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Instructions for Completingthe PDF

1. Read the form carefully before completing any of the secfions.

2. Answer each section as completely as you can based on the typical activities or requirements ofthe position and not on
exceptional or rare requirements.

3. Ifyouhave any questions, refer to the document entiled "A Guide on How to Write SupportStaff Position Description
Forms" or contact your Human Resources representation for clarification.

4. Ensure the PDF is legible.
5. Responses should be straightforward and concise using simplefactual statements.
Position Summary

Provide a concise description of the overall purpose ofthe position.

Reporting to the Director, Business Improvement, this position participates as a member of a dynamic academic administration
planning team with responsibility for the design, creaton and, implementation and administrative functions of the Master
Academic Planning System (MAPS) The incumbentuses query and reportwritersto develop primary and ad hocreports and
develops/maintains system tables, forms, queries and reports. The incumbentidentfies and fracks system issues which could
jeopardize the integral functioning of MAPS and ensures the ongoing data integrity of MAPS. As the primary supportspecialist
for the MAPS, the incumbent supports the Academic Division and service partners with functional knowledge transfer and by
assising in training by preparing fraining materials and researching functional capabiliies as well as representing Academic
Operations on cross-college projectteams that involve the MAPS and/or Evolve systems. The incumbentis the lead on all work
loading system tool creation and implementation as well as project coordinator for all swf and confract related projects.

The incumbent will develop systems, processes, and reporting tools to ensure curriculum, enrolmentand work loading
information is available for academic delivery, service partners and operations for all campuses. Reviews and revises
operational systems and processes to ensure accuracy and imeliness of curriculumdata/delivery information within and
across schools.
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Duties and Responsibilities

Indicate as clearly as possible the significant duties and responsibiliies associated with the position. Indicate the approximate
percentage of ime for each duty. Describe duties rather than detailed work routines.

Approximate %
ofime annually*

1. Functional MAPS System Administration, Research and Analysis

Research, analyze, reportand recommend the best configuration regarding the Academic Division Maps
system as it relates to business functionality (e.g. bolt-on applications; taking into account the needs of
divisions, current processes, legislative requirements and possible future direction to give the Division the
most flexibility when changes occur. Working both as a functional and cross-functional team member, the
incumbent consults with end users to analyze system performance and define new system
requirements/enhancements to meet a variety of academic planning and delivery strategies. . Prepares
functional design specifications including design scope, design details and development details (including
components, pages, tables), testing plans, and test data. Maintains system tables, forms, queries/repors
and tracks/escalates system issues which could jeopardize the functioning of the MAPS. The incumbent
ensures ongoing data integrity of the MAPS.

50%

Supports the Academic Division and Service Parners with product knowledge transfer by conducting
training sessions (formal and informal), preparing training materials and researching functional capabilies.
Is the primary supportfor the Master Academic Planning systems — MAPS on system related technical
issues and projects. Represents AO on cross-college project teams related to academic information
systems.

2. Operational Supportfor MAPS to Academic Division/Academic Operations
Monitors the day-to-day operation ofthe MAPS including system modifications, patch/upgrade windows, 20%
maintenance of business rules and associated system table configuration. Functions as a general technical
resource to the Academic Division supporting MAPS and Evolve systems and is a point of contact for the
inifial identificaion of end-user issues including initial scoping, logging of issues, testing coordination and
follow-up. Designs and/or recommend changes or enhancements fo business processes and/or system
configuration to meet the requirements for unique circumstances. Makes specific recommendations with
respect to the appropriateness of a variety of system patches/bundles or upgrades as they related to
MAPS/Evolve systems. Coordinates installations (test and production instances) with ITS and the Academic
Business Analyst and conducts acceptance testing for software patches/fixes and major design upgrades.
The incumbent develops, implements and trains administraton within the Academic Division on tools and
resources fo create efficiencies in Academic processes.

