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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 requirements for the
position and not on exceptional or rare requirements.

3. If you have any questions, refer to the documententitled "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.

This position provides technical expertise and academic delivery support to the Heavy Equipment
Operator program, which includes providing inputinto the design, development and implementation of
course material andthe design and delivery of scenario-based field exercises. Theincumbent
demonstrates techniques and equipmentto students, supervises students in the field and is responsible
for student safety and ensuring that all safety procedures are followed. The incumbentalso tests and
evaluates all machineryand equipmentused for field work and ensures that maintenance is performed
as needed. The positionis also responsible for providing program promotion and placementsupport,
participatingin various program teams, overseeing program supply and equipmentinventory as well as
providing day-to-day direction for part-time technologists.

12 Aug 2013 Page 2 of 25



Support Staff PDF

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*

1. Learning Support & Technological Services for Students

Demonstrates and reinforces the practical application of previously-taught concepts,
methods, procedures and theories during simulation and field work. Responsible for
student safety. Supervises students duringa variety of potentially dangerous field
exercises (e.g. working with dangerous machinery). Reinforces safe field procedures
and protocols. Accessible to students during settimes outside of classroom hours.
Student issues dealt with during this time include but are not limited to: reinforcement of
course content, demonstration of techniques and equipment, supervising independent
work, advising students of employmentopportunities in the heavy equipmentfield.
Conductsroutine evaluation of students and provides input to the course professor who
assigns final grades.

60%

2.Technological Services for Faculty

Provides technical expertise in the planning, design, developmentand implementation of
course material, including the design and delivery of scenario-based learning exercises
in the field. Provides orientation and support on appropriate use of equipmentand
techniques. Plans, organizes, implements and provides technical expertise for daily labs
and field work including developing field schedules. T roubleshoots and provides
technical solutionsin classroom and field situations. Researchestechniquesand
instrumentation in the heavy equipmentfield as wellas changes to regulations and
reports findings to the team.

10%

3. Maintaining Equipmentand Learning Facilities

Ensures that all equipmentand machineryis in good, safe, operating condition. Tests
and evaluates all machineryand equipmentthat is used for field work. Communicates
with the shop techniciansto arrange equipmentmaintenance and repairs. Ensures
learning facilities and equipmentare maintained to appropriate standards with attention
to health and safety, cleanliness and organization. Performs minor preventative
maintenance on machineryand equipmentthat is used for field work.

5%

4. Control of Budgetand Inventory

Inventories and ensures replacementof field equipment, machineryand supplies as
needed. May assist in the Purchasing of new equipmentand in researching options.
Consults with faculty and other technologists about specific equipmentor supply needs
for the HEO program. Assists with the equipmentrental agreements. Assists in the
Planning for the future needs of the program.

5%
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5.Member of the Centre for Heavy Equipment Technology Team and SENRS 5%
Teams

Actively participatesas a member of the program team in order to support the delivery of
the Heavy EquipmentOperator curriculum. Attends program meetings, retreats and
promotional events. Attends Advisory Committee and Staff meetingsin support of the
Heawy Equipment Operator program. Participates in various projectand task teams as
required.

6. Program Promotion and Placement/Career Support 5%
Provides leadership and logistical support for the organization of program information
and displays for events such as College Information Days, Showcase Days and Open
Houses. Conducts Heavy EquipmentCentre tours and responds to inquiries about the
program. Updates social media with job postings and liaises with industry contacts to
secure student field placements and graduate job opportunities.

7.Part-time Workers 5%
Participates in the orientation and training of part-time workers. Provides directionand
assigns part-time workers daily duties, in coordination with supervisor.

Other duties as assigned. 5%

Tohelpyou estimate approximate percentages:

Y2houradayis 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 ** 1 year certificate o 2 year diploma

o Trade certification 3 year diploma/degree 0 4 year degreeor 3 year diploma
| degree plus professional
certification

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

o Doctoraldegree

Field(s) of Study:

** Note: Heawy Equipment Operator Certificate is the minimum level of formal education required
for the position. Thisis a compressed 12-week program.

