NIPISSING UNIVERSITY

& OPSEU

JOB FACT SHEET/

QUESTIONNAIRE

This questionnaire asks you about your job - what you do.  The questionnaire is not concerned with your performance on the job.  Please describe the job as it now exists, not as it ought to be or will be in the future.  

It is very important that everyone participate and complete every question carefully.  Elements of your job may not necessarily be found in every question.  This is valid and is not a reason for concern.  Read the questions carefully, and if the question does not apply to your job, write "None" or "Does Not Apply".  

	Name:
	 FILLIN   \* MERGEFORMAT 

	Department:
	

	Job Title/Classification:
	

	Title of Immediate Supervisor:
	

	Approval Signatures:


	
	

	Print Name:
	
	

	
	Employee
	Supervisor

	Date (DD/MM/YYYY):
	
	


POSITION SUMMARY


1.
Summarize the overall purpose of the position and why it is necessary within the organization.  The concise description should include no more than five or six sentences.  (Please note, you may state "See Job Description".)

2.
Job Duties and Responsibilities (Please note, you may state "See Job Description".)


Indicate clearly the significant duties.  Include the approximate percentage of time for each major duty.  Keep sentences short, simple and to the point.  Describe duties rather than detailed work routines. 

	
	
Job Duty 
	(    %)

	1. 
	
	

	2. 
	
	

	
	
Job Duty 
	(    %)

	3. 
	
	

	4. 
	
	

	5. 
	
	

	6. 
	
	

	7. 
	
	

	8. 
	
	



3.
Education



A. What is the minimum level of formal education required for this position?  Remember, this is not the level of education held by you, the incumbent, but the minimum formal requirement used for staffing the job.  


Please check the appropriate line and fill in the subject, if required.

	
	Secondary School Completion or Equivalent
	

	
	A One-Year Community College Diploma in
	 (subject)

	
	A Two-Year Community College Diploma in
	

	
	A Three-Year Community College Diploma in
	

	
	An Undergraduate University Degree or Equivalent in
	

	
	A Community College Diploma and an Undergraduate University Degree in
	

	
	A Second Undergraduate Degree and/or Graduate Degree in
	



B.
Please add any other technical skills or training - please describe including # of courses/hrs./scoring, etc.:

4.
Experience

A.    Specify the minimum number of months and/or years of practical experience in any related work necessary to fulfill the requirements of the job having considered formal training and specialized experience. This experience may be less than the current 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, then describe the type of experience. 
	Select one:
	Amount of practical experience required
	Describe:

	
	Up to six (6) months 
	

	
	More than six (6) months and up to one (1) year
	

	
	More than one (1) year and up to three (3) years
	

	
	More than three (3) years and up to five (5) years
	

	
	More than five (5) years and up to eight (8) years
	

	
	More than eight (8) years
	



B.
Specify any additional skills or abilities required to fulfill the requirements of the job. 


5.
Complexity



Describe the amount and nature of analysis, problem-solving and reasoning required to perform the duties of the position.  Examples should illustrate: 

· the analysis and interpretation required for problem and solution definition.

· creativity. 

· the mental challenge. 

· planning activities. 

· the variety and difficulty of tasks.


6.
Judgement


A.
When there is a situation you have not come across before do you (Select and rate all responses that apply): 

	Frequency
1 = almost never
2 = once in a while





3 = often

4 = most of the time
	Frequency

	
	1
	2
	3
	4

	
	Immediately ask your supervisor what to do.
	
	
	
	

	
	Ask co-workers or help lines (i.e., non-university personnel) for help in deciding what to do
	
	
	
	

	
	Read manuals and figure out what to do
	
	
	
	

	
	Both you and your supervisor together decide what to do
	
	
	
	

	
	Decide what to do based on previous experience as well as checking guidelines, manuals and precedents
	
	
	
	

	
	Get advice with problems from senior management
	
	
	
	

	
	Other (specify):


	
	
	
	

	Please give up to 3 examples and indicate frequency :

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


6.
   Judgement (continued)

B.
In your job, do you (Select and rate all responses that apply): 
	Frequency
1 = almost never
2 = once in a while

3 = often

4 = most of the time
	Frequency

	
	1
	2
	3
	4

	
	Follow specific instructions/procedures exactly
	
	
	
	

	
	Use well-defined methods and procedures as guidelines for assignments
	
	
	
	

	
	Use established guidelines to achieve desired end results
	
	
	
	

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

	
	Develop new solutions to diverse and complex problems with conflicting requirements because there are no guidelines
	
	
	
	

	
	Other (specify):


	
	
	
	

	Please give up to 3 examples and indicate frequency :

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


C. Before making a major decision, whom would you consult? (Select and rate all responses that apply):
	Frequency
1 = almost never
2 = once in a while

3 = often

4 = most of the time
	Frequency

	
	1
	2
	3
	4

	
	Immediate supervisor
	
	
	
	

	
	Peers in own department
	
	
	
	

	
	Peers in other departments
	
	
	
	

	
	Senior management
	
	
	
	

	
	Board of Governors
	
	
	
	

	
	Other (specify):

	
	
	
	

	Please give up to 3 examples and indicate frequency :

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



7.
Mental Demand


A.
Describe the demand on mental energies while performing task(s).  Use examples that illustrate the level or degree of concentration (i.e., visual, auditory, tactile or some other form of physical concentration on a mental process).