3. Curriculum Coordination and Distribution 15%
Responsible for the ongoing collection, review, maintenance ofcurriculumdata, reporting and fracking
mechanisms at Frost(School of Environmental & Natural Resource Sciences and General Arts &
Sciences), Sutherland (School of Trades & Technology) and Haliburton (post-secondary programs)
Campuses for currentand future year planning. Ensures Course Catalog, Programof Study and Academic
Advisementreflects currentcourse information. Configures Academic Advisement to enable correct
reporting of curriculumfor grad auditpurposes. Co-ordinates, through the Curriculum Verification process,
the collection, evaluation and distribution of academic delivery data for each of the three semesters.
Requires annual planning with the incorporation of enroliment projections and continual amendment for all
planning years. Collaborates with Division and Service Partners to ensure consistent application of
tracking mechanisms.

4. Procedural Documentationand Report Generation 10%
Responsible for documentation for the MAPS and related academic processes. Developmentofrelevant
reports/queries (primary or ad hoc) as they relate to the activities of the Academic Operations office.
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5. Otherrelated duties as assigned 5%

*To help you estimate approximate percentages:
Y2houraday is 7% 1 hour aday is 14% 1 hour aweek s 3%
Y2 day aweekis 10% Y2 day a month is 2% 1 day amonth is 4%
1 weekayearis2%

1. Education

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

o Upto High School o 1year cerfificate o 2 yeardiploma

o Trade certfication X 3 yeardiploma/degree o 4 yeardegreeor 3 year diploma/degree plus
professional cerfification

o Postgraduate degree (e.g. Masters) or 4 years degree plus professional certification
o Doctoral degree

Field(s) of Study:

i Business Administration or Business/Commerce (degree)

B. Checkthe box thatbest describes the requirementfor specific course(s), certification, qualification, formal training or
accreditation in addiion 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 prior
to the commencement of the position. Do notinclude courses that are needed to maintain a professional designation.

o Noadditonal requirements

X Additional requirements obtained by course(s) ofa Advanced Excel (30 hrs)
total of 100 hours or less Advanced Access (30 hrs)

Crystal Reports or similar business reporting tools (40 hrs)
Bl Publisher

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

o Additional requirements obtained by course(s) ofa
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 necessary o performthis job. This experience may be less than experience possessed by the incumbent, as it refers
only to the minimum levelrequired on the first day ofwork.

Check the box that best captures the typical number of year ofexperience, in addition to the necessary education level, required
to perform the responsibiliies of the position and, in the space provided, describe the type of experience. Include any
experience thatis partof a certfication process, butonly if the work experience or on-the-jobtraining occurs after the conclusion
ofthe educational course or program.

o Lessthanone(1) year

o Minimum of one (1) year

o Minimum of two (2) years

o Minimum of three (3) years

Technology
o  Expert-level knowledge of spreadsheets, databases and projectplanning
tools
o  Experience with database reporting tools
Project Management
e  Previous projectcoordination experience
¢ Understanding clientneeds, racking progress toward completion
Application Development
e Previous experience defining functional requirements and identfying
functional conflicts between systems during the developmentor
integration of new business processes
e  Useracceptance testing,
End-User Support
o Ability to communicate efleciively with technical/non-technical users for
the purposes of knowledge transfer, froubleshooting, and requirement
gathering
e Proven experience with roubleshooting principles, methodologies and
issue resolution techniques
o Developmentof procedural documentation/end-user reference materials
Training/ Presentations
¢  Developmentofbusiness, functional and/or technical materials for
presentation and training purposes
General
e Experience workingindependently in a customer-service focused team
within a fast-paced business environmentfeaturing critical deadlines,
muliple projects and competing priorities
Analytcal problem-solving and decision-making skills to identify issues and
determine potential solutions

X Minimum of five (5) years

o Minimum of eight (8) years
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3. Analysis and 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 judgement required to do so.

Please provide up fo three (3) examples ofanalysis and problemsolving that are regular and recurringand, ifpresentin the
position, up to two (2) examples that occur occasionally:

Key issue or problemencountered.

How is it identified?

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

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

What sources are available to assist the
incumbent finding solution(s)? (eg. past
pracfces, established standards or guidelines).
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#1 regular & recurring

Data reconciliations is required on the Faculty Workload/Student Contact
Hours (SCH) semester report (aka HR Data Suite) resuling from
discrepancies between planned data (MAPS) and actual enrolment data
(Schedule of Classes).

By incumbent; completes comparison of faculty data between two reports
(SCH reportand Faculty Workload report)

Yes. Requires multiple levels of comparison & analysis at school, faculty,
course & component levels to determine the location of the discrepancy
and appropriate method of resolution. Each level must be completed
prior to proceeding with nextlevel.

