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Position Description Form (PDF)

College: Sir Sandford Fleming
IncumbentsName: - VACANT

Position Title: PlacementLiaison (Health and Community Services) Payband: G

Position Code/Number (if applicable): S00538

Scheduled No. of Hours 35/w

Appointment Type: ___ X 12 months lessthan 12 months

Supenvisor's Name and Title: Bianca Sclippa— Manager, School Operations

Completed by: Bianca Sclippa, Manager, School Operations Health and Community Services
Date: Feb. 24,2022
Last Revision: July9, 2015
Revised: 01 Sept 16

Signatures:

Incumbent: Date:
(Indicates the incumbent has read and understood the PDF)

Supenvisor: Date:

Instructions for Completing the PDF

1. Read the form carefully before completing any of the sections.
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2. Answer each sectionas completelyas you canbased on the typical activities or requirementsfor the
position and not on exceptional or rare requirements.

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

4. Ensure the PDF is legible.

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

Position Summary

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

Provides proactive organizational support to the School of Health and Community Services
programs with Workplace Integrated Learning components. The incumbent provides
direct support to students, host agencies, program faculty and coordinators prior to, d uring
and post placement experience to ensure student success and organizational
effectiveness and efficiency with this aspect of program delivery. Responsibilitiesinclude
working collaboratively with key stakeholders to develop, maintain and continually improve
administrative processes and systems that will ensure quality control, documentation
standards, liability control, and represent the interests of the College and the professional
image of the programs.

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.

Al duties & responsibilitiesare to be consistent with Fleming’s Applied Learning Approximate %
' Framework: of ime annually*§
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1.

Work Integrated Learning Administrative Supportand Coordination -
Develops, maintainsand continuallyimproves upon standard operating
procedures and systems to support applied learning for H&W and JCD
programs. Thisincludes:

o Assisting Administrative Assistant (NARS) with all necessary non-
academic requirements, ensuring these are clearly documented and
current for all involved

e Employer and student tracking systems, databases and reports ()

e Communication structures/processes amongstfaculty and host
agencies and promotion mechanisms

e Scheduling and organizing pre, during and post activities such as follow
up phone calls, electronic placementsurveys and site visits if required.

e Maintenance/distribution of School/program specific placementmanuals

o Placementsite evaluation: develop (with input from faculty and
administration), and conductstudent surveys including compiling results
to be shared with faculty, students and placementhosts.

40%

2. Liaisonand communication support-

If the placementis college established, makes all administrative/procedural
arrangements, in collaboration with assigned faculty expertise and assistance as
needed. Acts as the primary point of contactfor faculty, students and host
agencies, responding to enquiries, providing proactive communication, liaising
with internal and external parties to collectand distribute timelyand accurate
information (eg. Job data, employer feedback).

Affiliation Agreement production, revisions, process, completion between
College and Host Sites

Ensures proactive communication with program Coordinators, faculty and host
agenciesto ensure early intervention if process related or referral to the
appropriate individual as required. During the actual placement, may perform
check-insandto ensure a smooth start up, timely submissions of mid-term/ final
evaluation and paperwork exchange.

Establishes and maintainsa Field Placementwebsite, working with key internal
college resourcesto ensure alignment(eg. Marketing, IT, Career Services) with
course outlines, program information pages, efc..

50%
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3. EmployerRelationship Development - 5%
Supports faculty in selecting and maintaining host agency relationships. T his
may include website searches for agency information, referral of enquiries from
potential host agencies as appropriate to faculty member

Works collaboratively with Career Senices Departmentto ensure alignmentand
sharing of key resources such as employer databases, market trend information.

Represents Schools of H&W and JCD internally and externally as required to
assist with promotion of placementopportunities and build industry relationships
(e.g trade shows, advisory committees, job fairs, classroom visits).

5%
4. Assists with other related duties as assigned
*  Tohelpyou estimate approximate percentages:
2 hour a day is 7% 1 hour aday is 14% 1 hour aweekis 3%
Y, day a week is 10% Y, day a month is 2% 1 day amonth is 4%

1 weekayearis 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 o1 year certificate o 2 year diploma

o Trade certification X 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:

Related health, Justice/Legal or communitydevelopment field (eg Health Office Administration /
Medical Office Administration with Community & Social Services Grad Certificate; Human Services
Management, Law Clerk, Paralegal etc)

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 includedinthe job posting and would be acquired prior to the commencementof the position. Do
not include courses that are needed to maintain a professional designation.
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X No additional requirements

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

O

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

O

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

O

2. Experience

Experience refers to the minimum time requiredin prior position(s) to understand how to apply the
techniques, methods and practices necessaryto perform this job. Thisexperience may be less than
experience possessed by the incumbent, as it refers only to the minimum level required on the first day of
work.

