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Position Description Form (PDF)

College: Sir Sandford Fleming

Incumbent'sName:

Position Title: Academic Workload and Staffing Specialist

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

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

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

(Indicates the incumbent has read and understood the PDF)

Supervisor: Date:
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Instructions for Completing the PDF

1.

2.

Read the form carefullybefore completinganyofthe sections.

Answer eachsectionascompletelyas you can basedonthe typicalactivitiesor requirementsof
the positionandnoton exceptional orrare requirements.

If you have anyquestions, refer to the documententitled "AGuide on Howto Write Support Staff
Position Description Forms" or contact your Human Resources representation for clarification.

Ensure the PDF islegible.

Responsesshouldbe straightforward and conciseusing simple factual statements.

Position Summary

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

Theincumbentworks closelywith School Leaderstosupportthe operationalaspectsofeffective recruitment,
selection, orientation and onboarding of full- time and contract faculty and part-time program support staff
withinthe School. Createsfaculty andstaff assignments ensuring consistency with college policies and
procedures, and collective and local agreements. The incumbenthas functional responsibility for the of
Standard Workload forms, contractfaculty contracts, maintenance of HR/payroll processes, workload data
analysis andreporting. Theincumbentprovidesadministrativesupporttothe Academic Chair.
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Duties and Responsibilities

Indicateasclearlyaspossible the significantdutiesandresponsibilities associated with the position. Indicate the
approximate percentage oftime for each duty. Describe duties ratherthandetailedworkroutines.

Approximate %

of time
annually*

1. Workload Processes: 40%

o CollaborateswiththeChairtodevelop comprehensivestaffing plans that
supportthe operational andstrategic needsofthe school.

o Schedulesandmeetswith full-time programteamswith the Chair to identify
staffing preferences.

o DewelopsStandard Workload Forms (SWF),basedonprojected curriculum
and enrollment projection information, meeting established timelines, within
the parameters of the Academic CollectiveAgreementandlocal
MemorandumofUnderstanding, for approval by the Chair.

o RunDay10 and AuditSWFs.

o Ondirectionfromthe Chair,makes adjustmentstothe staffing plan and
SWFs relative to section changes due to enrolmentfluctuations.

o Preparesandverifies contractfacultystaffingplansforapproval by the Chair
andprovides operationalsupporttomaking offers; generates contracts in
accordance with College policyand the Collective Agreement.

o \Verifiesfull-timeand contractfacultyassignmentsfordata accuracyfor
submissiontotimetabling.

o Maintainsthe CoordinatortabletoreflectcurrentCoordinatorsfor viewingon the
web/portalandfor Collegeaccess.

o Maintains dataintegrityand ensures allsystems are up-to-date with accurate
workloading informationto support SWF/contract development & reports (eg.
FacultyWorkload/SCHReport)

 Identifies, resolves,and/orredirectsanypotentialinconsistencies and/or
workloadissues tothe Deans/Chairs.

o Supports the developmentofTechnician/Technologistschedules
and supports the operationalization of contracts.

o Communicates room/timetable changestofaculty/students.
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2. OperationalAcademic StaffingSupport

Managesthe calendarofthe Chairand arrangesmeetings,as requested.
Provides operationalsupportinthe creationand maintenanceof program
specific hiring criteriaforeach program of study.

Assists SchoolLeadersinthe schedulingandsupportofcontractfacultyand
part-timetechniciansinterviewsandhiring processes.

Coordinatesthe newfacultyschool-specificorientation program including
updating materials, organizing logistics, providing onboarding weblink, and
assistingwith the delivery.

Liaiseswith Teachingand LearningSpecialistsrelatedtonewhire orientation
andtraining (egH&S, AODA, efc.)

Coordinatesandorganizes academic staffon-boarding,in
collaborationwithOEHRasneeded, including new hire forms for completion
(payroll forms, employee inputstep calc)and arranging foritems suchasoffice
andtechnicalequipment.

Followsupon outstanding on-boarding documentation.

