionstaken (rather than the communication skills) that directly assist
others in the performance of their work or skill development.

Though Support Staff cannot formally "supenvise" others, there may be a requirementto guide others using
the incumbent'sjob expertise. Thisis beyond being helpful and providing ad hoc advice. It mustbe an
assigned responsibilityand must assist or enable others to be able to complete theirown tasks.

Checkthe box(es) that best describe the level of responsibility assigned to the position and provide an

example(s) to support the selection, including the positions that the incumbentguides or advises.

Regular Occasi Level Example

& onal

Recurri

ng

- - Minimal requirementto guide/advise
others. Theincumbentmaybe
required to explain proceduresto
other employees or students.

O X Thereis a need for the incumbentto | e incumbentwill need to meetwith new
demonstrate correct processes/ Deans, Chairs or operations managers to
proceduresto others so thatthey | 1g\jiew hudget documentsand provide
can complete specific tasks. guidanceinfilling out the documents.

X O Theincumbentrecommends a During budget development andin the

Final PDF May 5, 2009

course of action or makes decisions
so that others can perform their day-
to-day activities.

monitoring phases that follow, the incumbent
provides counsel,advice and guidance to
Deans, Chairs, Operations Managers and
coordinators, including use of systems,
interpretation of complex reports, recording
options, modelling budgets/projectcosts,
etc.

Joint BScN requires that the incumbent
designs models and reports for use by
internal coordinators/faculty/Dean and
external TrentUniversity Academic and
Financial personnel regarding handling of
financial/budgetitems, costing and problem
resolution

12
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O O
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Theincumbentisan active
participantand has ongoing
involvement in the progress of
others with whom he/she has the
responsibility to demonstrate correct
processes/procedures or provide
direction.

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

13
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6. IndependenceofAction

Please illustrate the type of independence orautonomy exercisedin the position. Considerationis to be
given to the degree of freedom and constraints that define the parameters in which the incumbentworks.

What are the instructionsthat are typically required or provided at the beginning of a work assignment?

Regularand Recurring

Occasional (ifnone, please strike out this section)

Typical work assignments are carried out
independently with broad objectives and outcomes
previously agreed to in consultation with the
Manager, Financial Planning & Analysis.

What rules, procedures, past practices or guidelines are available to guide the incumbent?

Regularand Recurring

Occasional (ifnone, please strike out this section)

College Policies & Procedures

Budget Principlesand Accounting Procedures
Academic Schedule

Annual Planning Cycle

College Calendar

Faculty Collective and Local agreements

How is work reviewed or verified (e.g. feedback from others, work processes, Supervisor)?

Regularand Recurring

Occasional (ifnone, please strike out this section)

Progress and projectplans are reviewed
periodicallyas required depending on the project
and cycle timing. Budget and financial work is
reviewed by report and/or discussion as required;
by detailed review at key periods (e.g. Budget
development and budget update).

Process redesign work is reviewed at critical
decision points through update reports and
discussion.

Incumbentwill occasionallyneed to proceed
without approval.

6. IndependenceofAction

Describe the type of decisions the incumbentwill make in consultation with someone else other than the

Supervisor?

Regularand Recurring

Occasional (ifnone, please strike out this section)

Final PDF May 5, 2009
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Complexfinancial and accounting reports that
requires advice from an Accounting professional
(i.e. CPA).

Describe the type of decisionsthat would be decided in consultation with the Supenvisor.

Regularand Recurring

Occasional (ifnone, please strike out this section)

Majorbudget variances with issues identified.
Major deadline/workload conflicts that will require
significanttime commitment& be assessed against
other priorities.

Major systems issues that will require major
procedural changes..

Describe the type of decisionsthat would be decided by the incumbent.

Regularand Recurring

Occasional (ifnone, please strike out this section)

Development of data analysis and reporting
mechanisms.

Pro-actively identifying and following up on unusual
situation and/or budget deviations.

Providing resolution or recommendationsona
continuous basis.

Identification of process designissues; mapping
and making recommendations for process
improvement

System design for budget and program costing
Investigation and design of processesand
methods, including control checks and creativity to
meet the needs of multiple users

Determining data integrity and reasonableness
checksand levels of acceptable variance.