Discrepancy identfication & further investigation to determine best
method for resolution. Further analysis would include determining type of
individual faculty course-load discrepancies (hours, prep, evaluation, # of
students, release) and proper method ofresolution. All possible scenarios
to be investigated for resolution. Sometimes, the appropriate resolution is
to allow the discrepancy to stand and then to note it as an exceptionin
reporting mechanism. Multiple instances of Evolve/MAPS are utllized at
the same time throughoutdifferent levels to identfy discrepanciesand
resolution.

Previous Faculty Workload/StudentContactHours (SCH) semester
reports, HR/RO/ITS Analysts, forms & reports (SWF teaching contact
summary, curriculumgrids, data integrity queries & mismatched section

query.
The incumbent will also refer to past practices.
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3. Analysis and Problem Solving

Key issue or problemencountered

How is it identified?

Is further investigation required fo define the
situation and/or problem? Ifso, describe.

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

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

Key issue or problemencountered
How is it identified?

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

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

What sources are available to assist the
incumbent finding solution(s)? (eg. past
pracfces, established standards or guidelines).
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#2regular & recurring

Inaccurate data stored within the MAPS gets published to various
queries/reports and departments. E.g. Assigned/Unassigned inaccurate
reporting to schools identfying courses that are not fully assigned, yetin
actual work loading, the course sections are fully stafied )

Incumbent s informed aboutinaccurate data by end users, chairs, deans
or workload officers find inaccurate data

Yes. The incumbent must performa detailed review and analysis to
determine the type and location of the inaccurate data.

Understanding ofthe business needs, curriculum/work loading
relationships and the database structure is required. The incumbentwill
follow data through tables, queries and reportto identfy the root location
and levelof error. Where feasible, the incumbent will develop queries to
assist with identification of errors. These errors may be due to process,
data, or keying. High-level errors are recffied by incumbent; other errors
will be referred to workload/curriculumofiicers for resolution. The
incumbent will verify that the data has been corrected, repeating the
processif it has not

Previous semester data & reports. Past solutions used to inform
resolution.

#3regular & recurring

Troubleshooting systemissues within Master Academic Information
System (MAPS).

Identificaton by the incumbent and/or end-users of MAPS.

Yes. Investigate the problemwithin MAPS determining where the issue
lies to determine if issue arises from data input error; if this is the situation
then confact with end-user is required o correctinputof data. Ifissue
resides in report/query structure, incumbentmust resolve and redistribute
query/report Ifissue is within system structure then an issue must be
logged with ITS identfying problem.

The incumbent would examine the MAPS system to determine where
issue is occurring. Ifincumbent can identfy and determine why issue is
occurring or if unable to determine then an issue is logged with ITS for
resolution. Logged issues should include any findings as well as table
names, fields, samples, efc.

Incumbent would work with ITS Developer o ensure resolution of issue.
Incumbent will test and signoff the completed product.

Previous fickets logged & resolved. May review with Business Analysts to
joinly problem-solve.
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Analysis and Problem Solving

Key issue or problemencountered

How is it identified?

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

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

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

pracfices, established standards or guidelines).

Key issue or problemencountered

How is it identified?

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

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

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

Requirementidentified for specialized reportfor distribution of data contained
in the MAPS. e.g., a school requires report on students completing Dual
Diplomas (taking 2 programs concurrently)

Requestreceived fromend users, Chair or Dean.

Yes. Identfy scope of report, data inputs, data table locations, iming of
request, data extraction & consolidation methodology.

Once reportrequirements have been defined, the incumbent will decide
how fo gather data, conductdata testing, dratftinitial report& then finalize
for distribution.

Previously designed reports, discussions with end users and Business
Analysts.

#2 occasional

Operationalizing unique delivery of curriculumas a result of academic
redesign (e.g. modularized delivery of semester curriculum) within
constraints of Evolve/ MAPS.

Discussions with DEAN, Chair, program co-ordinator

Yes. Incumbent needs to determine best way to record the data. The
incumbent would review proposed curriculumand total programhours to
determine impacts from academic redesign. Determines how this would
impact other schools for cross-school courses.

