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Position Description Form (PDF)

College: Sir Sandford Fleming

Incumbent'sName: TBD

Position Title: College Services Technical Coordinator Pay band: H
Position Code/Number (if applicable):

Scheduled No. of Hours: 35 perweek

Appointment Type: o Less than 12 months (please specify # months:

Supenvisor's Name and Title: Matt Markovic, Manager, College Services

Completed by: Matt Markovic Date:
Signatures:
Incumbent: Date:

(Indicates the incumbent has read and understood the PDF)

Supervisor: Date:

Dated:
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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 Sta ff
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.

Reporting to the Manager, College Services, the incumbentis responsible for the administration of the
multiple systems that comprise College Services. The incumbentprovides advice and guidance to the
department, students, staff, and our business partners and vendors specific to processes, planning,
enhancing, redesigning, securing, and administering multiple systems including Point of Sale, Photo ID,
Parking Operations Command and Hot Spot, Infosilem (Booklt), Moneris Web Client, etc. as they relate
and connectwith Fleming’s College Senvices operations.

In addition, this position is responsible for working with system vendors to identify options and improve
the efficiencyof the operational processes, stability, and reporting functions as they relate to College
Senvices. Theincumbentwillrecommend ways of automating and optimizing College Senvices IT -related
processesto reduce operating costs and recommend solutionsin response to new and enhanced
College Senvices and the changing system requirements. The incumbentis responsible for analyzing and
documenting currentand future processes, developing, and maintaining daily and monthly reports, and
mapping audit controls.

Theincumbentis the operational point of contactwith One Card vendor and Hot Spot Parking App.

Dated:
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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*

- Administration, support and troubleshooting of One Card systems including butnot 259,
: limited to Food Services, Moneris, Campus Stores Point of Sale Systems, Photo ID, and
' Thisincludes system updates, regular (calendar or semester based) maintenance and
documenting/ troubleshooting new issues. Collaborationwith vendors and business

| partners on solutions, accessand security of clientrecords and user accounts, access
control and security.

Providing business, entrepreneurial,and sales knowledge to maintain and secure new
| partnership opportunities with local businesses in our communities thatsupports One
| Card senvices to students.

Designing, implementing, and supporting new business processes as they relate to the 25%
- usage of College Senices systems. Reviewing existing processes and recommending
changeswhere inefficiencies are found. Establishing and enhancing internal audit

| processes, including financial balancing, card issue audits and card activity.

Keeping up to date on new applications for One Card, Parking, space bookings and
' relevant services that can be implemented to enhance customer senice and streamline
| processes.

- Developing and enhancing reports that support Parking, One Card, space usage and 20%
: activity, revenue collection andloss prevention. Thisincludes accessing data from

. multiple sources and systems suchas Food Senices, Campus Stores, student printing,
Library, etc. Importing and manipulating this information into customized spreadsheets
1 using various techniques.

Providing customerseniice duties as they relate to the College Services Office. i.e. 20%
' issuing cards and parking permits, responding to in person and phone inquiries, etc.

Provides advice to stakeholders as they relate to Parking, space bookingand One Card 5%
| processes. Including Staff, Faculty, Students, business partners, external vendors and
. other departments.

Collaborate with key stakeholders on future development, system enhancements,
. troubleshooting and changesin processes.

Other related duties as assigned 5%

*Tohelp you estimate approximate percentages:

Dated:
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Y2 houradayis 7% 1 houra dayis 14% 1 hour a week is 3%
Y2 day a week is 10% Y. day a month is 2% 1 day a monthis 4%
1 week a year is 2%

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 training in this information.

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

o Trade certification o 3 year diploma/degree o 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 Doctoral degree

Field(s) of Study:

2 year diploma/degree in system administration, IT, business analysis, statistics, or related field.

B. Checkthe box that best describes the requirementfor specific course(s), certification, qualification,
formal training, or accreditation in 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 included in the job posting and would be acquired priorto 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

Dated:
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o Additional requirements obtained by
course(s) of a total of more than 520 hours

Dated:
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2. Experience

Experience refers to the minimum time requiredin prior position(s) to understand how to apply the
techniques, methods, and practices necessary to 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 years of experience, in addition to the necessary
education level, 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 Proven backgroundin either business systems administration,
systems analysis, statistics, and data analysis

Eg: working with logic and process flow, and database analysis

Experience with influencing and securing business sales in dynamic
environments

Experience working in customer-based environment
Experience in MicrosoftAccess, Programmingisa preferred asset.

o Minimum ofeight (8) years

Dated:
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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) examples that occuroccasionally:

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.

Dated:

#1 regular & recurring

Student reports issue with One Card functionality, which may
be a card issue, accountissue, service issue, network issue
or the result of user error.