Reviews completedfacultyinput step calculationformstoensure proper
completion;followsupwithfacultyas required;imports information from

employee inputstep calculation form into “school” step calculator.
Firstpointofcontactfor facultyand technicians/technologists for queriesabout
SWFs orcontracts,with referralto the Chair, ifrequired.

20%

3. HR/PayrollRelatedProcesses

Ensures data integrity and confidentialityof MAPS, including revisionsand
updates, andinformationis relayedto Payroll for proper compensation.
UtilizesEvolve system to producecontractletters.

EnsuresMAPS Workload datato conform to payroll system and
processes.

Verifies bi-weeklypayroll data reports from HR.
Processestimesheetsandexceptionreportsforcontractfaculty and support
staff.

Responsible fortrackingall signedworkload documentsand ensuresHR
receivesalldocumentstomeetunion/contractual timelines and payroll
deadlines.

10%

4. InstructorAssignments & TimetablingProcesses

Provides timetablerswithallinstructorassignmentsona semester-
by-semesterbasis.

Provides addendumstotimetablersasinstructorassignmentsare updated and
revised throughoutthetimetabling process.

Liaises between the Chairand timetabling to problem solve and determine
whichcourse/section(s)fitwithexistingtimetablesandare conflictfree

10%
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5. OperationalSchool Support

Coordinatelogisticsrelatedto accreditation processes.

Assists withrecordkeepingand/orreporting ofquality processes.
Coordinatescourseoutlinereview assignments.
Trackandmonitorthe collectionand submissionofgrades. Followsup

withfaculty as neededandadvises the Chair.
Assist with curriculum verificationlogistics.

10%

6. Start UpSupport

In collaborationwiththe School OfficeAdministrativeAssistant, verifies
scheduling, D2L and course outline systems confirming facultyteaching
assignments.Followsupasappropriate torectifyanyissues and assistswith
appropriate systemssetup(e.g.

correctsectionassociation). Refersunresolvedissuestothe Chair.

In collaboration withthe SchoolOfficeAdministrative Assistant, reviews
enrollmentreportsandflagsthe Chairforareas to be reviewed.
Actsasaback-up to the School Office Administrative Assistant.

5%

7. Otherrelated duties as assigned

5%

* Tohelp you estimate approximate percentages:

Z2nouradayis 7%

I'houra aayis 147%

I houra WeeK'1S 3%

72 day a Weeks TU%

72 day a monmn'is Z%

Idayamoninis4

' weeKa year Is 2%
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Education

A. Checkthe boxthat bestdescribestheminimum level of formal educationthatis required forthe
positionandspecifythe field(s) of study. Donotincludeon-the-job training in thisinformation.

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

1. Field(s)ofStudy:

Business Administration, Office Administration or related discipline

B. Checkthe boxthat best describestherequirementforspecificcourse(s),
certification,qualification, formaltraining or accreditationinadditiontoandnot part ofthe education
level noted above andinthe space provided specifythe additionalrequirement(s). Includeonlythe
requirement thatwouldtypicallybe includedinthejob postingandwouldbe acquired priortothe
commencementoftheposition. Donotinclude coursesthatare neededtomaintainaprofessional
designation.

X No additional requirements

| Additionalrequirements obtainedby

course(s)ofatotal of 100hours or
less

| Additionalrequirementsobtained by
course(s)ofatotal between101and 520
hours

| Additionalrequirementsobtainedby

course(s)ofa total of more than520
hours
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2. Experience

Experiencerefersto the minimum time required inprior position(s) tounderstandhow to applythe
techniques, methods and practices necessaryto performthis job. This experience maybe lessthan
experience possessedbytheincumbent,asitrefers onlyto the minimum level required on the firstday of

work.

Checkthe boxthat best capturesthe typicalnumberof yearof experience,inadditionto the necessary

educationlevel, required to performthe responsibilities ofthe position and, inthe space provided, describe

the type of experience. Include any experience that is part of a certification process, but onlyif the work
experience or on- the-job training occursafterthe conclusionofthe educational course orprogram.

Less than one (1) year

Minimum of one (1) year

Minimum oftwo (2)

years
Minimumofthree (3) years

Minimum offive (5)

years
Minimum of eight(8) years

Final - 2021

Relevantexperienceinan office servicesenvironment.

