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____________________________________________________________________________________________  

1.

POSITION IDENTIFICATION

1 (a) Position Name

     Department


       Status: (Full-time, Recurrent Sessional)

	
	
	


1 (b) Incumbent Information

Last Name:





First Name

_________________________________________________________________________________________  

Telephone





email

_______________________________________

________________________________________

_______________________________________

________________________________________  

Name and title of Immediate Supervisor


Do you report to anyone else?








(Name and Title)

1 (c) To all Unit II Employees:

The Job Evaluation Committee has determined that detailed information regarding your job is required to order to determine its correct ranking.

1 (d) SIGNATURES   

Employee Signature  



  Immediate Supervisor  Signature  

	I have completed this questionnaire in accordance with the instructions.
	I have reviewed this questionnaire and agree with the content except where noted and signed by me in the margins.


_______________________  __________________   ___________________________    _____________________

Signature   

     Date   

Signature   


 Date

INSTRUCTIONS FOR COMPLETING THE QUESTIONNAIRE

1 (E)
Instructions to Employees

  Instructions to Immediate Supervisors


	Please read the entire questionnaire before completing it.

· Please use a pen to fill out the questionnaire and print your responses legibly.  This questionnaire has been designed to gather information about your job.

· If you run out of space, add additional sheets.  

· Be as clear and concise as possible.

· Elements of your job will not necessarily be found in every question.  If the question does not apply to your job, mark “never,” “none” or “does not apply” etc. as indicated in the appropriate boxes.  Do not leave a question blank.

· The important thing to remember is that there are no right or wrong answers to any question.  There are only answers that tell us about the work you do.  Always choose the answer that best describes your duties as actually required now (and not how they are planned to be done in the future).

· Take care not to under-describe or over-describe your position.

· Remember, we are measuring what you do in the job, not how well you do it.

· When you have completed the questionnaire, please give it to your Immediate Supervisor for review and comment.  Your Immediate Supervisor will add comments if he/she sees it as being necessary.  Any discrepancies that arise as a result of this review may be discussed, if both parties so wish, before the Job Evaluation Committee receives completed questionnaire.

· After your supervisor has signed it, please keep a copy of the questionnaire for your reference and send it to the Job Evaluation Committee.
	Please do not change the employee’s description of his/her position.

· It is important that you look over the incumbent’s completed questionnaire as your understanding of the work may differ from that of the employee.

· Think of the job as it exists today and not as it once was, nor what it will be, or could be someday.  This process does not deal with the performance or ability of the incumbent.

· Please note and sign your comments in the right hand margins or attach on a separate sheet of paper.  Any discrepancies between your viewpoint and that of the employee may be discussed at this point if both parties so wish.

· When the questionnaire has been completed and signed, the employee will keep a copy for his/her files and return the original to the Job Evaluation Committee. 

· Remember that the sole purpose of the questionnaire is to provide information to be used by the Job Evaluation Committee to evaluate jobs.


2.      JOB RESPONSIBILITIES
2 (a)  JOB SUMMARY  Copy and paste from your current job description.
	


On the following pages, in order of importance, please make brief statements describing the responsibilities of your job. If you need more space, please copy p. 4 and attach. Each statement should include, in a minimum of words:

· What is done:  Describe the action.  Use action verbs, e.g. demonstrate, assist repair replenish, mix, prepare, catalogue, list, operate, analyze, plan, write, document, monitor, supervise, order (to name only a few possible duties). 

· For whom:
Students? Staff? Faculty? Public?

· How it is done:  Describe the action more fully.  Include any specialized tools, machines, equipment or work aids that are used.

· Why it is done:  Describe the purpose of each action.

· For each responsibility, indicate its frequency (D-daily, W-weekly, Q-quarterly, A-annually).

· Indicate the percentage of time devoted to each duty.  Total should equal 100%.

· List responsibilities in order of importance starting with number 1 as the most important. (Remember: importance does not necessarily correlate with frequency or percentage of time needed)
2 (b)
JOB DETAILS

	Duties
	F
	%
	I
	Immediate Supervisor 

Comments

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Duties
	F
	%
	I
	Immediate Supervisor 

Comments

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


3.
EDUCATION

3 (a)
Please check the box beside the minimum formal education required for this job. This is not the educational level you hold, but the minimum education level required for this job.  Use your Position Description as a source.