B. Checkthe box that best describes the requirementfor specific course(s), certification, qualification,
formal training or accreditation in additionto 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 includedin the 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 maybe 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 numberof year of experience, in addition to 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

o Minimum ofthree (3) years

X Minimum offive (5) years

o Minimum ofeight (8) years

12 Aug 2013

Experience working as a heavy equipmentoperator including
performing preventive maintenance.

Experience with minor troubleshooting and repair of heavy
equipment.

Experience using spreadsheet and word processing software as well
as emailand the internet.

Experience working independently within a team environment,
organizing and planning own work.

Experience demonstrating skills to learners.

Leadership experience.

Proven oral and written communication skills.

Demonstrated knowledge of health and safety requirementsin the
field.

Valid Class G drivers’ license as well as acceptable driver’'s abstract
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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 complexity involved in the analysis or identification of
situations, information or problems, the steps taken to develop options, solutions or other actions and the

judgementrequiredto do so.

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

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 determine a
solution(s) for the situation and/or
problem.

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

12 Aug 2013

#1 regular & recurring

A machine has failed in the field and must be repaired
for the field exercises to continue. The incumbent may
perform minor repairs to the equipment on a mobile
basis to ensure the equipment is accessible to faculty
and students.

The incumbent or a student will identify the faulty
equipment.

The incumbent will troubleshoot the equipment in the
field, analyze symptoms and, if minor, establish
methods of repair or workarounds to ensure the
equipment is accessible to faculty and students.

The incumbentwill be required to adapt techniques and
practices or arrive at creative solutions to keep the
machinery available. If the repairis major, the
incumbent will notify the Heavy Equipment
Technologist.

Manuals, past practice, intemet research, other
Technicians
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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)? (eg. past
practices, established standards or
guidelines).

Key issue or problem encountered

How is it identified?

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

12 Aug 2013

#2 regular & recurring

Assist a new student with the operation of a bulldozer,
excavator or other piece of heavy equipment.

Student seemsreluctant, insecure or is using the wrong
techniques.

Ask the student if they are having problems and if you can
help in any way. Probe thoroughly with questions
(particularlyif they say they don’t need help) to check
understanding of theory and to determine areas where
additional demonstration and practice is required. Provide
positive reinforcementand analysis.

Visually check the equipmentto ensure no repairs are
needed. Reinforce the safety features and key points from
the lecture and then demonstrate the safe technique to
operate the equipment. Foresee safety problemsassociated
with limited experience, poor technique or hazardous
situations involving the student and be pro-active in
preventing injury or damage to the equipment.Keep in
constant verbal communication with the student to guide
them while performing the particulartechnique.

Course outline, course handouts, safety manuals, course
Professor and/or other support staff

#3 regular & recurring

Integration of new technology or practicesin the Heavy
EquipmentOperator program. Designing applications of the
new technologyto make it “deliverable” in courses.

Feedback from liaising with industry contacts, employers or
government. Sometimesreceive feedback from employers
that grads are lacking certain field skills. Students will also
request exposure to new technologies.

Yes. The College must keep up-to-date with industry
standards and skills training; otherwise, grads will not obtain
employment. Theincumbentmustfirst investigate and learn
the new technologyand determine if it is appropriate for the
program.
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Explain the analysis used to determinea
solution(s) for the situation and/or
problem.

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

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.

12 Aug 2013

Theincumbentmustmake an assessment to determine if
integration of the new material is practical and logistically
possible. Sthe must consider existing staffing resources,
equipment, financial and time constraints. If it is determined
that it is feasible to proceed, the incumbentmustdesign a
delivery module/plan that will allow the new technology to be
smoothly integrated into field exercises. Theincumbentmust
also consultwith the course professor to see if they are
receptive to the introduction of the new material.

On-line research, training/professional development
sessions, equipmentmanufacturers and distributors, direct
contactwith industry partners and government agencies.

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

Inclementweather during field exercisesresulting in potential
cancellation ofthe day's activities and loss of practical skills
training for students.

Prior warning by monitoring weather reports. Observation of
weather conditionswhile in the field. Feedback from students
suffering signs and symptoms of weather-inducedillness
(e.g. heat stroke).

Yes. Weather conditions can seriously threaten staff and
student safety, compromise learning objectives and/or make
it impossible to complete daily work assignments. The
incumbentwill need to assess the potential duration of the
inclementweatherand also investigate the numberand
severity of student who may be suffering from weather-
related illness.