Experience workingindependently,organizing, problem solving and
prioritizing own work withina team environment

Experience using variouscomputerapplications,i.e. word
processing,databaseandspreadsheet
applications,e-mail, Web designsoftware, payroll systems software
Excellentinterpersonalskills toworkwitha wide variety of
clientsinaconfidentialmanner

Abilityto proactivelyplanandprioritize a yearin advance
(annualplanningcycle)

Experiencewithcreating staffingassignmentswithina unionized
environment.

Experiencedealingwithmultipleand competing priorities

in afast-pacedofficeenvironment.

Strong communication (verbal and written)skills
Experiencedealingwithmultiple stakeholders.
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3. Analysis and Problem Solving
Thissectionrelatesto the application ofanalysisandjudgementwithinthe scope ofthe position.

Thefollowingchartshelptodefinethe level of complexityinvolved in the analysis or identification of situations,
informationorproblems, the steps takento developoptions, solutionsor other actionsandthe judgement
requiredtodo so.

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

#1 regular&recurring

Keyissue or problem encountered. o Asthe liaison between School Leaders regarding
workloads, theincumbentisoftenapproachedbyfaculty
with concerns or questions about their SWFs/contracts.

How is it identified? o Asafirststep inrespondingtoqueries,the
incumbentis expectedtoprovide facultywitha
comprehensive understanding ofthe process usedto
arrive at theirworkload.

Isfurtherinvestigationrequiredtodefine | o  Carefulattentionmustbe paid tocommunication to ensure

the situation and/or problem? Ifso, that confidentialityis not breached, and that the approach
describe. usedwith eachindividual is adaptedto meettheirneeds.
Explain the analysis used to o Communicationinvolves explaining theworkload and
determinea solution(s)forthe SWF/contract details, clarifying information/questions,
situationand/orproblem. promoting an understanding of the overall workload

process and collective/local agreementrequirements,
explainingother options, articulating whytheir workload is
the best option of those available, explaining how
changesimpact others, and providing information about
nextsteps if not satisfied (i.e. process for Workload
Monitoring Group complaints, Chair meeting). Successful
communication strategies at this stage will diffuse issues
and prevent them from escalating to the nextstep of
Chair meeting /Workload Monitoring Group . T hiswould
require additional imeand resources to review workloads

and resultin further delays inaddressing the
concerns.
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What sources are available to assist the
incumbentfinding solution(s)? (eg. past
practices,

establishedstandards or
guidelines).

Analysis andProblem Solving

Key issue or problem encountered

How is it identified?

Is further investigationrequiredto define
the situation and/or problem?Ifso,
describe

Explain the analysis used to

determinea solution(s)forthe
situationand/orproblem.

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?

Final - 2021

Collectiveagreements,local agreements,MoU

#2 regular&recurring

High volume of change resultsina cascade of
changesaffectingmultiple facultyand workloads across the
semesters

Analyze reports for understaffing/overstaffingissues,
enrolmentnumbers, sick leaves, maternityleaves,
retirements, reduced workloads, contractfaculty
availability

Cross centre investigation, collaboration with
colleagues,timetabling principles

Theincumbentmustanalyze existingtimetables to
accommodate hires when teaching conflicts arise. T his
becomes extremelydifficultand involves scrutinizing
course,facultyand student group timetablesto determine
howthe faculty

canbe accommodated.

Timetables, Timetablingprinciples,Assigned/
Unassignedreport

#3 regular&recurring

Problems relatingto contractpayrollsuchas missed
paymentoroverpayment; missing
contracts

Often part-time, partialloadfacultyandpart- time
supportstaff presentthemselvesto the incumbentwith
workload, contract, and/or payroll concerns.
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Is further investigationrequiredto define
the situation and/or problem? Ifso,
describe.

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

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

establishedstandards or

guidelines).

Analysis and Problem Solving

Key issue or problem encountered

How is it identified?

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

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

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

establishedstandards or

guidelines).