	
	Immediate Supervisor Comments

	□  Undergraduate Degree or equivalent


	

	□  Undergraduate degree, and a diploma or apprenticeship in specific skilled area.


	

	□  Undergraduate degree in specific skilled area, or equivalent.


	

	□  Graduate degree in specific skilled area or equivalent.


	


3 (b)
In addition to the formal education specified above, some jobs require a license or certification.  Does your job require a license or certificate.  If yes, please specify.

	No       Yes
	Immediate Supervisor Comments


3 (c)  If any areas of knowledge necessary for your job have not been covered in questions 3 (a) or 3 (b), please describe them here.

	Example(s)


	Immediate Supervisor 
Comments



4.  EXPERIENCE
4 (a) For some jobs, people need experience in related work (paid or unpaid) before they can get the job.  How much previous related experience is typically required to do your job?  Use your Position Description as a source.  Please check one box only.
	□  No related experience required
□  Up to two years experience required

□  3 – 4 years experience required
□  Five years or more experience required
□  More than five years required. Requires _______ years experience.


	Immediate Supervisor
Comments


	Please provide a description of the related work experience required.


	


4 (b) After starting the job, how much on-the-job training does it take to learn the job?
□ Up to 1 month

□ 1 – 3 months

□ 3 – 6 months

□ 6 months to 1 year

□ 1 to 2 years

□ More than 2 years

4 (c)  If any areas of Experience necessary for your job have not been covered in either 4 (a) or 4 (b), please describe them here.

	


5. PROBLEM SOLVING/COMPLEXITY/JUDGMENT

5 (a) How often does the following apply to what you are required to do in your job?  Please provide specific examples in the space provided.
	
	Almost Never
	Once in a while
	Often
	Most of the time
	Immediate Supervisor comments

	Follow specific, set instructions/procedures exactly.

	
	
	
	
	

	Example: 


	

	Use well-defined methods and procedures as guidelines for assignments.
	
	
	
	
	

	Example: 


	

	Select from established guidelines and/or professional standards to achieve desired end results.
	
	
	
	
	

	Example: 


	

	Modify or change established methods and procedures, but stay within program or legislative boundaries.
	
	
	
	
	

	Example: 


	

	Use general knowledge and broad parameters to develop new solutions to diverse and complex problems with conflicting requirements because there are no guidelines.
	
	
	
	
	

	Example: 


	


If you use other methods, please specify them here.

	
	Immediate Supervisor comments


5 (b) What do you do when there is a situation that you have not come across before?  Please check the frequency for any responses that apply and provide a typical example in the space provided.
	
	Almost Never
	Once in a while
	Often
	Most of the time
	Immediate Supervisor comments

	Immediately ask my Immediate Supervisor what to do.
	
	
	
	
	

	Example: 


	

	Ask co-workers for help in deciding what to do.
	
	
	
	
	

	Example: 


	

	Read manual and figure out what to do.
	
	
	
	
	

	Example: 


	

	Get together with Immediate Supervisor to decide what to do.
	
	
	
	
	

	Example: 


	

	Decide what to do based on experience as well as checking guidelines and precedents.
	
	
	
	
	

	Example: 


	

	Get advice on problems from sources above my Immediate Supervisor.
	
	
	
	
	

	Example: 


	


	If you use other methods, please specify them here.
	Immediate Supervisor comments


5 (c) Whom would you consult before making a major decision?  Please check all boxes that apply and provide specific examples of the decisions in the space provided.
	
	Almost Never
	Once in a while
	Often
	Most of the time
	Immediate Supervisor comments

	My Immediate Supervisor
	
	
	
	
	

	Example:


	

	Peers or co-workers in my own department/division.
	
	
	
	
	

	Example:


	

	Peers or workers in other departments/division.
	
	
	
	
	

	Example:


	

	Sources above my Immediate Supervisor.
	