Design of reports.

When problems/issues need to escalate from
Chairs/Operations Managers to Deans.

Final PDF May 5, 2009
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7. ServiceDelivery

This sectionlooks at the service relationship that is an assigned requirementof the position. It considers
the required mannerin which the positiondelivers service to customers. It is notintended to examine the
incumbent'sinterpersonal relationship with those customers and the normal anticipation of what customers
wantand then supplying it efficiently. It considers how the request for service is received and the degree to
which the position is required to design and fulfil the service requirement. A "customer" is defined in the

broadest sense as a person or groups of people and can be internal or external to the College.

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

Information on the service Customer Frequency
. . . . (D, W, M. I)*
How is it received? How is it carried out?
Inquiries about budget, Theincumbentclarifies Deans D
expenditures or financial the request through :
: A Chairs

models are typically questioning and then
received verbally, via works independently to Operations Managers
email,or in person. conductnecessary data APO

extraction, analysis and

response. Leaders
BScN is a partnership with { Theincumbentprovides { Trentacademic/finance M
Trentand requests for proactive financial personnel
senice typically come via mana.gementland. Fleming academic/inance
e-mail or telephone. planning services in

o personnel

accordance with Finance

Committee expectations;

also responds to ad hoc

request for information by

sourcing, extracting and

compiling data as

required.
Inquiries about internal Theincumbentclarifies Finance/Planning and Analysis { W

academic budgetand
expenditures are received
in person, via e-mail or by
telephone from Budget
Services.

the request through
questioning and then
works independently to
conductnecessarydata
extraction, analysis and
response.

Final PDF May 5, 2009
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Requests for data and
reports are received via e-

Incumbentclarifies
expectations of ad hoc

mail,in person or via reports/data, timelines Supensor
telephone from Supenvisor  and then develops a plan

for completion ensuring

timelinesare metand

accuracyis assured.
Requests for reports Incumbentscopes out
originate via e-mail, in request by clarifying D
person, at committee current data required, eans
tables or through official historical data, Chairs

request.

calculations, intent of
report and its eventual
use, timelines, audience,
etc. Theythen develop
the necessaryreport to
meet end user needs.

VP Academic Experience
Operations Managers
External customers
Other functional areas

*  D=Daily W= Weekly

Final PDF May 5, 2009

M =Monthly | =Infrequently
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8. Communication

In the table below indicate the type of communication skills required to deal effectively with others. Be sure
to list both verbal (e.g. exchanginginformation, formal presentations) and written (e.g. initiate memos,
reports, proposals) in the section(s) that best describes the method of communication.

Communication Example Audience Frequency
Skill/Method (D, W, M ,Iy¥
Exchanging routine Solicit/provide information, seek External partners M
mf;)rrr:jghon, cIar|1:|jgat|?n, problem-solving, Deans/Chairs, D
g)gl:age;ng common i coordination Operations Managers,
y faculty, staff, students
Explanation and Information sharing with School/Program Deans/Chairs, D
interpretation of contactsand for data gathering and Managers
information or ideas | interpretation, particularly related to
budget and program costing, ad hoc
reporting & budget analysis
Confirms curriculum delivery and M
financial modeling, developmentof Trentschool of
budgets Nursing
D
Troubleshooting, guidance re financial
systems and processes Facultyand Staff

Final PDF May 5, 2009
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Imparting technical
information and
advice

Educates new Deans, Chairs and
Operations Managers regarding budget
information and systems as new staff
move into these positions

Provide complex explanation of highly
detailed information but also understand
the strategic focus of the task at hand.

Collaborative planning and reduction of
bottlenecks.