Final - 2021

o Theincumbentisexpectedtoindependentlydeal withthe
situation by asking probing questions,
clarifyingthe problem/issue, researchingoriginal teaching
assignmentfromthe Chairs, verifyand reconcile contract
entry, and evaluate possible solutionsand arrive at
recommendations to resolve the problem.

o Theincumbentisexpectedtorelyuponhis/her in-depth
knowledgeoflocalunderstandingsand agreements,
collectiveagreementsandpolicies and procedures.
Coordination ofthe part- time/partial load contractsis
the sole responsibilityofthe incumbentfortheirschool.
The incumbentinitiates follow up on any deviation from
SWF/contractprocesses.

o Recordkeepingand hiringdocuments,HR/payrol staff

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

o Facultyare notattachedto timetable

o Facultyhave difficultyaccessingtimetables,class listsor
courseoutlinesthroughthe Evolve
Faculty Centre portal

o IncumbentverifiesInstructorassignmentand
submission through Timetabling; investigate their IT
accounts

o Investigate timetablegrids,checkaddendumreports,
checkwith timetabler, verify with uploaded information

o [T, timetablinggrds,
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Key issue or problem encountered

How is it identified?

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

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

What sources are available to assist the
incumbentfinding solution(s)? (eg. past

practices, established standards or
guidelines).

4. Planning/Coordinating

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

o Thesemesterhasstartedandthe incumbentisinformed
that afaculty (full-timeor contract)is notavailableto
teach dueto sickness, leaving the collegeetc.Those
teachinghoursmustbe coveredquicklyto ensure
studentsdonotlose classtime.

o Chairsadviseincumbent.

o Yes —clarifylengthofleave andalternatives to cover the
classes.Investigation requires

discussion with Chairs, Timetabling

o Review of affected workloads, analysis of timetables
to ensure availabilityofclasstimes does not create
conflicts; analyze if existing facultycanaccommodate
additionalhours;
determineifanyimpactsiviolations to Collective Agreement
provisions

o Timetabling,existingworkloads, Collective
Agreements, historicalteachingdatabase

Planning is a proactiveactivityas the incumbentmustdevelopin advanceamethod of actingorproceeding,
whilecoordinatingcanbemorereactive innature.

Using the following charts, provide up to three (3) examples of planning and/or
coordinatingthatareregularandrecurringand,if presentinthe position,upto two (2) examples thatoccur

occasionally:

Final - 2021
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Listthe projectandthe roleofthe
incumbentin thisactivity.

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

activity?

Listthe types ofresourcesrequiredto
completethistask, projectoractivity.

How is/are deadline(s)determined?

Final - 2021

#1 regular&recurring

Provides a leadershiprole in the planning and
production of workload information. The

incumbentis workingwith converging workload
information pertaining to multiple semesters.
Workloading processes are active inall three terms at
the sametime

Theincumbentresearches facultyteaching history
to determinethevariouspreparation and evaluation
factorsneeded to build the workload. T his
informationis currentlystored in multiple mediaand
locations

An extensive knowledgeofpoliciesand
proceduresisrequired.

Anticipatesandidentifiesconflicts/issueswith workload
planning and resolves themusing sound expertise
and problem- solving approach

Complexityoccurs when the incumbentis handling
information pertainingto 3 different semestersat the
sametime

Theincumbentworksdirectlywiththe School Leaders
to completetheWorkloadprocess.

Curriculum grids, historical data (SWFs),
collectiveagreement, local agreements/MoU, HR for
restricted and/or specialized workloads.
Assigned/UnassignedReports

Annual planning cycle, collectiveagreement
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Who determinesifchangesto the project + VP Academic Experience, SchoolLeaders
or activity arerequired? And who o Enrolmentnumbers thatimpactonaddingor deleting
determines whether these sectionsofprograms
changeshaveanimpact onothers? Please
provide concreteexamples. o Theincumbentdeterminestheimpact on various
departments as a resultto SWF and/or
contracts

o Changesto both fulland contractfaculty work
assignmentshavetobedocumented and details
distributed to necessarydepartments(i.e.
timetabling)in a timelyfashiontoensurethat
workloads,contractlettersandtimetablesare
correct

o Regularyinvolved withmultiple tasks

Planning/Coordinating

#2 regular&recurring

Listthe projectandthe roleofthe o Preparespart-timefacultycontractsbasedon
incumbentin thisactivity. unassigned and remaining workload hours.