	
	
	
	

	Example:


	

	Others.
	
	
	
	
	

	Example:


	


5 (d)  Please indicate the likely consequence an error in judgment would have on the welfare of students, users, suppliers, agencies, university community, etc. Errors in judgment are those conscious decision or actions made on the basis of accurate information.  Consider only the consequences that result from a conscious decision or action.  Do not consider consequences resulting from human error or carelessness, that is, mistakes.  Please check all boxes that apply to your job and provide a typical example of each.

	Errors in judgment are easily detected and corrected. Costs or damages are minimal.
	Immediate Supervisor Comments

	(  Example
	

	Errors in judgment may require the work of others to make necessary corrections. May result in minor losses due to damage and waste. May result in minor injuries to self or others.
	

	(  Example
	

	Errors caused by misinterpretation of data. Costs are noticeable and start to affect the area as materials may need to be replaced or equipment may be out of service. Errors may not be detected easily, or in the work unit, but are usually discovered before they affect others.  May result in delays in completion of tasks/research.
	

	(  Example

	

	Errors in judgment may cause inaccuracies in reports and records which affect activities based upon them.
	

	(  Example
	

	Errors in judgment may delay succeeding or related operations and are usually discovered before results become serious.
	

	(  Example
	

	Errors in judgment may result in inappropriate interpretation of policies and procedures.
	

	(  Example
	

	Errors in judgment may cause serious results (beyond damage and waste). Examples include material shortage; service breakdown; inadequate planning for key assignments and/or budget preparation.
	

	(  Example
	

	Errors in judgment may reduce service to the University or the public.
	

	(  Example
	

	Errors in judgment may cause embarrassment in business, public, or employee relations, not usually damaging to the University.
	

	(  Example
	

	Errors in judgment may cause identifiable deterioration in business, public or employee relations.
	

	(  Example
	

	Errors in judgment may cause a major loss of University prestige, because results may become public.  Examples include withholding funds based on faulty developmental/experimental work or inadequate analysis before a major decision.
	

	(  Example
	


5 (e)  In this space please provide specific examples of information you feel were not covered in any of the above questions on Problem Solving/Complexity/Judgment.

	Example 
	Immediate Supervisor comments


6. RESPONSIBILITY/ACCOUNTABILITY

	6 (a) This position is responsible for:

□ Overseeing the application of departmental/studio policies and procedures during all shifts.

□ The above plus performing a full range of duties related to a separate, limited access area or function.

□ The above plus performing a full range of duties and all functions related to a separate open access area.

□ Assisting with management of a complete departmental area or function of significant scope and assuming management responsibility for area in the absence of the supervisor

□ Management of a complete departmental area or function of significant scope. 


	Immediate Supervisor
Comments


6 (b) Please indicate how your work is checked by your supervisor and the frequency of these checks.  Please check all boxes that apply.

	
	Daily
	Weekly
	Once each semester
	Never
	Other
	Immediate Supervisor
 Comments

	Most work is checked.
	
	
	
	
	
	

	Work is checked periodically.
	
	
	
	
	
	

	Only final versions/outputs are checked.
	
	
	
	
	
	

	Oral progress reports are required.
	
	
	
	
	
	

	Written progress reports are required.
	
	
	
	
	
	

	Discussion with supervisor
	
	
	
	
	
	

	Statistical reports are required.
	
	
	
	
	
	

	If you checked the “other” box, please specify.


	


6 (c) Financial Responsibility:


i. Size of Budget for which your position is responsible:



□ Under $15,000.00



□ $15,000 to $25,000



□ Over $25,000


ii. Amount limit on signing authority:  ________________________________________

iii. Please indicate which of the following statements of financial responsibility apply to your job.  Please check all boxes that apply and provide a typical example of each.
	
	Immediate Supervisor comments

	□  Little or no responsibility for handling or processing cash, purchase orders, cheques and bonds. 

Signs for acceptance of materials delivered.
Example: 

	

	□  Responsible for recording transactions, handling or processing cash, purchase orders, cheques and bonds, etc. 

Responsible for initiating requests or authorizing the payment of materials delivered or services rendered through pre-approved Purchase Orders.
Example: 


	

	□  Authority to sign to make expenditures or recoveries according to detailed written procedures.
Example:


	

	□  Responsible for administering a budget (for example: data collection and analysis for budget preparation).

[Please indicate total amount of budget (list all line items) including amount of grant applications]
Authority to sign official University documents (please specify)

Responsibility for financial planning.
Examples:


	


6 (d) Responsibility for Goods, Tools, Equipment, and Software: 
i. If your position carries the responsibility to work with goods (e.g. books, digital media, art works), tools, equipment, and/or software, which of the following levels of responsibility apply? Please check all boxes that apply and specify the types and names of goods, tools, equipment and software used.

	

	Responsible for basic care and handling of goods, tools, equipment and/or software.
	Immediate Supervisor Comments

	Types                                                                          Names________________________________
	

	
	Responsible for doing prescribed maintenance and/or making occasional modifications/adjustments on goods, tools, equipment and/or software.
	

	Types                                                                          Names________________________________
	

	
	If you modify or adapt software programs, please specify the names(s) of the software package(s) and explain the type of work involved.
	

	Program                                                                         Type of Work____________________________
	


6 (e) If you made an error in judgement or an incorrect recommendation or decision, who would normally become involved in correcting it?  Please check one box only and provide an example.

	
	I can correct it myself
	Immediate Supervisor comments

	
	(  Example
	

	
	My supervisor would become involved and would tell me how to correct it.
	

	
	(  Example
	

	
	My supervisor would designate me to develop a solution to the problem.
	

	
	(  Example
	

	
	My supervisor and the department head/division chair would become involved and would provide instructions on how the problem should be corrected.
	

	
	(  Example
	

	
	Others.  Please provide specific examples.
	

	
	(  Example
	


6 (f) In this space please provide specific examples of any information you feel was not covered in Question 6 on Responsibility/Accountability.










    Immediate Supervisor Comments

	(
	Immediate Supervisor comments


7.  SUPERVISION OF OTHERS

7 (a)  If you supervise others on an ongoing basis, please list the number of people you supervise.  Include full-time and part-time employees, and student assistants. For part-time employees and students please state the number of hours.

	Title of Position Supervised
	Full Time

Number
	Part Time

Number
	Hours
	Students

Number
	Hours
	Immediate Supervisor Comments

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


7 (b) Please indicate which of the following responsibilities for supervision of others apply to your job.  Please check all boxes that apply.

	□     Does not apply

□     Assign work to others

□     Assign and check work of others

□     Maintain quality, quantity and accuracy of work of others.

□     Coordinate the work of others

□     Schedule the work of others

□     Establish work priorities of others

□     Develop work methods, procedures and standards of others

□     Bring in extra help/increase or decrease size of shift to accommodate work load of others

□     Interview and recommend prospective employees for hire

□     Provide input to discipline employees

□     Provide input to employee appraisals

□     Recommend staff requirements for a unit

□     Train staff and student assistants

□     Recommend job content for others


	Immediate Supervisor Comments

	If there are other responsibilities, please specify
	


7 (c) If the people you supervise fail to follow the approved policies, methods or procedures, please specify what action you take.

	Actions taken:(

	Immediate Supervisor Comments


7 (d) If the above questions on Supervision of Others have not covered areas of supervision necessary for your job, please provide specific examples.

	Examples(

	Immediate Supervisors Comments


8. SUPERVISION RECEIVED
	Availability of supervisor:
□  daily          □  weekly           □  occasionally          □   never
	Immediate Supervisor Comments

	Expertise of available supervisor in job functions:
□  skilled       □  familiar          □  not familiar
	

	Location of supervisor:
□  in area       □  not in same area/department
	

	No. of supervisors/faculty:
□  0                □  1                    □   more than 1
	

	Nature of supervision received:
□  routine set by others    □  routine available, but some prioritizing by employee 
□  daily duties prioritized by employee                   □  no supervision received
	


9.   CONTACTS

9 (a)  What is the nature and frequency of your usual contact with others in your job? For each contact listed below, please enter O (Occasional), M (Moderate), or D (Daily) under the appropriate codes.  Do not include contact with those you supervise.