The incumbent must address uniqueness ofdelivery while maintaining
the system structure. Data gathering and analysis of course, deliveries
and stafing models to determine best method for implementation. Some
instances require change to existing system functionality to operationalize
as intended.

Identificaton and nofificaton of other areas where impacts would result
(calendar, levelload, course catalog, imetabling, workload assignment).

Past practices, discussion with DEAN, Chairs, programco-ordinators,
timetablers
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4. Planning/Coordinating

Planningis a proactive activity as the incumbent must develop 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 ofplanning and/or coordinating that are regular and recurringand, if
presentin the position, up to two (2) examples that occur occasionally:

#1 regular & recurring

List the projectand the role of the incumbentin Plans post-secondary course offerings within the Academic Division
this activity. incorporating delivery patterns, roomrequirements, imetabling needs, and
graded components; this forms the ‘building block’ for budget, imetabling
and workload processes each semester. Further tracks the curricular
changes by academic year for schools. (Risk to the school budgets if
changes not identified)

What are the organizational and/or project Must have strong attention to detail be able to coordinate large volumes
management skills needed fo bring togetherand ! of information.
integrate this activity? Ability to analyze data fom different perspectves to meetthe needs of

various stakeholders (e.g. budget, RO, tmetabling, Bookstore).

List the types of resources required to complete | Curriculumgrids, enrollmentreports
this task, project or activity.

How is/are deadline(s) determined? Annual planning cycle determines the deadline.
Who determines if changes to the projector Dean or Chair determines the overall plan and any major changes such
activity are required? And who determines as addiional stafing, budgetary and imetabling impacts.

whether these changes have an impact on
others? Please provide concrete examples.
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Planning/Coordinating

List the projectand the role of the incumbentin this
activity.

What are the organizational and/or project

management skills needed to bring together and
integrate tis activity?

List the types of resources required to complete this
task, projector activity.

How is/are deadline(s) determined?

Who determines if changes to the projector activity
are required? And who determines whether these
changes have animpact on others? Please provide
concrete examples.

List the projectand the role of the incumbentin this
activity.

What are the organizational and/or project
management skills needed fo bring together and
integrate this activity?

List the types of resources required to complete this
task, projector activity.

How is/are deadline(s) determined?

Who determines if changes to the projector activity
are required? And who determines whether these
changes have animpact on others? Please provide
concrete examples.
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#2regular & recurring

Coordination and generation ofthe Faculty Workload/SCH Report
each semester for distribution to Academic Division and Human
Resources

Atention to detail, excellentorganizational skills to compile all
required information, detailed analysis o identify discrepancies.

Past SCH Reports.
AO staff to verify curriculum, workload & imetabling data

Annual Planning Cycle

AO Director & HR Operations Leader.

Eg., Fallwork stoppage impacted the published date for release;
determined adjusted tmeline; imeline impacted budget development
resources.

#3regular&recurring

Plans, organizes and implements modificatons to existing systems
and business processes o support change management within the
academic delivery redesign & business cycle. For example: the
development and implementation of reports to assist Chairs with
Faculty assignments. The incumbents work is the first step in
business processes and timelines. For example s/he lets the chairs
know when the reportis available, conducts annual training and then
refreshes throughout the process. S/he also advises W/O's when
rollover is ready including the steps they must take to follow the
timelines needed.

Organizational & coordination skills for project completion.

Annual Planning Cycle, historical data; currentbusiness processes;
ISG; extensive knowledge of MAPS Academic System.

Deadlines are determined by academic leadership or the Annual
Planning Cycle

Academic leadership.

Incumbent determines impacts on Service Partnersand
communicates with those areas for resolution, impacts to their
operations.
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Planning/Coordinating

List the projectand the role of the incumbentin this
activity.
What are the organizational and/or project

management skills needed to bring together and
integrate tis activity?

List the types of resources required to complete this
task, projector activity.

How is/are deadline(s) determined?

Who determines if changes to the projector activity
are required? And who determines whether these
changes have animpact on others? Please provide
concrete examples.

List the projectand the role of the incumbentin this
actvity.

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

List the types of resources required to complete this
task, projector activity.

How is/are deadline(s) determined?