What are the organizational and/or project o Organizes, monitors,andassistsfacultyin the
management skills needed to bring together preparationandprocessusedtogather faculty

and irt;%egrate this workload preference and FacultyRestrictionforms
activity?

o \erifies unassigned coursehoursforeach
academic school

o Theincumbent provides the Timetablerwith up-to-
date, accuratestaffingdetailsasthey occur

o Adjusts workloadsonanongoing basisasa resultof
workload negotiations between facultyandtheir
SchoolLeader

o Responsiblefortrackingall signed workload
documentsandensures HRreceivesall
documentstomeetcontractualtimelinesand payroll
deadlines

o LiaiseswithFinancetoensureFaculty
receives suppliesallowance
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Listthe types ofresourcesrequiredto
completethistask, projectoractivity.

How is/are deadline(s)determined?

Who determinesifchangesto the project
or activity arerequired? And who
determines whetherthese
changeshaveanimpact onothers? Please
provide concreteexamples.

Listthe projectandthe role ofthe
incumbentin thisactivity.

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

activity?

Final - 2021

o Verifies workload summaries ofall full-time and
contractfaculty assignments for data integrity for
each semester

o Contributesto system requirementsfor
workload planning andprocesses.

o LiaiseswithotherAcademic Workloadand Staffing
Specialists, ifneeded

o Collectiveagreements

¢ MoU

o SchoollLeaders

o Annual PlanningCycle

o Collective Agreements

o SchoollLeaders

o  Enrolmentnumbers thatimpactonaddingor deleting
sectionsofprograms

o Theincumbentdeterminestheimpact on various
departments as a result to SWF and/or
contracts

o Changesto both fulland contractfaculty work
assignmentshavetobe documented and details
distributed to necessarydepartments/(i.e.
timetabling)inatimelyfashiontoensure that
workloads,contractlettersandtimetablesare
correct.

o Regularyinvolved withmultiple tasks

#3 regular&recurring

o HR/Payroll Processes- Liaises with HR to ensure
timelyand accurate processing of payroll and
otherHR related proceduresin accordancewiththe
collectiveandlocal
agreements.

o Utilizescurrent/existingpayroll systemsto produce
contractletters. Workloaddatais
re-entered andre-codedto conform to payroll
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System andsubmittedforapprovalbySchool Leader

o Theincumbentmakescertainthatrevisions to the
informationare relayedtoPayrollto ensure proper
compensation

« Monitors and coordinates cross-school teaching
contracts,asapplicable,toensure compliancewith
the Collective Agreement

o Processestimesheetsandexceptionreports for
contractfacultyand support staff

o \rifies bi-weeklypayrolldata reportsfrom HR

Listthe types ofresourcesrequiredto o Upto date payroll forms, faculty course

completethistask, projectoractivity. assignmentsforms, collectiveagreements, payroll
schedules

How is/are deadline(s)determined? « HR

Who determinesifchangesto the project + HR, Incumbent

or activity arerequired? And who o Theincumbentmustensureaccuracyof

determines whetherthese contractpayroll-overpaymentand/or

changeshaveanimpact onothers? Please underpaymentwould impact on budget and faculty

provide concreteexamples. dissatisfaction. There is arequirementto decide

applicationofformulas based on the Collective and

Local Agreements/MoUs todetermine correct
compensation on SWFs and contracts.

Incorrectapplications resultin incorrectpay amounts,
frustrated staff, wasted resources and duplication of
effort to correctthe situation. The opportunity for
erroris great due to the volumeof coursesthatare
staffed by part-timefaculty.
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6. Guiding/Advising Others

Thissectiondescribesthe assignedresponsibilityofthe positiontoguide or advise others (e.g. other

employees,students). Focusonthe actionstaken (ratherthan the

communicationskills) thatdirectlyassists othersinthe performance oftheirworkor skill development.