Theincumbentmustmake an immediate judgementcall
regarding student and staff safety. Students are removed
from the field if conditions are deemed to be unsafe. The
incumbentmustassess the impactthat the cancellation will
have, then make decisionsto change the work plan for the
day and determine how best to keep the students learning so
that objectives can be met.
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What sources are available to assist the
incumbentfinding solution(s)? (eg. past
practices, established standards or
guidelines).

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)? (eg. past
practices, established standards or
guidelines).

12 Aug 2013

Personal experience workingin inclementweather

Consultation with students to ensure that they feel safe and
are comfortable with the working conditions

Weather reports

Consultation with course professor and/or other staff

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

Injury to a student during a field exercise located on Fleming
Campus property.

Receive a call on the two-way radio from a student.

Yes. Shut down the field exercises and quickly walk to the
area where the injured student was working. Must thoroughly
assess the casualty to determine the extent of the injury.
Survey the situation to ensure that no further injury can occur
to the student or anyone else in the immediate area.

Incumbentmust collectand analyze informationincluding the
following to assess the appropriate solution/next steps for the
situation:

Checkthe casualty for a response

Do primary survey including airway, bleeding, pulse
Call 911 or Emergency Medical Services

Give first aid for life threatening injury.

Do secondary survey for further injury. Give first aid if
needed.

Monitor breathing and circulation until EMS arrives

Standard First Aid and CPR certification/training

College emergencyprocedure
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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 presentin 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 changeshave
an impacton others? Please provide
concrete examples.

12 Aug 2013

#1 regular & recurring

In collaboration with the HEO team, the incumbentis
responsible for the creation of plans, and the implementation
and modification of new procedures, techniques, and field
exercisesin the Heavwy EquipmentOperator Program (e.g.
high technology training simulator and software program for
instruction, constructing ponds for Fish and Wildlife program
team, new trenching techniques, efc.).

Time management, lead-time planning, and multi-tasking are
required for this activity as well as research and interpersonal
skills

Theincumbentmustbe able to coordinate a team (part-time
Techs) andtrack progress towards established goals within
a schedule pre-set by the supervisor .

Course outline, academic timetable, safety checklist, input
from course professor. Theincumbentwould work with other
members of the team to ensure all aspects have been
considered and that others are aware of whatis being
planned.

Deadlinesare driven by the academic delivery schedule.
Changes would need to be implemented prior to the intake of
new students. Theincumbentestablishes task deadlines,
whichincludes providing deadlinesto others on occasion, to
ensure the overall project deadline is met.

Theincumbent,in collaboration with the course professor and
other HEO team members, will determine if changesto the
activity are required. The ProjectLeader, which could be the
incumbent, would determine whether the changes have
impacton others. For example,the incumbentidentifies or is
notified that changes need to be made to standard trenching
practices (e.g. moving to sloping rather than stepping). The
incumbentwould notify the course professor, determine the
changesthat are required to the field exercises and would
discuss the required modifications with the course professor
and other HEO team members. Theincumbentwould
determine whether this change has an impacton the other
part-time technologists and would notify them of the change.
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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 changeshave an impacton
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.

12 Aug 2013

#2 regular & recurring

Provide technical expertise and support during field
exercises. Responsible for supervising and
demonstrating equipmentto one section of students at a
time.

Excellenttime management, multi-tasking, observation
and communication skills are required to be able to
coordinate and supervise the activities of several
students. Mustbe able to assess the abilities, knowledge
level and needs of the student group and then
accordinglyadjust delivery speed and content.

Course outline and schedule; personal knowledge,
education and work experience

Deadlines are determined by the course outline and
academic delivery timetable. Students are required to
complete a certain number of hours in the field in order to
be eligible to graduate.

Theincumbentdeterminesif changes or modifications to
the field activity are required. For example,the
incumbentwill speed up or slow down the pace of the
field exercises depending upon the students and may
change the order of equipmentdemonstrations. The
incumbentwill communicate this to the course professor.
The incumbentalso has the authority to cancel field
activities if personal or student safety is in jeopardy. The
incumbentwould be responsible for planning to ensure
that the students can “make up” any missed time in the
field.