B.
Indicate the periods of time that are required in performing the task(s) discussed above.

	ACTIVITY / TASK:
	Frequency

(D,W,M,I) *
	Period of Time Spent

“at a Time, Most Days”

	
	
	Short:

up to 1 hour
	Moderate: 

1 -2 hours
	Sustained: 

2-3 hours
	Continuous: 

>3 hours

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Note: “Most days” means on average, more than 2 1/2 days per week.
* D = Daily
W = Weekly
M = Monthly    I = Infrequently

8.
Physical Demands

A. What physical effort is required on a regular basis for your job?  
· Please indicate the activity as well as the periods of time for each activity.  
· When determining the period of time, do not include scheduled breaks (two 15-minute breaks and lunch).  
· Most days means on average, more than 2 1/2 days per week.  
· For example, sitting, standing, walking, climbing, crawling, crouching in small places, lifting and/or carrying light (up to 15 lbs), moderate (15 - 35 lbs) or heavy (over 35 lbs) objects, pushing, pulling, working in an awkward position or maintaining one position for a long period of time such as sitting at a word processor/computer. 

	ACTIVITY / TASK:
	Weight of Objects
	Period of Time Spent

“at a Time, Most Days”

	
	Light (up to 15 lbs)
	Moderate (15-35lbs)
	Heavy (> 35lbs)
	Short:

up to 1 hour
	Moderate: 

1 -2 hours
	Sustained: 

2-3 hours
	Continuous: 

>3 hours

	a. Lifting
	
	
	
	
	
	
	

	b. Carrying
	
	
	
	
	
	
	

	c. Pushing
	
	
	
	
	
	
	

	d. Pulling
	
	
	
	
	
	
	

	e. Fine Motor Movements 

(eg: data entry, delicate, intricate or precise)
	
	
	
	
	
	
	

	f. Handling
	
	
	
	
	
	
	

	g. Reaching Above Shoulder
	
	
	
	
	
	
	

	h. Reaching Below Shoulder 
	
	
	
	
	
	
	

	i. Mobility  Sitting
	
	
	
	
	
	
	

	j. Standing
	
	
	
	
	
	
	

	k. Walking
	
	
	
	
	
	
	

	l. Climbing Stairs, Ladders, etc. 
	
	
	
	
	
	
	

	m. Bending/Stooping
	
	
	
	
	
	
	

	n. Crouching
	
	
	
	
	
	
	

	Please provide examples and relate to above: 

Note: for fine motor movements, describe the dexterity, complexity, coordination and speed that is required.

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


9.
Work Pressures/Demands/Deadlines



A.
Describe and provide examples that demonstrate the strain associated with, or caused by frequency and predictability of deadlines, interruptions, distractions, and/or workloads, multiple and/or conflicting demands and/or dealing with people in difficult situations or difficult people. 



B.
Indicate the predictability of the strain, percentage of time that is required in performing each of the tasks and frequency discussed above.

	Task
	% of Time
	Predictability *
	Frequency

(D,W,M,I) *

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




* Predictability:  PR = Predictable    TP = Tends to be Predictable    UP = Usually Predictable    NP = Unpredictable 



* Frequency:      D = Daily   W = Weekly   M = Monthly    I = Infrequently

10.
Responsibility – Independence of Action


A.
Independent Action




1.
Describe the kind of instructions that are required or provided at the beginning of a typical assignment. 




2.
Describe the procedures, policies and past practices that are available to serve as guidelines for typical work assignments, and indicate how often they are referred to (e.g. Policy and Procedures Manual).

	
	How Used

	Duty (work example)
	Set Policy & Procedure
	Guideline or Professional Standard (includes past practice)
	Broad Parameter

	Give specific example(s) & indicate whether they are used as set procedures to be closely followed; guidelines to be generally followed; or broad parameters within which to function.

	Example: 

Responsible for preparing and processing various documents, verifying accuracy of information reported.
	-form letter and verify information from file or letter or database
	-past practice and guidelines
	-work is checked an follows specific guidelines, little latitude

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	





3.
Indicate how regularly work is checked (i.e., in process, daily, weekly, monthly or at the completion of a project).  Describe how the work is reviewed (i.e., by detailed review, by exception, by report or by discussion). 




4.
Describe the duties that are your responsibility where independent action requires initiative and/or creativity and indicate how often the duties occur. 



B.
Independent Action




1.
Identify the typical situations or problems that are normally referred to your supervisor for solution.


11.
Communication/Contacts



Describe the nature of contact and purpose involved in communicating information (i.e., to provide advice, explanation, negotiate, or influence others to reach agreement, etc.), and the confidentiality of the information involved. 
	Nature of Contact 
	Purpose
	Frequency

(D,W,M,I) *

	
	
	

	
	
	

	
	
	

	
	
	




* Frequency:      D = