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Position Description Form (PDF)
College: Sir Sandford Fleming
Incumbent's Name: Vacant
Position Title: Maintenance Worker - Level II – Haliburton

Payband: F
Position Code/Number (if applicable): 

Scheduled No. of Hours_____40_______

Appointment Type:   __X_________12 months    _____________less than 12 months

Supervisor's Name and Title: Supervisor, Facilities Infrastructure and Operations
Completed by:
PDF Date:  July 23, 2025
Signatures:
Incumbent:
Date:

(Indicates the incumbent has read and understood the PDF)

Supervisor:
Date:
Instructions for Completing the PDF
1.
Read the form carefully before completing any of the sections.

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

3.
If you have any questions, refer to the document entitled "A Guide on How to Write Support Staff 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 simple factual statements.
Position Summary
Provide a concise description of the overall purpose of the position.
	Incumbent is responsible for various assigned general building and grounds maintenance tasks at the Haliburton Campus. 
Performs skilled tasks such as minor architectural, structural and mechanical repairs, regulatory compliance item inspections and testing. 



Duties and Responsibilities

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

	
	Approximate % of time annually*

	1. General Maintenance: 

Performs minor architectural repairs/replacements/refinishing to walls, floor, ceilings.  
Performs minor repairs and service to mechanical & electrical equipment – leak repairs, temperature adjustments, building automation components/systems, breaker resets. 

Provides triage for trades staff prior to attending to issues.
Assists with grounds maintenance as required
Performs basic facilities maintenance, including, but not limited to: Replacing/ adjusting/ repairing/lubricating & servicing - light bulbs/tubes, ceiling tiles, glazing & window treatments, motors, pumps, fans, filters, furnishings, fixture and equipment (FF&E)
Performs specialized caretaking functions such as cleanup procedures for designated substances 

Refers advanced issues to Facilities Supervisor. 

Provides direction & guidance to casual help (students) as required.


	40 %

	2. Building Hardware 
Repairs/replaces/maintains architectural doors & hardware - locksets, hinges, closure & exit devices, accessible door operators, card access components.

	15%

	3. Logistics
Transports items, including, but not limited to: furnishings, boxes, resources, to new locations.  Assists with staff/department relocations in general. Moves office furniture.  Liaises with Facilities office staff and space occupants to determine fit, form and function. 

Performs setups and resets for studios, labs and ad hoc events.

Responsible for ensuring space standards are maintained and rooms are set appropriately daily for use.


	 25%

	4. Facility Review and Inventory (Quality Assurance)

On a recurring schedule performs inventory and quality checks of all areas, and addresses defects as required. Documents in CMMS (eBase) and reports safety or otherwise emergent concerns immediately for Supervisor review.


	10%

	5. Emergency Response
Responds to various emergency situations.

Clears ice, snow, various debris, applying ice melt and shoveling as required maintaining an acceptable level of safety at building entrances exits, corridors, stairways and other non-contracted areas.
Operates snowplow truck and sander to apply salt and sand to driveways, pathways and parking lots as needed.

Liaises with snow removal contractor as necessary.

	5 %

	Other related duties as assigned  
	5%


*
To help you estimate approximate percentages:

½ hour a day is 7%
1 hour a day is 14%
1 hour a week is 3%

½ day a week is 10%
½ day a month is 2%
1 day a month is 4%

1 week a year is 2%

1.
Education
A.
Check the box that best describes the minimum level of formal education that is required for the position and specify the field(s) of study.  Do not include on-the-job training in this information.


X
Up to High School  


□
1 year certificate 


□
2 year diploma


□
Trade certification 


□
3 year diploma / degree

□
4 year degree or 3 year diploma / degree plus professional certification 


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


□
Doctoral degree 

Field(s) of Study:

	Minimum High School completion which included practical courses in relevant areas such as woodworking, general carpentry, mechanics, electrical, etc.


B.
Check the box that best describes the requirement for 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 requirement that would typically be included in the job posting and would be acquired prior to the commencement of the position.  Do not include courses that are needed to maintain a professional designation.

	X
No additional requirements


	

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


	

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

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


2.
Experience
Experience refers to the minimum time required in prior position(s) to understand how to apply the techniques, methods and practices necessary to perform this job.  This experience may be less than experience possessed by the incumbent, as it refers only to the minimum level required on the first day of work.

Check the box that best captures the typical number of years of experience, in addition to the necessary education level, required to perform the responsibilities of the position and, in the space provided, describe the type of experience.  Include any experience that is part of a certification process, but only if the work experience or on-the-job training occurs after the conclusion of the educational course or program.

	□
Less than one (1) year


	

	□
Minimum of one (1) year


	

	□
Minimum of two (2) years


	

	□
Minimum of three (3) years


	

	X
Minimum of five (5) years


	Facility maintenance experience in a large industrial / commercial environments including:

· General facility maintenance tasks

· Minor renovation and minor carpentry and finishing work
· Repairing and installing door hardware, panic bars and magnetic locks, closures, hinges, etc

· Knowledge of the requirements of facility maintenance within in a barrier free, accessible workplace.

· Adept in the use of power tools such as: table saw, skill saw, reciprocating saw, drills, mitre saw, etc.

Functional ability to utilize basic computer applications including word-processing, spreadsheets, internet and email. 
Experience with computerized maintenance management systems 
Experience working independently in a team environment

Demonstrated attention to detail in identifying defects while following set criteria (i.e. - conducting quality assurance audits) and document appropriately.
Demonstrated ability to communicate effectively with individuals at all organizational levels both verbally and in writing.

	□
Minimum of eight (8) years


	


3.
Analysis and Problem Solving
This section relates to the application of analysis and judgement within 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 to three (3) examples of analysis and problem solving that are regular and recurring and, if present in the position, up to two (2) examples that occur occasionally:

	
	#1 regular & recurring

	Key issue or problem encountered.


	Door Hardware Installation / repair due to malfunction / rekeying of hardware on single or multiple doors; 

	How is it identified?


	Regular inspection by incumbent, working from drawings and spreadsheets and staff feedback.

	Is further investigation required to define the situation and/or problem?  If so, describe.
	Determine the root of the problem when the lock is not working.  This may be broken components, lubrication required, or mechanical adjustment 

Incumbent to ensure proper stocking levels of hardware material is on hand. Works with Supervisor to determine bidding process and have specific locks made / pinned. Adjusts closures to facilitate smooth door closure and hinge action.

	Explain the analysis used to determine a solution(s) for the situation and/or problem.
	 Replacing lock hardware as required. Addressing door handles, thumb lock and closure. Documents repairs, installations and regular maintenance on door hardware

	What sources are available to assist the incumbent finding solution(s)?  (E.g. past practices, established standards or guidelines).
	Facilities Services Coordinator Technician & Supervisor aids with lock configuration and distribution channel. 


3.
Analysis and Problem Solving
	
	#2 regular & recurring

	Key issue or problem encountered


	As new Air handling units, gas pipes, electrical conduit, etc. are installed on the roof, ramps have to be made to allow safe access for Fleming and Contractor personnel.

	How is it identified?


	Facilities Supervisor and HVAC Techs provide information about areas of concern. Incumbent will work with said members on design incumbent will make and install wooden ramps on roof for HVAC worker safety and roof membrane integrity.

	Is further investigation required to define the situation and/or problem?  If so, describe.
	Incumbent will investigate possible roof leaks in the area, remove ballast carefully and assemble structure on the roof ensuring no sharps will penetrate the roof membrane. Also responsible for upkeep of older sections that pose H&S and membrane issues.

	Explain the analysis used to determine a solution(s) for the situation and/or problem.
	Addresses affects of weather and traffic on design, selection of wood and hardware. Also takes into account movement of personnel and snow shovelling / blower on the walkway. . Incumbent will measure, calculate angles, ensure H&S issues are taken into account (slip resistant metal grate that will protect workers and also not interfere with snow removal) and order raw materials. 

	What sources are available to assist the incumbent finding solution(s)?  (E.g. past practices, established standards or guidelines).
	The use of past designs, collaboration with team members / supervisor and material availability.


	
	#3 regular & recurring

	Key issue or problem encountered


	Water damage to drywall walls and ceiling. Removal of wet material needs to be done expediently to prevent mould growth. Determination of flooring and causal affect need to be reviewed and subsequent action put in place.

	How is it identified?


	Incumbent reviews problematic situations when cleaning, security or teaching staff provide feedback to Facilities Project Officer.

	Is further investigation required to define the situation and/or problem?  If so, describe.
	Need to help with root cause investigation of water ingress. Take safety precautions and wear proper PPE when removing damaged drywall / ceiling tile. Provide feedback to Supervisor regarding timing and assistance. Orders necessary material.

	Explain the analysis used to determine a solution(s) for the situation and/or problem.
	Ensure leak is fixed before final repairs take place. Patch using mould resistant drywall, prep for painting and relay timing to Supervisor. 

	What sources are available to assist the incumbent finding solution(s)?  (E.g. past practices, established standards or guidelines).
	Work with Supervisor and material supplier to order material. Connect with Supervisor on getting infrastructure fixed so issue does not reoccur. Ensure wall is smooth and will not show defects after painting.


3.
Analysis and Problem Solving
	
	#1 occasional (if none, please strike out this section)

	Key issue or problem encountered


	Identifies building envelope issues or concerns.

	How is it identified?


	Incumbent performs visual inspection or has been provided feedback from a member of the community.

	Is further investigation required to define the situation and/or problem?  If so, describe.
	Investigation of loose siding or soffits etc would require rental of lift device and inspection ensuring PPE and proper safety procedures for college community. 

	Explain the analysis used to determine a solution(s) for the situation and/or problem.
	Determine extent of problem with consultation of manufacturer / constructor. Be aware of potential safety issues for personnel in vicinity (example Desbiens Smoking pad) especially where high elevations can cause extreme safety issues for people directly below. 

	What sources are available to assist the incumbent finding solution(s)?  (E.g. past practices, established standards or guidelines).
	Past history, visual inspection and review of construction methods are required to understand potential concerns. 


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

	Key issue or problem encountered


	Temperature complaints of hot/cold rooms. Incumbent documents room information

	How is it identified?


	Incumbent observes or receives complaints from occupants

	Is further investigation required to define the situation and/or problem?  If so, describe.
	Log onto Building Automation System (BAS) and determine room status. If system shows HVAC unit in proper operation, adjust temperature to suit and monitor for feedback. 

	Explain the analysis used to determine a solution(s) for the situation and/or problem.
	While investigating room information on BAS, document fan information, schedule information and operation information. 
Document findings and report to Supervisor for correction next day by HVAC techs. 

	What sources are available to assist the incumbent finding solution(s)?  (E.g. past practices, established standards or guidelines).
	Review BAS guidelines and experience to determine the correct solution.


4.
Planning/Coordinating
Planning is 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 of planning and/or coordinating that are regular and recurring and, if present in the position, up to two (2) examples that occur occasionally:

	
	#1 regular & recurring

	List the project and the role of the incumbent in this activity.


	Doors hardware needs to be replaced with new locks of similar family. This would be a time sensitive job that requires new locks to be installed. Coordinate with occupants.

	What are the organizational and/or project management skills needed to bring together and integrate this activity?
	Identify hardware constraints. This involves listing lock hardware required per door and the said condition.   Connects with supervisor to discuss plan. Skills involve material ordering, scheduling timing of change with security and facility booking schedule.

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


	Supervisor and Facilities Services Coordinator Technician provide hardware for task. Incumbent suggests replacement order.

	How is/are deadline(s) determined?


	By priority, condition of hardware and by the supervisor.

	Who determines if changes to the project or activity are required?  And who determines whether these changes have an impact on others?  Please provide concrete examples.
	Directed by Supervisor, or mutually agreed upon proposals presented. Security manager and observation of use determines impact to others. 


4.
Planning/Coordinating
	
	#2 regular & recurring

	List the project and the role of the incumbent in this activity.


	Establishing a deferred maintenance list of routine repair needs. The facilities mgr will establish a list for the incumbent to review - incumbent is to ascertain trouble spots and / or serious maintenance issues for ongoing improvement projects. 

	What are the organizational and/or project management skills needed to bring together and integrate this activity?
	Proficiency in trouble shooting and identifying related problems to building integrity such as roof leaks, locks, life safety requirements. Good prioritization abilities.

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


	Past experience, spreadsheets of ongoing and past projects and communication with the Facility Supervisor. 

	How is/are deadline(s) determined?


	Often deadlines are driven by the academic cycle and seasonal considerations as well as the seriousness of the deficiency. The Facility Supervisor will be the ultimately responsible for the deadline determination.

	Who determines if changes to the project or activity are required?  And who determines whether these changes have an impact on others?  Please provide concrete examples.
	The incumbent and ultimately the supervisor.

For example, the repair of a water damaged classroom will impact students, and the supervisor may need to re-assign duties if the incumbent is dealing with another repair.