Who determines if changes to the projector activity
are required? And who determines whether these
changes have animpact on others? Please provide
concrete examples.
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#1 occasional

Vendor sofware upgrade / bundle installaton. Incumbent must
consider integration impacts with MAPS system.

Incumbentmust develop projectplan to ensure appropriate testing of
bundles. This includes coordinating testing and modification to
testing scripts to ensure appropriate testing ofbundles.

Published System Documentation (Evolve)and documents
pertaining to MAPS structure

Deadline would be determined in collaboration with ITS and other
user departments.

Incumbent evaluates changes & determine scope; identify the
impacts on other departments. Major shifts in the schedule would be
referred fo Director, Business ImprovementEOLT determines overal
priorites.

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

Coordination, design, implementation and fraining of all new tools for
Academic Operations/curriculumand Work loading (ie budget tools,
work loading tools

Incumbent collects ideas from chairs, staff, creates scoping
document, creates and implements tools

ISG, Chairs, Academic Schedule, curriculumgrids, work loading
data.

Annual Planning Cycle. EOLT priorities, ALT timelines

Incumbent evaluates feedback from Chairs and Workload Officers,
pilots tools for feedback, creates business process for updates
annually - Incumbentmust determine if changes will be made in ime
for academic cycle or wait fill the nextround
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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).
Focus on the actions taken (rather than the communication skills) that directly assist others in the performance of their work or

skill development.

Though SupportStaff cannot formally "supervise" others, there may be a requirementto guide others using the incumbents job
expertse. Thisis beyond being helpful and providing ad hoc advice. ltmust be an assigned responsibility and must assist or
enable others to be able to complete their own tasks.

Check the box(es) thatbest describe the level of responsibility assigned to the posiion and provide an example(s) to supportthe
selection, including the positions that the incumbent guides or advises.

Regular& Occasional
Recurring

] ]
X u]
X O
X 0
0 X

FINAL: May 2016

Level

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

There isaneed for the incumbent to
demonstrate correctprocesses/ procedures
fo others so that they can complete specific
tasks.

The incumbent recommends a course of
action or makes decisions so that others can
performtheir day-to-day aclvies

The incumbentis an active participantand
has ongoing involvementin the progress of
others with whom he/she has the
responsibility to demonstrate correct
processes/procedures or providedirection.

The incumbentis responsible for allocating

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

Page | 12

Example

Functonal lead for the MAPS system. Daily
requirements for te incumbent fo
explain/demonstratt  how  to  process
transactions/enter data. First point of contact for
processing errors.

Creates, implements and frainsin new processes
for Workload officers to complete their daily work
in an efiicient manner — to catch any errors or
gaps that have risk to the college form the CA

When data fixes or configuration changes (e.g,
mass changes to Course Catalogue; data
cleansing with the Workload Officers to run the
data for Faculty Workload/SCH report; and
supporting implementation of new curriculum
delivery models including models that do not fit
currentsystem and business processes) are
necessary the incumbent is responsible for
leading a system-related project, allocating tasks
to others to ensure the completion of project
The incumbent makes decisions regarding
configuration strategies and responsible for
ensuring that the tasks allocated are completed
accurately.
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6. Independence of Action

Please illustrate the type ofindependence or autonomy exercised in the position. Considerationis to be given to the degree of
freedomand constraints that define the parameters in which the incumbent works.

What are the instructions that are typically required or provided atthe beginning of a work assignment?

Regular and Recurring Occasional (if none, please strike out this section)

Typical work assignments are carried outindependenty with
minimal instructions.

Objectives and outcomes are previously agreed toin
consultaton with Supervisor or other College leader (e.g.
Dean).

Timelines established in keeping with key system processes
and initiaives and as required to meet the deadlines
established in the Academic Schedule.

The position has a greatdeal of autonomy working directy
with other AO staff and service depariments as required b
identify and resolve issues, complete projects. Incumbent
meets with users to ensure exactrequirementsare
incorporated into workflow.

What rules, procedures, pastpractices or guidelines are available o guide the incumbent?

Regular and Recurring Occasional (if none, please strike out this section)

Academic schedule/calendar

College policies/procedures

Academic collective agreement/local agreements
Scheduling rules & guidelines

Past practices in Academic Operations
Legislative requirements

How is work reviewed or verified (eg. Feedback fromothers, work processes, Supervisor)?