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

o Lessthan one (1) year

o Minimum ofone (1) year

)
o Minimum oftwo (2) years

(
o Minimum ofthree (3) years
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X Minimum offive (5) years Recent, relevant, progressive administrative experienceina

Healthcare, Community Services, Justice/Legal or related academic
environment communicating with multiple health and community
development/Justice/Legal disciplines. A strong knowledge of
operations within the health and human senices communityis
required to effectively communicate, promote and facilitate logistics
associated with work integrated learning opportunities to prospective
Healthcare & Community Services students and employers.
Experience working in an academic environmentis also an asset.

Additionally, demonstrated experience:

Working independently prioritizing, organizing and problem
solving own work.
Managing multiple demands from various sources, with
flexibility and adaptability.
Skills using a variety of Windows-based software including:
o spreadsheets (advanced level)
o Database including MS Access (intermediate level)

o MS Project, word processing, Internet, electronic
calendaring, budgettracking and
presentation/marketing software.

Planning and coordination skills with experience
independently prioritizing own work assignments

Proactively planning events and activities several months in
advance.

Public relations, marketing, presentation skills

Effectively communicating with individuals at all
organizational levels to resolve issues, interpret information,
policiesand procedures; providing clear explanations to
secure understanding.

Strong interpersonal skills, including the ability to build and
maintain positive rapport and collaborative relationships both
internally and external to the organization.

o Minimum ofeight (8) years

3. Analysisand Problem Solving

This section relates to the application of analysis and judgementwithin the scope of the position.
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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 recurringand,
if present in the position, up to two (2) examplesthat occuroccasionally:

3. Analysisand Problem Solving

Key issue or problem encountered

How is it identified?

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

Explain the analysis used to 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?

TFINAL: 20 Aug 2014

#1 regular & recurring

Resistance encountered (internally or externally) to adopting
new operating procedures and standardized documentation.

Either directly by the incumbent, through conversation with
students, faculty or host agencies. Alternatively, Chair, Dean
or Manager of School Operations informs the incumbentor
it's raised at a School Council, Coordinators meeting or PAC.

Incumbentmust drill down to find out the root causes of the
resistancein order to positively address the discovered
issues.

Through objective discussion, the incumbentmustdetermine
what elements of the new procedures are in contention and
tactfully explain the rationale for changes, offer support to
transition the change, be open to suggestions, and ensure
appropriate follow up or referral to Leader as necessary

Past practicesand procedures
Best practise information

Manager of School Operations/Chair/Dean/ advice or
intervention as required

#2 regular & recurring

Student established field placement experience in a relatively
new program is due to start in 3 monthsand a significant
number of students in the class have not been able to secure
a host site during their field preparation period.

Several students, faculty, Coordinator are comingto you to
enquire. Theincumbentreviews the regulartimelines for
when these student experiences should be locked down and
determines this program is behind schedule.
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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).

3. Analysis and Problem Solving

Key issue or problem encountered

How is it identified?

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

Explain the analysis used to 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).

8FINAL: 20 Aug 2014

Theincumbentmustassess several factors to determine the
extent of the problem including industry trends, depth of
Fleming’s host agency relationshipsin this area, general
economic environment.

Analyse data from Fleming’s employer databases, make calls
to potential agenciesinthe area, and consult with the faculty
and coordinator. Once data is collected, make
recommendations to faculty and Program Coordinator to
facilitate the selection process.

Past practise, experience, market trend data
Applied Learning Framework

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

A preceptorat a host agencyis unhappy about a placement
student, 2 weeks after the placementstarts complaining that
the studentis not meeting expectations — cominginlate, not
paying attention, seemsuninterested. Preceptor is
considering terminating the relationship.

Phone call or in person.