	
	#3 regular & recurring

	List the project and the role of the incumbent in this activity.


	Furniture requires modification to fit into its new office setting (this occurs in approx 40% of office moves due to fitting existing furniture into smaller offices and use of keyboard trays). The tenant/Incumbent places a work order to correct the situation. The incumbent upon receipt of the work order (verbal or email) will proceed to determine other means of fitting/modifying desk (I.e. in situations where design layout provided by move coordinator requires modification). Once agreed to correct modification, incumbent will receive a work order in the system; connect with stakeholder as to appropriate timing; design, make or order necessary material.  The individual will make the necessary adjustments along with the space holder to ensure they are happy with it. If there is a large change, facilities supervisor will be consulted.


	What are the organizational and/or project management skills needed to bring together and integrate this activity?
	Proper communication with all parties, reviewing schedules, having proper documentation put into CMMS (computerized maintenance management system), instigate process to modify by appropriate means and finally work the said modification. 

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


	Incumbent will work with Operations Officer, Supervisor, Supplier, Vendor and team members if necessary. Will utilize Evolve if necessary regarding timetables. There are no policies or procedures associated with this example.

	How is/are deadline(s) determined?


	Timelines in work order system are set by facilities supervisor and or project operations officer. The incumbent, connects with tenant to develop a mutually agreed to solution and timing. If there are problem issues, they will discuss with supervisor. Most commonly the deadline is driven by the academic cycle which is known to the incumbent as well as the supervisor. 

	Who determines if changes to the project or activity are required?  And who determines whether these changes have an impact on others?  Please provide concrete examples.
	Sometimes there can be well over 150 moves occurring, and furniture may need to be modified to suit tenant’s requirements.  Incumbent can determine impact and if not sure, connect with supervisor. .i.e. Desk will not fit properly into new office  


4.
Planning/Coordinating
	
	#1 occasional (if none, please strike out this section)

	List the project and the role of the incumbent in this activity.


	Convocation setups. Incumbent assists with a variety of tasks in organizing the College’s annual Convocation events while communicating with convenor

	What are the organizational and/or project management skills needed to bring together and integrate this activity?
	Working with RO dept, schedule student staff along with the necessary equipment to install and remove after the event is done. Coordinate efforts to go to Frost convocation.

	List the types of resources required to complete this task, project or activity.
	Admissions/Records staff, rental contractors, co-operation and assistance from co-workers. Overall plan and direction is from the Registrar office (RO). There are no policies or procedures associated with this task.

	How is/are deadline(s) determined?
	Schedule of events as set by the RO.

	Who determines if changes to the project or activity are required?  And who determines whether these changes have an impact on others?  Please provide concrete examples.
	Organizer of event (RO) would determine if the delivery of resources can be delayed. Incumbent  would determine how the student staffing would be adjusted to get the set up completed on time


5.
Guiding/Advising Others
This section describes the assigned responsibility of the position to guide or advise others (e.g. other employees, students).  Focus on the actions taken (rather than the communication skills) that directly assists others in the performance of their work or skill development.

Though Support Staff cannot formally "supervise" others, there may be a requirement to guide others using the incumbent's job expertise.  This is beyond being helpful and providing ad hoc advice.  It must be an assigned responsibility and must assist or enable others to be able to complete their own tasks.

Check the 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 incumbent guides or advises.

	Regular & Recurring
	Occasional
	Level
	Example

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

	X
	□
	There is a need for the incumbent to demonstrate correct processes/ procedures to others so that they can complete specific tasks.


	Demonstrates/instructs/ guides the work of casual help (summer students) on how to perform various maintenance projects. Coordinating set-up-, directing other maintenance on overall plan, ensuring that they are assigned by the supervisor to assist
Installs wall fixtures and other resources objects to meet accessibility codes

	□
	X
	The incumbent recommends a course of action or makes decisions so that others can perform their day-to-day activities.


	Guides the work of student workers, proving input on moves or installations that allows them to do the  job, such as where to obtain boxes, what to do with redundant resources,  how to carry items safely, what tools to use.

	□
	□
	The incumbent is an active participant and has ongoing involvement in the progress of others with whom he/she has the responsibility to demonstrate correct processes/procedures or provide direction.
	

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


6.
Independence of Action
Please illustrate the type of independence or autonomy exercised in the position.  Consideration is to be given to the degree of freedom and constraints that define the parameters in which the incumbent works.