#3 regular & recurring

When planning field exercises and daily field routines, the
incumbenthas the authority to delegate and assign work
details to part-time technologists within a schedule pre-
set by the supenvisor to ensure that the field exercises
run smoothly.

Incumbentrequires organizational skills, communication
skills, ability to coordinate and multi-task as well as
delegate tasks effectively

Course outline and schedule
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How is/are deadline(s) determined?

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

12 Aug 2013

Deadlines are determined according to academic delivery
timelines.

Incumbenthas the authority to assign work deadlinesto
part-ime technologists.

Changes are determined by team and final approval by
course professor. For example, an inter-school project
suchas the duck pond, is being constructed by students.
If ime permits and learning outcomes are being met for
the students, normal course learning activities could be
replaced by the inter-school project. The incumbent
would be responsible for communicating the changesto
the part-time technologists and making the necessary
modifications to their work schedules.

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

Incumbentis responsible for planning/developing the field
schedules prior to each intake of new students.

Must have previous experience coordinating field
schedules so the training time for students is maximized
and additional staffing requirementsare minimized. Must
have subjectmatter expertise, strong communication
skills and be able to effectively utilize resources.

Student/enroliment numbers; course outline; Program
Coordinator

Deadlines are determined by the academic delivery
schedule. Thefield schedules must be determined well
in advance of the start date of the new intake in order to
determine the number of part-time technologists required
to assist with the field delivery.

Incumbentwill determine if the field schedules need to
change based on student enrolimentand equipment
availability. Incumbentwill communicate changesto the
Program Coordinatoras this has a potential impacton
staffing and the requirementto rent equipment. For
example, if enrolimentincreases then additional part-ime
technologists may need to be hired and equipmentmay
need to be rented in order to accommodate the additional
students.
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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.

12 Aug 2013

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

Plan logistics for Open House.

When assigned as the team leader the incumbentwould
be responsible for: organizing regular team meetings;
identifying timelines for completion oftasks; determining
resources required; following up and tracking progress of
activities; effectively working with others; assigning or
delegating tasks to be completed.

Facilities staff, Marketing and Liaison staff; student
volunteers (which would be recruited by the incumbent)

Deadlines are determined by dates of activities
established by the College

Changes are determined by the team and final approval
by course professor/Coordinator. Forexample, if plans
for the Open House change to exclude a certain piece of
equipmentthe team would make recommendations and
discuss options with the final decision being made by the
course professor or Coordinator.
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5. Guiding/Advising Others

This section describesthe 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 "supervise" 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 responsibility and 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 &
Recurring

O

12 Aug 2013

Level

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

Thereis a need for the incumbentto
demonstrate correctprocesses/
procedures to others so that they can
complete specific tasks.

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

Theincumbentisan active participant
and has ongoing involvement in the
progress of others with whom he/she
has the responsibilityto demonstrate
correctprocesses/procedures or
provide direction.

Example

Theincumbenthasthe authority to
assign work to part-time technologists
and make decisions that would impact
their activities.

Incumbentdemonstrates the safe
approach to theoretical and practical
aspects of previously taught curriculum.
Demonstrates correcttechnical skills
then oversees/trains students to practise
and learn the technique. Heavily
involved in the delivery of field exercises.
Conductsroutine evaluation of students
and provides input to the course
professor who assigns final grades.
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O o Theincumbentis responsible for
allocating tasks to others and
recommending a course of action or
making necessary decisionsto
ensure the tasks are completed.
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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 instructions that are typically required or provided at the beginning of a work assignment?

Regularand Recurring

Occasional (ifnone, please strike out this section)

No instructions are usually provided. The majority
of activities are planned in advance for the
academic yearand the incumbentis expected to
independently ensure that all of the supports
required for those activities are in place. The
incumbenthas significant freedom to develop and
plan program course delivery materials for faculty
plannedfield activities and actindependently
without supervision.

Incumbentfreely “networks” with external
government and private sector staff and takes
incentive to research new technologies for faculty
that will keep the program’straining relevant.

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

Regularand Recurring

Occasional (ifnone, please strike out this section)

Course outlines, standard methods, reference
textbooks, equipmentsupplier catalogues, Ministry
of LabourHealth and Safety guidelines,
government websites and databases, college
policies.

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

Regularand Recurring

Occasional (ifnone, please strike out this section)

Daily or routine work is not reviewed or checked.
Incumbenthas considerable ability to act free of
supenvision on a day-to-day basis

Verbal assessment on an exception basis from
supenvisor

12 Aug 2013
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6. IndependenceofAction

Supervisor?

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

Regularand Recurring

Occasional (ifnone, please strike out this section)

Design and delivery of field exercises.
Selection and purchase of instructional supplies
and capital equipment.

Consult with program team when deciding on
content of course outlines and evaluations.
Consult with program team regarding decisionsto
change or add curriculum for program courses.

Describe the type of decisions that would be decided in consultation with the Supervisor.

Regularand Recurring

Occasional (ifnone, please strike out this section)

Staffing requirements (part-time technologist
staffing requirements are determined
approximately every 12 weeks in preparation for
the nextintake of students)

Managementof an employee or student conflict
that the incumbenthas been unable to resolve.

Majorhealth and safety issues

Handling of theft of college property
Authorization for large capital equipment
purchases

Authorization for large unanticipated repairs and/or
to fix major damage to equipment

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

Regularand Recurring

Occasional (ifnone, please strike out this section)

Improvising field activities to adjust to changing
climatic and equipmentcondition.

Research new technologies, best practicesand
changesin regulations and recommend
incorporation into the course curriculum.

Decide what approach to take when mentoring or
providing assistance to students.

Determine daily tasks requiring completion by part-
time Technologists.

Decision to cancel a field exercise if safety is an
issue (e.g. lightning)

Development of field schedules

Notificationto Technologists when equipmentis in
need of repair

Minorhealth and safety issues

12 Aug 2013
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7. Service Delivery

This sectionlooks at the service relationship that is an assigned requirementof the position. It considers
the required mannerin which the position delivers 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 senice 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 senvice(s) andits associated customers. Describe how the request for
service is received by the incumbent, how the senvice is carried out and the frequency.

Information on the service Customer Frequency
- e (D, W, M. 1)*
How is it received? How is it carried out?
Provide tech supportand | pirect contactwith the group. Program team D
expertise during field Demonstrate the skill or procedure, (professor and
exercises supply materials and supenvise student | techs)

operations. Recommend
enhancements/improvements. After
consultation with the program team to
assess needs and curriculum
requirements, designs and implements
scenario-based field exercises.

Provide assistance with Usually directcontactwith the student ! Students D
educationalneedsandior 1 i, the field if need results from lack of
technical demonstrations. ! ynowledge with equipmentoperation.
Other forms of assistance such as
difficulty with an assignment, career
information, job contacts, efc. is
handled by sitting down with the
individual and providing resources or
additional information to assist with a

solution.
Enquiries about the Respond to the inquiry immediatelyif | Public - future W
program or careerpaths | the individual arrives in person; students, guidance
otherwise, return their phone call or counsellors,

email. Mayarrange to meetin person | parents
depending on the circumstances.
Usually call backto follow up with the

individual.
Enquiries aboutgraduate | Respond directlyto the individual Industry partners | M
job opportunities either by phone or email.
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Provide information to
equipmentmanufacturers
and distributors, repair
companies, rental
companies, salesreps and
technical specialists

Direct contactwith the individual or
group, if possible. Frequent use of
email and phone. Maydeal in person.

Equipment
manufacturersand
distributors, sales
reps, technical
specialists, repair
companies

* D=Daily W =Weekly

8. Communication

M =Monthly | =Infrequently

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 Skill/Method Example Audience Frequency
(D, W, M Iy*
Exchanging routine Updates on activities Co-ordinator W
information, extending
common courtesy
Write POs, receive goods Staff, faculty, M
suppliers
Obtain pricing, quotations, information Extemal.su.pply M
on supplies and equipment companies,
manufacturers
Arrange placementand employment
opportunities for students/graduates Industry
partners M
Provide program information in
response to email and telephone
inquiries as well as promotional events 1 Public U
such as Open Houses, Information
Days, etc.
Explanation and Provide technical assistance, and Faculty W
interpretation of information | advice; recommend curriculum
orideas changes/enhancements
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Imparting technical Utilize technical expertise to justify and | Dean/Principal | M
information and advice explain to non-technical individuals the SENRS/Frost
need for capital and equipment Financial
purchases Officer
Instructing or training Provide technical advice and expertise; | Students D

demonstrate skills and procedures
during field exercises.