Further investigation through exploratory questions is
necessaryto determine the extent of the issues and how the
preceptor has attempted to resolve the situation. The
incumbentwill refer to the particular program or situation-
specific information related to this host agency.

Theincumbentmustassess the information received in order
to determine who this issue needs to be referred to for quick
resolution. .

Field Manual, School policies and procedures, , Educational
Agreement, Student Check List, Student Rights &
Responsibilities
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3. Analysis and Problem Solving

Key issue or problem encountered

How is it identified?

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

Explain the analysis used to 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).

4. Planning/Coordinating

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

Assessment of the appropriateness of a particular host
agencylpreceptor after receiving complaints about working
conditions, inappropriate assignments, and potential sexual
harassment.

Official complaint(s), observations over a period of time

Individual meetings with all stakeholders to review the
situation and further define the issues.

Incumbentmust determine what if any internal or external
policies, or procedures are appropriate and assist with
providing background information to support communications
between student, faculty and host site. . .

Past practise with this host site

Discussions with Program Coordinator and faculty
College policies and procedures;

Advice from Manageror School Operations/Chair/Dean

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

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

#1 regular & recurring

List the projectand the role of the incumbent i Host agency recruiting— incumbentis actively involved,

in this activity.
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working with faculty and Program Coordinatorsin
recruiting and retaining prospective agenciesto provide
field placements for students. Thisincludes planning
and coordinating outreach activities and agency visits
and presentations in consideration of the program cycle,
sector/industry cycles, availability of program
faculty/coordinator, etc.
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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.

Researchand planning skills, project managementto
align activities and logistics,
communication/marketing/presentation skills, persuasion,
time management, internal relationships.

Marketing materials; field manuals; curriculum
documents; employer databases; internet and social
media; Program Coordinator

Program curriculum (eg. Specific semester)

Theincumbentwould work directly with the Program
Coordinators, Manager of School Operations and the
Chair and implementchangeson a continuous
improvement basis. Major strategy changes would
require recommendations to the Dean.

#2 regular & recurring

List the projectand the role of the
incumbentin this activity.

Scheduling and follow up on host site Check-Ins. Check-ins
may take the form of phone calls or emails to host sites to
ensure that all procedural elements surrounding the
placement are satisfactory to them.

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

Incumbent must be aware of the specific needs of each
program (eg. semester when placement occurs, the
evaluation tool used, etc.), as well as the academic
calendar cycles which may vary from program to program.
Must develop project plans with key milestone dates and
advise stakeholders of their specific responsibilities to
ensure the student evaluations are completed and received
in time to ensure the student marks are recorded and the
student can graduate

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

Academic Calendar

Program curriculum, course outlines
MS Project software

Outlook calendar

Faculty schedules

How is/are deadline(s)determined?

Academic Calendar
Program Curriculum

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

Theincumbentwould decide if the projectplan can and/or
needs to be adjusted if a milestone is missed. The
incumbentwould be aware of impactsto others and
expectedto consultand advise appropriately.
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4. Planning and Co-ordinating
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.

11FINAL: 20 Aug 2014

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

Interview process coordination for a specific host agency
if requested. Theincumbentwould be responsible for
working collaboratively with faculty/Program
coordinator/students/host sites to ensure smooth
selection process for students and agencies, as required.

Interpersonal communication skills
Event planning, coordination and follow up
Flexibility and adaptability

Project Managementsoftware

Email/calendaring system
Academic schedule
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How is/are deadline(s)determined?

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

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?

12FINAL: 20 Aug 2014

Academic schedule

Collaboration between incumbent, faculty and host
agency

Theincumbentwould identify and recommend changes
to improve the process.

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

Incumbentis to ensure all placements are scheduled per
program requirements. Planning involves developing
critical path to ensure all placements are secured and all
pre-placementarrangementsare in place (faculty and
host sites).

Generally timelines are similar from semester to
semester. When programs have increased enrollment
and more host sites need to be secured, timeline
adjustments need to be made by the incumbent.
Changes include when the coordinators & host sites
must submit required documentation (Coordinators:
number of placements, preferred locations, etc; Hosts:
placementdocumentation, projectoutline)

Time appreciation to determine deadlines for required
information

Planning & Organizational skills
Accuracy, detail orientation
Communication skills
Relationship building skills

Historical program data where previous placements exist
Local network contacts

Program Coordinatorand faculty contacts

Project Managementsoftware

Email/calendaring system

Academic schedule

Incumbentplans critical path which includes establishing
adjusted deadlines for Coordinators & Host sites to
submitinformation
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Who determinesif changesto the projector | Incumbentdiscussesrequired changes with program
activity are required? And who determines | coordinators/ host site and subsequently determines
whether these changeshave animpacton | adjustments to timelinesaccordingly.

others? Please provide concrete examples.