Though Support Staffcannotformally"supervise"others, there maybe a requirementto guide others using the
incumbent's job expertise. T hisis beyond being helpful and providing ad hoc advice. ltmustbean assigned
responsibilityandmust assistorenable othersto be able tocomplete theirowntasks.

Checkthe box(es)that bestdescribe thelevel of responsibilityassignedtothe position and provide an
example(s) to support the selection, including the positions that the incumbentguides oradvises.

Regular & )
Regurring Occasional

Final - 2021

Level
Minimal requirementto
guide/advise others. The
incumbentmaybe 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 specifictasks.

Example

Submission ofexception
reports,

Provides guidance to faculty re
correct processes for workload
development

The incumbentprovides detailed
interpretationof SWFs, contracts,
payroll, step
calculationsandexplainsnext steps
to resolve issues

Providesinformationregardingcorrect
process to follow to replace hours
when faculty go out on sick leave
during the semesterandanalysis
required tocover the classesina
timelymanner

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

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

¢ Theincumbentisan
active participantandhas
ongoing involvementin the
progress of others withwhom
he/she hasthe responsibilityto
demonstrate correct
processes/procedures or
provide direction.

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

5. Independence ofAction

Please illustrate the type of independence orautonomyexercisedin the position. Considerationistobegiven
to the degree offreedom and constraintsthatdefine the parametersin whichthe incumbentworks.

What arethe instructionsthatare typically required orprovided at the beginning ofa work assignment?

Occasional
Regularand Recurring {i£none please strike-out this section)
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o Theincumbentcarriesoutwork
independentlyinrelationtothe
academic cycle. Theincumbentinitiates
and follows through on various
academic processes,workingcloselywith
the SchoolLeaders. The
incumbentdetermines appropriate
process for completion oftasks.

o Mostassignmentsarecompletedwithno
supervision and independentjudgmentand
thinking is required throughoutthe spanofan
assignment.

What rules,procedures, pastpracticesorguidelines are available toguide theincumbent?

, Occasional
Regularand Recurring {ifnone please strike-out this section)

o Theincumbentperformstypicalwork
assignmentswithin broad parameters defined
by general organizational regulationsand
academic procedures

o Duetochangeswithintheorganization, the
incumbentisexpectedtobeflexible and adaptto
eachnewpractice,policy, procedure or
technology.

How is workreviewedorverified (eg.feedbackfromothers, work processes,Supenvisor)?

Occasional
Regularand Recurring G | tril ¢ thi ion)

o Work isreviewed by exception and/or
discussionofprocesses. Onoccasionorin

unusualsituations,the incumbent
may refer to supervisorfor clarification.

Independence ofAction

Describethe type of decisionstheincumbentwillmake in consultation withsomeone else otherthanthe
Supervisor?

. Occasional
Regularand Recurring (if none, please strike out this section)
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Working with Chairs to determine
assignmentsforfull-timeand contractfaculty.

In consultation with Timetabler to resolve
timetablingconflictswhenfilling TBAsafter
timetablehasbeenproduced

Coordinationofcross-schoolteachingto ensure
maximum allowed hoursnot
exceeded

Describethe type of decisionsthatwouldbe decidedinconsultationwiththe Supervisor.

Regularand Recurring

Occasional
. ol | tthi jon)

Conflicts and/or sensitive issues requiring
unscheduledandimmediate administrative
resolution.

Issues/concernswithemployeesthatcannot
beansweredby the incumbent

orare outside the parametersofnormal
procedures

Major deadline/workloadconflicts

Matters requiringachangein
policylproceduresorpastpractice

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

Occasional
(if none, please strike out this section)

o Theincumbentisresponsiblefor interpretation | «  Adjusted workflowdependentupon
andclarificationofrevsed practicesand for changingpriorities
modific ation of workload processes and
parameters to ensure compliance

Regularand Recurring

o Coordination of the part-time/partial load
contractsis the sole responsibilityof the
incumbent. The incumbentis frequently
requiredtouse creativityand independentaction
to streamline
processesto ensureaccuracyandimely payroll.
Creativity andindependent
actionthrough developmentofworkload
informationanalysis is required to prevent
delays orerrorsoccurring. The incumbent
initiates follow up on any deviation from
SWF/contractprocesses