Theissue will often be reported to the College Senvices
Office by the student, either in person or online. Theissue is
often reported in a vague mannerwith little or no qualification,
asin “My card doesn’t work”

A report of “My card doesn’'t work” can mean a variety of
different things, inability to accesstheiraccountora
physically defective card. The cause of these issues can
often be very unclearand requires further investigation to
determine the scope to a specific user or wider reaching.
Communicating with the student to solicitinformation from
them is necessary to assist in diagnosing the issue.

If the issue is determined to be user account specific,account
balance etc. then the issue would be communicated to the
student.

For hardware related issues all relevant information to the
fault should be collected to assist in further isolating the issue
and the One Card vendor and / or IT S notified to co-ordinate
repair and integration of replacementhardware with the
incumbent.

For a wider rangingissue that affect multiple users the
incumbentwould work with supervisor to collectall relevant
data & consultwith One Card vendor and / or ITS.

Should the data collection andissue investigation process not
turn up a quickresolution, the information gathered for the
reported issue then must be evaluated in collaboration with
the One Card vendor and / or ITS with an understanding of
the system architecture to identify potential issues that could
accountfor the service problem.
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What sources are available to assist the
incumbentfinding solution(s)? (e.g., past
practices, established standards or
guidelines).

3. AnalysisandProblem Solving

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?

Dated:

Past Experience

Software documentation, protocols

Internal and External policies and procedures
One Card Vendor

ITS

Supenvisor

#2 regular & recurring

Errorsidentfied with statisical data for Parking Operation
Command in daily reconciliaon operations and/or budget
preparation / comparisons.

Incumbentis able to determine reconciliation figures are not
consistent with known / predictable transactional history.
Review of transaction counts and parking activity at end user
locations.

Detailed review of transaction summaries and data fields to
accessthe scope of the issue and known time/date errors
began.

Troubleshooting replication errors to assist in the
identification of when failure(s) are occurring. Daily validation
testing, including checking for missing data items, valid
codes, and valid values. Sorting through transition records,
review of formulas, and all user logs for the impacted period.

Transaction History

Past experience

ITS

Parking Operations Command Vendor
Supervisor

#3 regular & recurring

Ineffective use of “tender type” data fields in One Card
transaction database.

Review of transaction reports.
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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)? (e.g.,
past practices, established standards or
guidelines).

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

Dated:

Incumbentwill present finding with supervisor and offer
solutions for more effective reporting.

Incumbentwill record and report on uses of various tender
types used for transactions within the One Card systems.
Thiswillidentify opportunities to improve on data being
extracted for reports. E.g., Tendertype “initial payment” does
not provide valuable information, it would be more effective to
report on cash/debitiisa. Investigation would include
discussions with staff to determine the types of transactions
that occur.i.e. printing service solution, web refunds etc.

Transaction history
Staff knowledge
Past practices
Supenvisor

#1 occasional

Student is extremely upset due to their One Card not working
and they cannotpurchase food on-campus.

Student comesto the College Services Office and complains
they cannotpurchase Food at the cafeteria, informs
incumbentthat have not eaten today and has a class starting
in 15 minutes.

Incumbentwill need to validate user and card authorization.

Immediately investigate further and probe student with basic
troubleshooting questions to determine scope, e.g. recent
transaction history, specific functionalitynot working.

Due to the immediate timingissue, provide the student with a
temporary card with a pre-set dollar value while the issue is
investigated.

Theincumbentwould conductan analysis of card activity and
work to replicate error(s) to determine issue and develop a
resolution. Thismayinclude the issuing of a new card and/or
changesto user accountsettings. Run multiple testing
patterns to ensure issue has been resolved.
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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 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).

4. Planning/Coordinating

Past Experience
One Card Vendor
ITS

Supervisor

#2 occasional

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?

Dated:

#1 regular & recurring

Ensure new semester mandatory meal plans are configured
and active for upcoming semesters, including appropriate
service levels provided by front line student workers.

Setup a recurring schedule for updates to the One Card
systems to create and configure new plans for each
upcoming semester. Coordinate updates with existing plans
and with vendor’s timelines.

10
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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
animpacton 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 resources required to
complete this task, project or activity.

How is/are deadline(s)determined?

Each semesterincumbentwill review any changesin plans to
be offered at Fleming with supervisor and then review these
changeswith ITC (One Card Vendor). Each Semester the
incumbentwill contactour meal plan provider to obtain the
meal plan offers for the upcoming semester. Incumbentwill
then create and configure these plans in Fleming’s POS
system and IT C matrixin accordance with the guidelines
provided.

Ensure student workers who provide front line One Card
service are a frained and work hours scheduled. These
hours will be set by predetermined senvice levels.