Regular and Recurring Occasional (if none, please sfrike out this section)

Meetings with user groups and internal projectgroups. \When supervisor is off-site and unreachable, will need to

roceed with work without approvals.
Progress and projects are checked via discussionswhen a P wih workwihoutapprov

deadline approaches or upon completion. Supervisor review
work by exception only.

The system (in production) is also self-checked on a regular
basis and the essential criterion of success is whether or not
system developmentmeets the articulated user needs.

Projects delivered on-time, within budget
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6.

Independence of Action

Describe the type of decisions the incumbent will make in consultation with someone else other than the Supervisor?

Regular and Recurring

Occasional (if none, please strike out this section)

Functionality or business process needs for the MAPS and
other system tools that impact Academic Operations (e.g.
changing curriculum; enrolmentfuctuations, and/or other
integration points in College systems.

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

Regular and Recurring

Occasional (if none, please strike out this secfion)

Significant functional issues/problems. Changes to project
scope/budgetimelines. Stafing/resource issues related to
project planning and deadlines. Decisions related o
appropriate business/auditconfrols. Decisions related to
assignment of user profiles/security access for the MAPS.

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

Regular and Recurring

Occasional (if none, please strike out this section)

Developmentof data analysis tools, reporting mechanisms as
required for business and functional needs.

TroubleshootMAPS systemerrors and determines
appropriate soluton or action.

Issues escalation to IT Departmentor to other systems support
roles.

Determines the most appropriate solutions to recommend o
decision-makers to address an identified business/functional
need.

Project involving system functionality frequenty require in-
depth research, analysis of findings and creativity in
recommending nextcourse of action

Determines components of functional test plans. Establishes
mefrics regarding projectoutcomes.

Identifies process design issues; data flow mapping and
makes recommendations for processimprovement
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1. Service Delivery

This section looks at the service relationship thatis an assigned requirementof the position. It considers the required manner in
which the position delivers service to customers. It is not intended to examine the incumbents interpersonal relationship with
those customers and the normal anficipation of what customers want and then supplying it efficiently. It considers how the
requestfor 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 broadestsense as a person or groups of people and can be internal or external to the College.

Inthe table below, listthe key service(s) and its associated customers. Describe how the requestfor service is received by the
incumbent, how the service is carried out and the frequency.

Information on the service Customer Frequency
- . L . (D, W, M. I)*
How is it received? How is it carried out?
Requestfrom a functional area | Incumbentinvestgates to identify true nature | AO/other end-users;
regarding a systemissue. of the issue. Examine process, data and ITS; Academic Leaders; W
other system elements and impacts of the Management; other
issue. Recommend solutions (e.g. data fix) campuses
Primary College-wide contactfor the MAPS
requiring discussions regarding problems Service Partners: ISG; D
with the system, possible enhancements, Business Analysts
complex explanations, instruction,
negotations and general roubleshooting. i.e
programofstudy
New business need identiied. | ¢ongyitation with user departmentto detail | AO functional staft
functional requirements. Research and ITS;RO; HR; Finance; M
assess solutions (e.g. reconfiguration; Faculty; Management,
custom development). Impacts to other other campuses
areas must be considered.
Requestfroma functional area | Respondsto presenting needs and looks AO functional staff;
regarding a cusiomreporing | heyond those o anticipate changesoverthe | academics; Servie WM
requirement. : ; ;
entire business cycle. Designs & configures | Partners.
reports and queries o meet functional
needs.
System configuration and Engages rigorous functional and acceptance | AO functional staff, ITS;
accepiance tesing. testing to ensure the integrity of business Finance; RO; HR M
process & data. Documents as appropriate.
Curriculum/ Academic Delivery Reviewing curriculum, enrolment, delivery Dean’s D
Planning patterns to determine stafing plans Chairs

* D =Daiy W= Weekly
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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 o list both v erbal
(e.g. exchanging information, formal presentations) and writen (e.g. iniate memos, reports, proposals) in the section(s) that
best describes the method of communication.

procedural clarificaions or facilitating
informal learning opportunities.

service parners—HR,
Finance efc.