Provide information, clarification,
guidance and advice re
problems/processes

Provide complexdetailed information on
academic budgets

Systems/desktop functionality, financial
interpretation of reports; accounting
practises and resourcing

As part of corporate data
management/information systems
reporting, negotiates with other functional
areas on required reporting approach,
design, priority

Highly detailed and complex explanation
of financial, budget, program costing and
ad hoc reporting. Secure understanding
at every level of the
discussion/documentation in order to
come to agreementand obtain co
operation for changes and impacts

Secure understanding regarding
alignmentof strategies when working
through, inconsistency/problems with
budgets, financial reporting and program
costing results

Deans/Chairs/Operati
ons Managers

Deans/Chairs/Operati
ons Managers

APO, Finance,
Human Resources

Finance Team
members, Human
Resources, Deans

Academic Division
Leaders, APO

Deans, coordinators,
AS&T and academic
division staff

Finance, Planning
and Analysis, IT,
Student Seniices

Deans/Chairs,
Finance, APO,
Academic Division
Leaders

Instructing or training

Final PDF May 5, 2009
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Obtaining
cooperation or
consent

Negotiating

* D=Daly W =Weekly

Final PDF May 5, 2009

M = Monthly

| = Infrequenty
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9. Physical Effort

In the tables below, describe the type of physical activity that is required on a regular basis. Please
indicate the activity as well as the frequency, the average duration of each activity and whether there is the
ability to reduce any strain by changing positions or performing another activity. Activities to be considered
are sitting, standing, walking, climbing, crouching, lifing and/or carrying light, medium orheavy objects,

pushing, pulling, working in an awkward position or maintaining one position for a long period.

Physical Activity Frequency Duration Ability to reduce
(D, W, M, I)* strain
<thrat {1-2hrs {>2hrsat | Yes { No { N/A
atime atatime {atime
Sitting D X X
Intermittent standing walking D X X
* D=Daily W=Weekly M=Monthly |=Infrequently

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

o Light (up to 5 kg or 11 Ibs)

o Medium (between 5 to 20 kg or 11 to 44 Ibs)

o Heawy (over 20 kg or 44 Ibs)

Final PDF May 5, 2009
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10. Audio Visual Effort

Describe the degree of attention or focus required to perform tasks taking into consideration:
- the audiohisual effort and the focus or concentration needed to perform a task and the duration of
the task, including breaks (eg. up to 2 hours at one time including scheduled breaks)
- impacton attention or focus due to changesto deadlines or priorities
- the needfor the incumbentto switch attention between tasks (eg. multi-tasking where each task

requires focus or concentration)

- whether the level of concentration can be maintained throughout the task or is broken due to the

number of disruptions

Provide up to three (3) examples of activities that require a higher than usual need for focus and

concentration.
Activity #1 Frequency Average Duration
(D’ W, M, l)* Short < 30 mins Long up to 2 hrs Extended > 2 hrs
Academic costing (program, course, W X

modelling)

Can concentration or focus be maintained throughoutthe duration of the activity? If not, why?

balancing)

X Usually
No -
Activity #2 Frequency Average Duration
(D’ W’ M’ l)* Short < 30 mins Long up to 2 hrs Extended > 2 hrs
Budget analysis (mass data, analysis, D X

X Usually
No -.

Can concentration or focus be maintained throughoutthe duration of the activity? If not, why?

Activity #3 Frequency Average Duration
(D’ W, M, l)* Short < 30 mins Long up to 2 hrs Extended > 2 hrs
Designing/developing new reports. M X

X Usually
No -

Can concentration or focus be maintained throughoutthe duration of the activity? If not, why?

* D=Dally W =Weekly
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11. Working Environment

Please checkthe appropriate box(es) that best describes the work environment and the corresponding
frequencyand provide an example of the condition.

Working Conditions Examples Frequency
(D, W, M, 1)"
X acceptable working conditions (minimal Office environment D

exposure to the conditions listed below)

O accessing crawl spaces/confined spaces

O

dealing with abusive people

O

dealing with abusive people who pose a
threat of physical harm

o difficult weather conditions

O exposure to extreme weather conditions

O exposure to very high or low
temperatures (e.g. freezers)

o handling hazardous substances

O

smelly, dirty or noisy environment

X travel

Toother campuses/external locationsre.
training, budget planning, meeting

attendance.
o working in isolated or crowded situations
o other (explain)
* D=Daily M=Monthly W=Weekly |=Infrequently
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