5. Guiding/Advising Others

This sectiondescribesthe 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
assigned responsibilityand must assist or enable others to be able to complete theirown tasks.

Checkthe box(es) that best describe the level of responsibility assigned to the position and provide an
example(s) to support the selection, including the positions that the incumbentguides or advises.

Regular&  Occasional Level
Recurring
X O Minimal requirementto guide/advise

others. Theincumbentmaybe
required to explain proceduresto
other employees or students.

X o Thereis a need for the incumbentto
demonstrate correctprocesses/
proceduresto others so that they can
complete specific tasks.

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

In conjunction with, Academic
Administrative Assistant Guide/Advise
students concerning requirements before
they are allowed to go to placements

The incumbent is the primary contact for all
enquiries related to actual field placement
organization at H&W and JCD (as distinct
from the NARs coordinator/SOL)
Students/faculty arrive in the incumbent's
ofice with a wide range of questions and
very lile knowledge of college pracfces,
procedures or policies. The incumbent
provides detailed, step-by-step actions to be
taken 1o achieve their desired outcome.

Theincumbenthasan overall view of
host agency relationships and student
issues. On occasionswhenissues are
identified, the incumbentresolves or
makes recommendations to preceptors,
faculty and students to support student
progress and maintainthe agency
relationship.
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O O

provide direction.

6. IndependenceofAction

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

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

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)

The incumbent is aware of the day to day
responsibilities of the position in relation to the
academic cycle and the specific context of each
program’s field placements

Most assignments are completed with no
supenision and independent judgment and
thinking is required throughout the span of an
assignment.

Special projects are outlined generally by the
Supenisor.

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

Regularand Recurring

Occasional (ifnone, please strike out this section)

College Policies & Procedures

Applied Learning Frameworks

School Operational guidelines, policies and
procedures

Annual Planning Cycle

Budget Principlesand Accounting Procedures
Academic Schedule

College Calendar

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

Regularand Recurring

Occasional (ifnone, please strike out this section)
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Much of the work of the incumbentis performed
independentlyand is not checked on a regular
basis. A faculty memberwill be assignedin the
preparatory phases of field placementto provide
expertise and assistance as required

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)

Assigned Program faculty/coordinators will provide
expertise and assistance with the selection of host
sites, student matching, student information, host
site information, efc.

Host sites — educational agreements; periodic
procedural check-ins

Registrar’s Office — verification of marks, historical
academic standing information.

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

Regularand Recurring

Occasional (ifnone, please strike out this section)

Staff and HR issues requiring signature and/or
approval of the Academic Senvices Leader/Chair.

Facilitesand maintenancere. Space
utilization/needs.

Internal or external complaints or problems that the
incumbentcannotsolve it on his/her own (eg.
Student being refused attendance at a field
placementsite).

Major deadline/workload conflicts.
Conflicts and/or sensitive issues requiring
unscheduled and immediate administrative
resolution.
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Describe the type of decisionsthat would be decided by the incumbent.

Regularand Recurring Occasional (ifnone, please strike out this section)

Theincumbentdevelops and/or modifies new and
existing systems and processesto meet the needs
of the programs/school,and placementsites and
students as needs change.

Website content design and maintenance once
overall conceptis approved.

Host agencylpreceptor check-ins enabling triage
and involvement of others as necessary. .

7. ServiceDelivery

This sectionlooks at the service relationship that is an assigned requirementof the position. It considers
the required mannerin which the position delivers senvice to customers. It is notintended to examine the
incumbent'sinterpersonal relationship with those customers and the normal anticipation of what customers
wantand then supplying it efficiently. It considers how the request for service is received and the degree to
which the position is required to design and fulfil the service requirement. A "customer” is defined in the
broadest sense as a person or groups of people and can be internal or external to the College.