Communication Skill/Method Example Audience Frequency
(D, W, M I)*
Exchanging routine information, Networking at conferences or with Peersat other institutions. [
extending common courtesy productuser-groups.
Currentacademic delivery requirements | Deans/Chairs/Co- DIW
(sectioning, curriculumdelivery and ordinators
curriculumchanges)
, AO TeamMembers;
Informal meetings Service Parters; DW
Business Analysts
Explanationand interpretaion of | Direcions and instructions regarding AO end-users; ITS; D
information or ideas functional/technical aspects, project Management
priorities, deadlines, and acceptable
standards.
Project status reporting; consultations. End-users; projectteams; W
ITS; Mgmt
Imparting general functional or AO end-users; academics; W/M

Imparting technical information and
advice

Informal training on aspects of MAPS fo
new or existing individuals (one-on-one
opportunites)

Instruction of new system tools or
enhancementof existing tools that
reside outside of Evolve

Chairs; end user

Instructing or training

Developmentand delivery offormal
systems fraining sessions ina
classroom or workshop setting. E.g.
(module launch)

End-users ofall technical
levels.

Obtaining cooperation or consent

Negotiating

* D= Daily W= Weekly

FINAL: May 2016
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9. Physical Effort

Inthe tables below, describe the type of physical activity that is required on a regular basis. Please indicate the activity as well
asthe frequency, the average duration ofeach activity and whether there is the ability to reduce any strain by changing positions
or performing another activity. Activies to be considered are siting, standing, walking, climbing, crouching, lifing and/or
carrying light, medium or heavy objects, pushing, pulling, working in an awkward position or maintaining one position for a long

period.
Physical Activity Frequency (D, Duration Ability to reduce
W, M, 1)* strain
<1hrata ! 1-2hrsat | >2hrsata ! Yes ! No ! N/A
fime a time time
Siting at desk/ computer D X X
Personal computing (typing; mousing) X X
Lifing W X X

* D= Daily W= Weekly M = Monthly

| =Infrequently

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

X Light(upto 5 kgor 111lbs)

o Medium(between 5to 20 kgor 11 to 44 Ibs)

o Heavy (over20 kg or 44 Ibs)

FINAL: May 2016
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Large files and supplies when travelling between campuses
weekly
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10. Audio Visual Effort

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

the audio/visual efort and the focus or concentration needed to performatask and the duration of the task, including
breaks (eg. up to 2 hours at one time including scheduled breaks)

impact on attention or focus due to changes o deadlines or priorities
the need for the incumbent to switch attention between tasks (eg. mult-tasking where each task requires focus or

concentration)

whether the level of concentration can be maintained throughoutthe task or is broken due to the number of disruptions

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

Activity #1 Frequency Average Duration
(D, W M. Short<30mins i Longupto2hrsi Extended>2
hrs
Process redesign to map currentprocesses, M X
determine potential modifications, performUser (each
Acceptance Testing, implementation and semester)
document. (e.g, due to Evolve upgrade, pafches,
change in Collectve AgreementSWF template in
MAPS)

o Usualy

problems.

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

X No-Incumbentis the primary contact for the MAPS troubleshooting and functional enquiries. When engaged in complex
data analysis during peak imes, may often be interrupted by direct inquiries for current, urgentprocess or system

Actvity #2 Frequency Average Duration
(D, WM. Short<30mins | Longupto2hrs | Extended>2
hrs
Data input or extraction, manipulaton, and D/W X
analysis require extensive concentration and close
atiention to details

Usually

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

x  No--Incumbentis regularly interrupted by in-person requests, telephone and email. Interruptions may be for a completely
different task requiring incumbentto re-directatiention and focus to other area(s) of responsibility.

* D= Daily W= Weekly M = Monthly
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11. Working Environment

Please check the appropriate box(es) thatbest describes the work environmentand the corresponding frequency and provide an
example of the condition.

Working Conditions Examples Frequency
(D, W, M, I)*
X acceptable working conditions (minimal exposure D

to the conditions listed below)
O accessing crawl spaces/confined spaces

O dealing with abusive people

|

dealing with abusive people who pose a threatof
physical harm

O dificult weather conditions

O

exposure fo exireme weather conditions

O

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

handling hazardous substances

O

o smelly, dirty or noisy environment

Xotavel To Frosttwo days per week on average for W
curriculumsupportwork

O workinginisolated or crowded situatons

O other (explain)

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