6. Service Delivery

Thissectionlooksatthe senicerelationshipthatisan assignedrequirement ofthe position. ltconsidersthe
requiredmannerin whichthe position deliversserviceto

customers. Itisnotintendedto examinetheincumbent'sinterpersonal relationship with those customersand
the normal anticipationofwhatcustomerswantandthensupplying it efficiently. Itconsidershowtherequest
forseniceisreceivedandthe degreeto

which the position isrequired to design and, fulfill the service requirement. A

"customer"is definedin the broadest sense as apersonor groupsofpeopleand canbe internal or external to the
College.

In the table below, listthekey service(s)andits associated customers. Describehow therequest for
seniceisreceivedbythe incumbent,howthe senviceiscarriedoutand the frequency.

! TUEDEY T W= WeeKy ! NI '= MORTATY T TS REqUenty ]
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Information on the service Frequency
Customer (D, W, M.
Howis it received? Howis it carried out? 1)*
Workloads (SWFs)
o Meetingwithfaculty to o Incumbentbuildsworkloads | Facultyand staff M
review lastyear’s based on previous/revised School Leaders
semester workload and informationandstaffing
createsplanfor plans
approval by School
Leader o Distributes SWFsfor
review
Payroll
o Facultycontractsare o Incumbentbuilds workloads Contract faculty W
determined through fromcontractworkloadforms
Instructorassignment
process inschools + Contractsenteredinto
instructorassignment
and web-based payroll
system
« Hiing Processes of « Facultyactivation/ Faculty M
the SchoolLeader orientationfor semester
start-up
o+ InstructorAssignment +  Workloadssubmittedto Timetabler M
Processwith Schools timetabling
Administrative requests related! - Incumbentdetermines Students, faculty, D
toChair availability, conflictsand staff, college staff,
calendar, schedule and alternatives and external bodies,
priorities arrive by email, communic ates with coordinators
telephone, in person or requestor to ensure
through production is not
analysis ofreceived slowed/stopped.
documentation.
o Arequestfor System o Investigates possible HR, Other senvice
I process redesign from , solutions,recommends areas
Timetabling HR changesto streamline
operations

7. Communication

In the table belowindicate thetype of communication skills required todeal effectivelywith others. Besureto listboth
verbal (e.g. exchanginginformation, formal presentations)and written (e.g. initiatememos, reports, proposals)inthe
section(s)thatbestdescribesthe method of communication.
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*D = Daily

W = Weekly

M = Monthly

| = Infrequently .

Communication
Skill/lMethod

Example

Audience

Frequency

,W;M

o Exchanging routine
information, extending
common courtesy

Contactto setup network
, accounts fornew faculty,
issues relatedto the
network

ITS

M

o Explanationand
interpretation of
informationorideas

Explanation of
Collective/Local Agreements,
policies andprocedures, SWF
workloads, PT/PL
contractsandrates

Facultyand staff

Clarification,
consultation and advice re

workload processesand
information

Academic Workload
and Staffing
Specialistsin other
schools

Provide explanations/advice
with regard to SWF
Workloads, PT/PL
contracts,curriculum
delivery

Schoolspecificissues,
peak periodback-up

FacultySWFs,parttime
contractsissues,step
calculation process,
timesheets, exception reports
, leave of absenc e, reduced
workload

Requests forfaculty
reports

Facultyand Staff

D/W

Timetable accuracy/
restrictions/information

Timetablers

D/W

Final - 2021

Page 22



Support Staff PDF

theinterpretation of
SWFsfteaching
contractsand how they are
related to the provisions of
the