In consultation with supervisor, a schedule is agreed on for
setup and configuration of the new semester plans

Incumbentmay change schedule based on current activity
provided deadlines are met.

Consultation with supervisor.

#2 regular & recurring

Month end reporting for College Services operations.

Time managementis required to ensure thataccurate
data is collected and reconciled from each system and
reported at the end of each month. Dependant of which
system the data originates, data collection can vary from
daily to weekly.

Access to multiple systems and their databases. Data is
collected for different areas of activity (One Card,
StarRez, Athletics, Operations Command)and from third
party systems (Volante, Follett, Hot Spot, Moneris Web
Client)

Deadlines determined by Supervisor, Incumbent
responsible for scheduling these tasks.

Incumbentschedules the data collection. Deadlines may

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

Dated:

change based on supenvisor’s or Director’s needs.

#3 regular & recurring

"
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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 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.

Dated:

Developing new guidelines for processing transactions

System analysis and design. Incumbentmust have the
ability to designand test new processes and create
scenariosto ensure the operational stability of these
changes. Working with the One Card environment,
incumbentwill determine the most effective method of
entering transactions to produce valuable data for
reporting. The changes need to ensure both operational
efficiencyand accuracyof data.

Access to system databases and reports to identify
trends in transaction data. Staff and Supervisor inputand
experience, vendor technical contacts.

Incumbentwill regularly assess data categoriesand
identify opportunities on an ongoing basis for better
specificity that will enhance operational reporting.
Supervisor will determine timeline where appropriate.

Incumbentidentifies opportunity and works with
Supenvisor to determine impactsand changes.

#1 occasional

Prepares and delivers training presentations and
documentation to College departments and student
groups on College Senices and functionality.

Develops and organizes PowerPoint and online based
presentations. Incumbentmust anticipate needs of
audience and ensure content and display information is
easily understood, accurate and relevant.

Excellentcommunication skills are needed to present
ideas clearly, precisely and professionally.

Incumbentmust have excellentcommunication skillsin
delivery of presentations in front diverse audiences.

Incumbentcoordinates presentations with departmental
leads to ensure that all set-up requirementsare in place
for event.

Incumbentcreates and edits all digital materials

12
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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.

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 resources required 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.

5. Guiding/Advising Others

Departmental needs

Academic schedule
Supervisor

Incumbentdetermines any changes to resourcesand
materials and is responsible for review and revisions to
ensure accuracywith services the College Services
Office provides.

Supervisor

#2 occasional

Working with off-campus business vendors to secure
new partnerships for One Card services that students
canaccess.

Business and entrepreneurial skills are required to make
new partnerships with vendors. Ability to market potential

business sales from student population. Incumbent
requires excellentcommunication skills. Networking
skills.

Incumbentcoordinates sales meetings with off-campus
vendors. Provide perspective new vendors with sales
projections. Promotes benefits to vendors by having
Fleming students shop in businesses.

Departmental needs
Academic schedule
Business time lines

Supervisor

Incumbentdetermines specific strategies for targeted
audiencesinthe community.

Supenvisor provides oversight and direction for new
business development partnerships.

This section describes the assigned responsibility ofthe position to guide or advise others (e.g. other
employees, students). Focuson the actions taken (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

Dated:
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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&  Occasional
Recurring

X i

X |

X i

X o

X i

Level

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

Thereis a need for the incumbentto
demonstrate correctprocesses/
proceduresto 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.

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

6. IndependenceofAction

Example

Responding to inquiries from staff and
students.

Theincumbentfacilitating training to
department staff on changesin
processesas they occur.

Advises various stakeholders/system
users on process changesand assists
with user problemsand questions.

Working and providing direction to
communityvendors in relation One Card
services.

Providing directionto part time
employees / Student leaders working in
the College Senices Office on functions
and senvices provided within the College
Senvices Office. Provides feedbackto
supenvisor on staffing
progress/concerns.

Please illustrate the type of independence orautonomy exercised in 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)

Dated:
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Day to day activity is performed independently
following established guidelines and past practices
unless supervisor intercedes.

Thereis a significantamount of autonomy in this
position to selectfrom options within established
parameters. The incumbentworks directly with
Administrators, Support Staff and Student Leaders.

Verbal or written instructions are provided for
special projects.

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

Regularand Recurring

Occasional (ifnone, please strike out this section)

Direction for new initiatives provided by supervisor

Scheduled task list developed by incumbentand
supenvisor

Vendor notifications provided

Academic Schedule, Evolve and StarRez manuals,
Financial/Purchasing Policies, other College
policiesand procedures

Past practices.