Obtaining cooperation or
consent

Negotiating

* D=Dally W=Weekly M=Monthly |=Infrequently
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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, liting and/or carrying light, medium orheawy 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

<1hrat 11-2hrs 1 >2hrsat ! Yes | No | NA
atime atatime 1 atime

Climbingonand off large heawy | p N \
equipment
Lifing heavy objects suchas | W \ \

large rocks, stones and
equipmentattachments

Lifting medium objectssuchas | M \
rolls of silt fence, t-posts and
pails of oil

Lifing light objects such as D \ \
sledge hammers, showels, and
bars

Crouch, kneel, stoopandbend | D \ \
in various positions to facilitate
preventive maintenance and
perform pre-trip inspectionson
mobile equipment. Bending
and stooping also occurs while
using shovels for digging.

Sitting while driving and D \ \
operating heawy equipment

Standing during field exercises | D \ \
Pushing and pullinglevers and | D \ \
pedals while operating heavy
equipment

D v v

Walking during field exercises

* D=Dally W=Weekly M=Monthly |=Infrequently
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If lifting is required, please indicate the weights below and provide examples.

V' Light (upto 5kg or 11 Ibs) Sledge hammers, shovels, bars

V' Medium (between 5 to 20 kg or 11 to 44 Ibs) Rolls of silt fence, t-posts, pails of oil

V' Heawy (over 20 kg or 44 Ibs) Large rocks or stones, equipmentattachments

10. Audio Visual Effort

Describe the degree of attention or focus required to perform tasks taking into consideration:

- the audioNisual 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, I) Short < 30 mins Long up to 2 hrs Extended > 2 hrs

Demonstrating to and supervising a large | D \
number of students operating heavy
equipmentin the field. Incumbentwill
switch attention between tasks. Requires
concentration to ensure safety as the
incumbentis expected to monitor student
techniques and safety as wellas address
questions.

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

o Usually

V' No, due to interruptions from students during field exercises. Toensure safety, need to maximize
performance despite interruptions.

12 Aug 2013 Page 23 of 25



Support Staff PDF

equipmentfor the set up and preparation
of field exercises. Generally students are
not present; however, focus on activity is
required to ensure safety.

Frequency Average Duration
(D’ W’ M’ l)* Short < 30 mins Long up to 2 hrs Extended > 2 hrs
Operation and manipulation of heavy D \

o No

i)/an concentration or focus be maintained throughoutthe duration of the activity? If not, why?
Usually

Frequency
(D, W, M, Iy*

Average Duration

Short < 30 mins

Long up to 2 hrs

Extended > 2 hrs

o Usually
o No

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

* D=Daily W =Weekly

12 Aug 2013

M = Monthly
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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, I)*
o acceptable working conditions (minimal
exposure to the conditions listed below)
O accessing crawl spaces/confined spaces
V' dealing with abusive people Students unhappy with their marks or M
tasks assigned
o dealing with abusive people who pose a
threat of physical harm
V difficult weather conditions Majority of work involves walking, DWW
standing and working in the field in depending
difficult weather conditions, including on time of
snow, rain, heat, humidity, cold, wind year
\ exposure to extreme weather conditions ! Field exercisesoccur4 days outof 5in | D/W
all types of weather conditionsincluding | depending
prolonged exposure to elements— sun, on time of
wind, frigid temperatures, rain. year
\ exposure to very high or low Majority of work involves walking, W during
temperatures (e.g. freezers) standing and working in the field for March-April,
extended periods of time during the cold | July-Aug;
winter (March-April) and the hot summer i M during
(July-August) other times
v handling hazardous substances Hazardous fluids and liquids, such as W
diesel fuel, antifreeze, oils, and grease
\ smelly, dirty or noisy environment Loud engine noise from heavy D
equipment, exposure to diesel fumesand
muddy and dusty field conditions
o travel
o working in isolated or crowded situations
o other (explain)
* D=Daily M=Monthly W=Weekly |=Infrequently
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