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



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

	 Incumbent is provided with Work Orders that need to be completed. Must prioritize as discussed with Project and or Operations Officer / Supervisor. 
Work Orders instruct the activity, deadline / priority as well as contact information if needed.
	Incumbent is informed verbally to assist another staff member to aid in meeting a deadline.


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



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

	Work orders, verbal requests and instruction / training  - referred to daily 
 College safety manual – referred to as situation requires.



	


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



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

	Work is not examined routinely but is often visible to community and therefore feedback by either Supervisor or another is very likely, both positively and negatively.   Work is reviewed by discussion particularly regarding processes.

	Work is inspected personally by Supervisor.


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)

	Event setups…usually discussed with individual organizing event, or Facilities Operations Officer.
	 Works with co-workers depending on task and location of task to determine best results including safe operation for all.


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



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

	Extra help to complete work order requests (multi-person/ ”all hands” work)
Any direct request which would be brought to the attention of the Supervisor, such as skilled trades work, renovations, building operations. 
	How to facilitate a repair, when several options may be available.


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

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

	On an ongoing basis the incumbent identifies which they deem to be in need of repair and need to be reported. Example – ineffective ice/snow removal in parking lots, a broken window, floods due to plumbing/roof leaks. drywall and base trim damage, lock maintenance, thumb turn installation, etc.
Occurs on a frequent basis.

The incumbent has some freedom to determine own work schedule, by reviewing the orders for the entire day, and adjusting the sequence if timing is not sensitive/urgent.


	


7.
Service Delivery
This section looks at the service relationship that is an assigned requirement of the position.  It considers the required manner in which the position delivers service to customers.  It is not intended to examine the incumbent's interpersonal relationship with those customers and the normal anticipation of what customers want and 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 service(s) and its associated customers.  Describe how the request for service is received by the incumbent, how the service is carried out and the frequency.

	Information on the service
	Customer
	Frequency

(D, W, M. I)*

	How is it received?
	How is it carried out?
	
	

	Display or event setup.
Received from Facilities Operations Officer, work order generated by Supervisor

	Described in text and sometimes accompanied by a diagram or layout.
Sometimes co-ordinated with customer, at location

	Students
Staff
External exhibitors.
	D, W

	Receives specific direction from supervisor for maintenance work to be done.
	Follows direction through to completion of specific request.
	College Community
	W

	Installation / repair of equipment/ amenities.
Received via work order


	Consult room or area schedule to understand allowed time for job. Works with stake holder if necessary for proper installation / correction. Usually completed during absence of customer as courtesy, preventing disruption to customer, unless customer input is required.
	Staff
Building Infrastructure
	D

	Receives work orders via 2 way-radio, telephone, or computer which include problems i.e. lock does not function, water ingress causing drywall / ceiling damage.


	Uses work order to get to problem area and investigates problem.

Responds immediately to emergency calls


	College Community
	D

	Emergency safety issues. Generally received by two-way radio call.

	Immediate response by Incumbent, with assistance if deemed necessary.
	Students
Staff

Visitors

Building Infrastructure
	M


*
D = Daily
W = Weekly

M = Monthly

I = 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 ,I)*

	Exchanging routine information, extending common courtesy. Schedule via email, in person, phone or fax.

	Nature of problems

Price for materials

Provide follow-up on areas of concern to stakeholders / tenants.

give feedback to room user(s) if there is a different key when changing lock hardware while in connection with Project Officer and room occupant(s)

	Staff

Suppliers

Staff
College Community
	D
D
W
D



	Explanation and interpretation of information or ideas


	Performing a task is more involved/ complicated than indicated on work order. 

Task requires assistance of Other facility personnel.

Advising customers on preferred practices for event setups/displays, installation of equipment, etc. Can be verbal or written.
Instructing casual help (students) on maintenance tasks, locations

Providing assistance to co-worker on tool selection and experienced ideas
	Vendors
Co-workers

Customers

College Community 
Student staff

Co-workers
	I
M
M
D

I

M

	Imparting technical information and advice


	
	
	

	Instructing or training


	
	
	

	Obtaining cooperation or consent


	
	
	

	Negotiating


	
	
	


*
D = Daily
W = Weekly

M = Monthly

I = Infrequently

9.
Physical Effort
In the tables below, describe the type of physical activity that is required on a regular basis.  Please indicate the activity as well as the frequency, the average duration of each activity and whether there is the ability to reduce any strain by changing positions or performing another activity.  Activities to be considered are sitting, standing, walking, climbing, crouching, lifting and/or carrying light, medium or heavy objects, pushing, pulling, working in an awkward position or maintaining one position for a long period.