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

Information on the service Customer Frequency
(D, W, M. )*

How is it received? How is it carried out?
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Employer contacts - Provides general Employers
incumbentby phone or information conducts
emailrequesting a pre-screen interview
informationon a particular on the phone

field placement, particularly
if service learning
opportunity..

- Tosupport Facultyin
determining
appropriateness of
potential host site,
incumbentmeets with
the hostagency to
determine which
Program of Studies
options appropriately
match the employer; if
a match seems likely,
arranges and
participatesin an
interview with the
appropriate contacts
(Program Coordinator,
Host site)

General information - Incumbentresponds | Students, faculty, college staff
requests regarding to the request by

Placementpolicies, providing information

procedures, forms, etc. verbally or through
documentation

- Refers unusual
requests to the
Program Coordinator

Studentrequestfor _ Meetwith studentand | Pre-placementstudents
assistance with specific job discuss market issues

search need in planning for

and provide leads
his/her placement P

from Employer
Database;

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

8. Communication

In the table below indicate the type of communication skills required to deal effectively with others. Be sure
to list both verbal (e.g. 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
(D, W, M ,Iy¥
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Exchanging routine
information, extending
common courtesy

Inquiries, general information
regarding placements. Assesses
and recommends positions

Host agencies

Assigned Program
Faculty/Coordinators

Main first point of contactfor all
enquiriesrelated to H&W and
JCD Placementexperiences.

Students, faculty, staff

Explanation and Verbal: Explains college Faculty, employers, D

interpretation of information | placementpolicies, procedures, : students
orideas academic eligibilityrequirements
and workplace obligations.
Verbal/written: P
erbal/written: Presents to Dean, Chair, y

classeson request of faculty
regarding procedures for
Placements

Coordinators

Written: Provides reports and
analysis of employer information
to Dean, Chair, Program
Coordinators

Imparting technical

) : , Represent the School and
information and advice

programsat Trade Shows and
Job Fairs explaining the various
types of work integrated learning
offered and how these
experiences benefit employers,
students and industry partners.

Employers, students, | |
industry partners

Instructing or training

Obtaining cooperation or
consent

Negotiating

* D=Daily W= Weekly
9. Physical Effort

M =Monthly | =Infrequently

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.
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Physical Activity Frequency Duration Ability to reduce
(D, W, M, I)* strain
<t1hrat i 1-2hrs {>2hrsat | Yes { No { N/A
atime atatime | atime
Sitting at desk D X X
Standing and walking D X X
M X X
Sitting in meetings taking notes
W X X
Lifting - Light
X X
Lifting - Medium
* D=Daly W=Weekly M=Monthly |=Infrequently

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

X 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)

10. Audio Visual Effort

Equipment/supplies for meetings — notebook,
handouts, marketing materials

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.
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Project 2010 by mapping out sequences
of events and activities and what
information from each informs the next,
then creating timelines for each creating a
critical path for the project. Involves
coordination of activities across multiple
initiatives simultaneously.

Activity #1 Frequency Average Duration
(D’ W, M, l)* Short < 30 mins Long up to 2 hrs Extended > 2 hrs
Creating Project Gantt Charts using MS M X

Usually

alternate location to perform this work.

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

X No - officeis shared with high volume of interruptions from faculty and students. Thereis notan

many different host agencies and different
program faculty, each exchange requiring
some knowledge of the unique discipline

and it's approach to professional practice

Activity #2 Frequency Average Duration
(D' W’ M’ l)* Short < 30 mins Long up to 2 hrs Extended > 2 hrs
Handling multiple communications from D X

Usually

alternate location to perform this work.

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

X No - office is shared with high volume of interruptions from faculty and students. Thereis notan

* D=Daily W=Weekly M =Monthly

11. Working Environment

| = Infrequently

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

Working Conditions

Examples

Frequency
(D, W, M, I)*
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X acceptable working conditions (minimal
exposure to the conditions listed below)

Office environment

O

accessing crawl spaces/confined spaces

1 dealing with abusive people

O

dealing with abusive people who pose a
threat of physical harm

difficult weather conditions

O

O

exposure to extreme weather conditions

|

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

O

handling hazardous substances

smelly, dirty or noisy environment

O

X travel

Travel to host agencies, trade shows will
be required on occasion

O

working in isolated or crowded situations

other (explain)

O

* D=Dally M=Monthly W =Weekly
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