A No exchange

B Exchange of factual or everyday information

C Explanation and interpretation of information or ideas

D Discussion of problems with a view to obtaining consent, cooperation and/or coordination of activities where cooperation is difficult to achieve

E Mitigation of high tension or emotional situations 
	INTERNAL
	A
	B
	C
	D
	E
	Immediate Supervisor Comments

	Employees in my Department
	
	
	
	
	
	

	Other NSCAD staff
	
	
	
	
	
	

	Faculty
	
	
	
	
	
	

	Responsible Manager; Senior Administrators
	
	
	
	
	
	

	Suppliers
	
	
	
	
	
	

	Students
	
	
	
	
	
	

	Other internal (please specify)
	
	
	
	
	
	

	EXTERNAL
	A
	B
	C
	D
	E
	Immediate Supervisor Comments

	General Public
	
	
	
	
	
	

	Media
	
	
	
	
	
	

	Delegated representative of NSCAD University to external organizations
	
	
	
	
	
	

	Other external (Specify)
	
	
	
	
	
	


9 (b) For every contact indicated in 9(a) please provide an example of the type and nature of contact below.







	








Examples
	Immediate Supervisor Comments

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


9 (c) If the above questions on Contacts have not covered areas of contacts necessary for your job, please provide specific examples in the space provided below.

	Example:(
	Immediate Supervisor Comments


10. WORKING CONDITIONS
10 (a)  Please indicate any of the following unpleasant environmental conditions or hazards that apply to your job.  
Check only one of (1) “occasionally”- Once in awhile  (2) “frequently” almost every day or several times a 
day, or (3)“continuously” – all working hours except for breaks, for each environmental condition.

	Condition
	1
	2
	3
	Condition
	1
	2
	3
	Immediate Supervisor Comments

	Chemicals
	
	
	
	Interruptions
	
	
	
	

	Cold
	
	
	
	Moisture
	
	
	
	

	Dust
	
	
	
	Noise
	
	
	
	

	Extreme Temperatures
	
	
	
	No Private Work Space
	
	
	
	

	Grease
	
	
	
	Oil
	
	
	
	

	Grime
	
	
	
	Heat
	
	
	
	

	Steam
	
	
	
	Inadequate lighting
	
	
	
	

	Travel
	
	
	
	Inadequate Ventilation
	
	
	
	

	Odour
	
	
	
	Overtime or Asocial hours
	
	
	
	

	Inclement Weather
	
	
	
	Vibration
	
	
	
	

	Dangerous equipment
	
	
	
	High Voltage
	
	
	
	

	Upset/abusive people
	
	
	
	
	
	
	
	

	If there are others, please specify:
	

	If “continuously” is checked, please provide details for each one checked.
	


10 (b) Please describe the place(s) in which you perform your job duties (e.g. shop, studio, office, etc). Please indicate the number of hours per week you normally spend there.

Location or Place of Work (include Building name)


Number of hours per week

11. SAFETY OF OTHERS

	Please check  all that apply to your position:

□     I am expected to ensure normal safety standards, such as keeping exits clear.

□     I am responsible for monitoring ventilation, electrical overloads, posting wet floor signs, etc.

□     I must ensure that safety equipment (safety guards, personal protective equipment) is being used at all times in the studio and closely monitor the occasional use of hazardous materials and/or equipment.
□     I must ensure that safety equipment is being used at all times in the studio and be continuously alert in an area where there is routine use of hazardous materials and/or equipment.
□     Other (please provide example)


	Immediate Supervisor Comments

	Example  of Other:
	


12. DEXTERITY

Many jobs require accurate hand/eye or hand/foot coordination, for example, movements such as keyboarding, using a cash register, using long-handled or precision tools, welding, painting, drafting, grafting, sewing or soldering, etc.  Please give 2-5 specific examples of the machines and/or tools you use requiring accurate hand/eye or hand/foot coordination.