	Physical Activity
	Frequency (D, W, M, I)*
	Duration
	Ability to reduce strain

	
	
	< 1 hr at a time
	1 - 2 hrs at a time
	> 2 hrs at a time
	Yes
	No
	N/A

	Using tools while controlling equipment or resources


	D
	· 
	
	
	· 
	
	

	Standing
	D
	
	· 
	
	· 
	
	

	Walking
	D
	· 
	
	
	· 
	
	

	Lifting  light and medium weights
	D
	· 
	
	
	· 
	
	

	Lifting heavy weights
	I
	· 
	
	
	· 
	
	

	Driving Snow Plow with Sander
	I
	· 
	
	
	· 
	
	

	Moving resources (heavy desks and other items), doing daily set-ups requiring extra care and concern for the door, door frame, walls and the furniture
	D
	
	· 
	
	· 
	
	

	Standing on ladder to change lights, ceiling tiles

	W
	· 
	
	
	· 
	
	

	Shovels snow at assigned areas.

	I
	
	· 
	
	· 
	
	

	Moving fallen tree limbs and brush from driveway/paths
	I
	
	
	
	· 
	
	


*
D = Daily
W = Weekly

M = Monthly

I = Infrequently

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

	X
Light (up to 5 kg or 11 lbs)


	Tools and supplies i.e. paint, wood

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


	Step ladders, furniture and supplies i.e., sheets of plywood and doors

	X
Heavy (over 20 kg or 44 lbs)


	Ladders and furniture i.e. cabinets


10.
Audio Visual Effort
Describe the degree of attention or focus required to perform tasks taking into consideration:

· the audio/visual 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)

· impact on attention or focus due to changes to deadlines or priorities

· the need for the incumbent to switch attention between tasks (e.g. multi-tasking where each task requires focus or concentration)

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

Provide up to three (3) examples of activities that require a higher than usual need for focus and concentration.
	Activity #1
	Frequency

(D, W, M, I)*
	Average Duration

	
	
	Short < 30 mins
	Long up to 2 hrs
	Extended > 2 hrs

	Installation of lock hardware / use of carpentry tools

	D
	· 
	
	

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

X
Usually although Radio Calls may be a distraction from detailed work when directed to respond to calls.
□
No


	Activity #2
	Frequency

(D, W, M, I)*
	Average Duration

	
	
	Short < 30 mins
	Long up to 2 hrs
	Extended > 2 hrs

	Installing equipment (ex: cabinets & counter top) -must concentrate on measurements, levels

	D
	· 
	
	

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

X
Usually
□
No


	Activity #3
	Frequency

(D, W, M, I)*
	Average Duration

	
	
	Short < 30 mins
	Long up to 2 hrs
	Extended > 2 hrs

	Drywall repairs, sign installation, painting
	W
	
	
	

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

□ X
Usually


No   


*
D = Daily
W = Weekly

M = Monthly

I = Infrequently

11.
Working Environment
Please check the appropriate box(es) that best describes the work environment and the corresponding frequency and provide an example of the condition.

	Working Conditions
	Examples
	Frequency

(D, W, M, I)*

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

	· accessing crawl spaces/confined spaces


	
	

	· dealing with abusive people


	
	

	· dealing with abusive people who pose a threat of physical harm


	
	

	X   difficult weather conditions


	Some outside duties may be required during inclement weather – hot and cold

Applying ice melt, snow shoveling, checking on parking lot & walkway conditions, etc.
	I

	X  exposure to extreme weather conditions


	Driving Snowplow and shovelling.
	I

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

	X    handling hazardous substances


	Ice melt, salt, sharps(from Health Services), cleaners & lubricants, paints and varnishes
	I

	X    smelly, dirty or noisy environment


	Dealing with unhygienic products – e.g. intrusive animals, plunging toilets, etc.
	M

	X    travel
	To other campuses (2% of time)
	I

	X  working in isolated or crowded situations


	Using man lift with people in the same vicinity while putting up banners or making repairs.
	M

	X    other (explain)


	Exposed to moderate hazards such as sharp tools and objects.
Operates hazardous machinery, mowers, trimmers, tractor and attachments
	D
I


*
D = Daily
M = Monthly

W = Weekly

I = Infrequently