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

Regularand Recurring

Occasional (ifnone, please strike out this section)

Daily functions are not monitored regularly

New processes and reporting functions are
developed in collaboration with supervisor

Supervisor monitors existing functions and tasks
through review of reports and regular meetings

Feedback from students, vendors, Community
stakeholders, other College staff & Student
Government leaders.

Dated:
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6. IndependenceofAction

Supervisor?

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

Regularand Recurring

Occasional (ifnone, please strike out this section)

Incumbentworks with vendors and other business
partners to determine correctcourse of action for
any required process changes

Incumbentworks directly with staff and other
College departments to identify and enhance
processesas they relate to College Senvices

Student Government Leaders

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

Regularand Recurring

Occasional (ifnone, please strike out this section)

Changes to the daily processes performed by the
incumbent, as they relate to the College Senvices
system functions.

System changes and updates that alter the
effectiveness of providing the College Senvices to
the College.

Report guidelines for monthly statistical reporting.

Refunds related to One Card and Parking Services

Schedule for system maintenance.

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

Regularand Recurring

Occasional (ifnone, please strike out this section)

Changes to system database structure i.e. client
profiles, payment methods, device configuration.

Departmental report design

Dated:
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7. ServiceDelivery

This section looks 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
want and then supplying it efficiently. It considers how the request for senice 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) andits 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
How is it received? How is it carried out? (B, W, M.)

Senior Leadership requests { Incumbentalong with SMT M
a new report on College supenvisor discuss what Supenisor
Senvices activity or revenue | data is available and how

to design the report
Database not providing Incumbentwill discuss Supenvisor W
required/useful information ! needs with supervisor, External vendors

vendor, business partners BUsi rt _

and/or other department A:Jsmesks partners (i..

stakeholders amark)

Other departments (i.e. ITS-
Help Desk)

College Services system(s) | |ncumbentwill work with | Students, Staff, Faculty D
not performing as required department staff andor Department staff

clientsto tfroubleshoot and

correctissues
Updates to College Incumbentwillwork with | Supervisor M
Senices system(s) vendors, [TSteamand | Extemal vendors

supenvisor to identify TS

possible issues and '

challengesthat canoccur

during an update to One

Card systems/ PeopleSoft

integration
System Incumbentwill identify Management M
m:provements/enhanceme options to management | Staff / Students
nts on process changes that Vend

willenhance operations endors

* D=Dally W=Weekly M=Monthly |=Infrequently
17
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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 listboth verbal (e.g. exchanging information, 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
O, W, M I)*

Exchanging routine Providing customersenvice to College Staff & D
information, extending clients. Faculty
common courtesy Students
Explanation and Collaborating with supervisor and College Departments D
interpretation of information | staff on new initiatives and ideas Supenisor
orideas for processes and reporting P

ability
Imparting technical Reviewing/training College Department Staff w
information and advice Senvices stakeholders on various | sypenisor

system functions for College Client

Senvices systems. Working with |er.1 S .

vendors, business partnersand | Administration

supervisor on process changes. i \lendors

Student Governments

Instructing or training Training and reviewing new College Staff

processes/changesin processes | Supenvisor

with department staff
Obtaining cooperation or Working with external partners to i Third Party Vlendors
consent develop new senices and/or

functionality Student Governments
Negotiating

* D=Daily W=Weekly M=Monthly |=Infrequently
18

Dated:
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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, lifting 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

<t1hrat i 1-2hrs {>2hrsat | Yes { No { N/A
atime atatime i atime

Standing, walking X

Sitting X X

Facilitating Training Sessions M X X

* D=Daly W=Weekly M=Monthly |=Infrequently

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

o Light(up to 5kg or 11 Ibs)

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

o Heawy (over 20 kg or 44 Ibs)

Dated:

Supplies, setting up presentations / training
sessions. Photo ID supplies

19
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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 (e.g., 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 (e.g., 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
Developing and analyzing Reports D X

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

X Usually
o No
Activity #2 Frequency Average Duration
(D’ W, M, I)* Short < 30 mins Long up to 2 hrs Extended > 2 hrs
Reviewing system processes D X

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

X Usually
o No
Activity #3 Frequency Average Duration
(D’ W’ M’ I)* Short < 30 mins Long up to 2 hrs Extended > 2 hrs
System maintenance, updates and/or W X
running system reports

Can concentration or focus be maintained throughoutthe duration of the activity? If not, why?
X Usually
o No

* D=Daily W=Weekly M=Monthly |=Infrequently

20
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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, Iy*

X acceptable working conditions (minimal
exposure to the conditions listed below)

Working in the College Senvices Office

D

O accessing crawl spaces/confined spaces

X dealing with abusive people

Student / Staff complaints

|

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

Travelingto other campuses

o working in isolated or crowded situations

o other (explain)

* D=Daily M=Monthly W= Weekly

Dated:

| = Infrequently

21