	(
	Immediate Supervisor Comments




13.  PHYSICAL DEMANDS
13 (a) What physical effort is regularly required for your position? Please indicate the activity as well as how long and how often during a normal working day you do each activity (e.g. sitting, standing, walking, climbing, crawling, crouching in small places, lifting and/or carrying light, medium or heavy objects, pushing, pulling, working in an awkward position or maintaining one position for a long period of time such as sitting at a work processor)  Hours should add up to less than or equal to 100% of your work day.
	ACTIVITY


	LESS THAN ½ HOUR
	½ TO 1 HOUR
	1 TO 2 HOURS
	MORE THAN 2 HOURS
	Percentage of Day
	Immediate Supervisor comments

	
	
	
	
	
	%
	

	
	
	
	
	
	%
	

	
	
	
	
	
	%
	

	
	
	
	
	
	%
	

	
	
	
	
	
	%
	

	
	
	
	
	
	%
	

	
	
	
	
	
	%
	


13 (b)  If you lift things please indicate the maximum weight and the frequency.  Please provide examples.

	Weights
	Occasionally - Once in awhile
	Frequently – Several times a day or almost every day
	Continuously – All working hours (except breaks)
	Immediate Supervisor Comments



	Light Weight ( 1- to 20 lbs./up to 9 kg)
	
	
	
	

	Examples: (

	

	Medium weight (21 to 35 lbs./9 to 16 kg)
	
	
	
	

	Examples: (

	

	Heavy weight (over 35 lbs./16 kg)
	
	
	
	

	Examples: (

	


14.  MENTAL EFFORT
What mental, visual and/or listening attentiveness is required on a regular basis in carrying out your job duties?  This factor refers to the mental and/or visual fatigue that results from performing the duties of the job (e.g. demand for close attention to detail, reading fine print, editing, using a microscope, fine electrical or mechanical work, monitoring dials, using a word processor or computer, transcribing from tape, interviewing, unpredictable/constantly changing deadlines, multiple deadlines, etc.)  In a normal working day, how long and how often do you do this?  Hours should add up to less than or equal to 100% of your work day.

	ACTIVITY


	LESS THAN ½ HOUR
	½ TO 1 HOUR
	1 TO 2 HOURS
	MORE THAN 2 HOURS
	% of Day
	Immediate Supervisor Comments

	
	
	
	
	
	%
	

	
	
	
	
	
	%
	

	
	
	
	
	
	%
	

	
	
	
	
	
	%
	

	
	
	
	
	
	%
	

	
	
	
	
	
	%
	

	
	
	
	
	
	%
	


15.
INSTRUCTION DELIVERY

	Please check the instructional duties required for your position.  Please check all that apply.

□     I am required to give instructions to new students on the proper use of the area for every day procedures.

□      I am expected to assist students one-on-one with the techniques and use of materials, software or equipment in the area.  Complex steps are involved.

□      I am expected to give class or one on one instruction on techniques in use of materials, software, or equipment and to provide documentation, instructional charts and notes.  These instructions will help student to successfully complete their course work. This applies also to fundamental detailed instruction on health and safety issues.

□     I am expected to give full class or one-on one instruction on demand for complex procedures and techniques and to provide documentation or notes on the topic.  This instruction will directly affect students’ abilities to complete their course work in a variety of courses and levels.

□     Other (Please give example(s)).


	Immediate Supervisor Comments

	Please provide example(s) of Other: 
	


16.
FURTHER INFORMATION

If  any information relevant to your job duties has not been addressed in Questions 11 – 15 above on Working Environment, Hazards, Dexterity, Physical and Mental Effort, please provide specific examples.

	(
	Immediate Supervisor Comments




17. COMMENTS FOR THE UNIT II JOB EVALUATION COMMITTEE

Use the space below or attach additional sheets to provide any comments you wish to make to the Job Evaluation Committee.

	


* THANK YOU FOR COMPLETING THE QUESTIONNAIRE *  

PLEASE GIVE TO YOUR IMMEDIATE SUPERVISOR TO REVIEW

July 19, 2006  
 FUNSCAD UNIT II              Job Evaluation Questionnaire
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