Collective Agreement.
Requires an understanding
of the technicalaspectsof
the CA, anunderstanding of
MoUs andCollege
procedures/practices (e.g.
Coordinator,team teaching)

andto be able to explain how

the numbers are calculated
on the SWF and how they

ot Frequency
Communication :
SkilllMethod Example Audience (D,’Y)\L, M
o Impartingtechnical Provides guidance and Chairs, Other W
informationand advice advice onuseof Evolve and School’'sAcademic
MAPS Workload and
Staffing Specialist
Provides information about Full-ime and W

contractfaculty

relate tothe CA
o Instructingor
training
o Obtaining
cooperation or consent

o Negotiating

Physical Effort

In the tables below,describethe type of physicalactivitythatisrequired on a regularbasis. Pleaseindicatethe
activity as wellasthe frequency,the averagedurationofeachactivity and whetherthere isthe abilityto reduce
any strainby changing positionsorperforming anotheractivity. Activitiesto be consideredaresitting, standing,

walking,climbing,

crouching,litingand/orcarryinglight, medium or heavyobjects, pushing, pulling,working in an awkward position
ormaintaining one positionforalong period.

* D =Daily W = Weekly M = Monthly | = Infrequently i
i Vi Frequency : Ability to i
Physical Activity (D. W, M. I} Duration reduce strain .
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<1hr
ata
time

1-2
hrsata
time

>2hrs

at d Yes
time

No ! N/A

Sitting

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

| Light(upto5 kg or11lbs)

1 Medium (between5t020kg or 11 to 44 Ibs)

| Heavwy (over20 kg or 44 |bs)

8. Audio Visual Effort

o Describethedegreeofattentionorfocusrequiredtoperformtaskstakinginto consideration:

» TheaudioNhisualeffortandthe focusorconcentrationneededto performa task and the duration
ofthe task, includingbreaks(eg.upto 2 hours atonetime

including scheduled breaks)

= Impactonattentionorfocus due to changestodeadlinesorpriorities

* Theneedfortheincumbenttoswitchattentionbetweentasks(eg. multi-tasking where eachtask

requiresfocusor concentration)

= Whetherthe level of concentration canbe maintained throughoutthe taskoris broken due tothe

number ofdisruptions

Provide up to three (3)examples of activitiesthat requireahigherthanusual needforfocus and concentration.

*D = Daily W = Weekly M = Monthly | = Infrequently '
Frequency Average Duration
Activity #1 (D,(}’\(, M, ! Short<30 Lon%up to2! Extended>
) mins rs 2 hrs

Data compilation, analysis.
Workload (contract/SWF)
informationis submitted from many
sources andrequires
significantconcentrationtoensure all
detailsare capturedcorrectly
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Can concentration orfocusbe maintained throughoutthe duration oftheactivity? Ifnot, why?

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

Frequency Average Duration
Activity #2 (D, W, M Short <30 Lon%upto 2 Extended
) mins rs >2hrs
Analyzing the status ofassigned/ M |

unassigned course hours and determining
if new assignments will fitthetimetable
andthe impact the changes will have on
the existing workloads which requires
extended periodsofconcentration

Can concentration orfocusbe maintained throughoutthe duration ofthe activity? Ifnot, why?

| Usually
I'No - senvice interruptions from School Leadersand faculty

Average Duration

o Frequency
Activity #3 . Short<30 | Lonqupto ! Extended>2
(D, W, M, 1) mins 3 rs hrs
Contract payroll entry — part- WM !

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

Can concentration orfocusbe maintained throughoutthe duration oftheactivity? Ifnot, why?

| Usually
X No - senvice interruptions from School Leaders and faculty

9. Working Environment

Please checkthe appropriate box(es)thatbestdescribesthe workenvironmentandthe corresponding frequency
andprovide anexample ofthe condition.
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*D = Daily W = Weekly M = Monthly | = Infrequently .
. " Frequency
Working Conditions Exarsnple (D, W, M, I)

acceptable workingconditions _
(minimal exposure to the o  Office Environment D
conditions listedbelow)

| accessing crawl spaces/confined
spaces
| dealing with abusive people

| dealing withabusive peoplewho posea
threat of physicalharm

I difficult weatherconditions

I exposure to extreme weather
conditions

I exposure to very high orlow
temperatures (e.g.freezers)

I handling hazardous substances

I smelly,dirty or noisy environment

O travel

I working inisolated or crowded
situations

I other (explain)
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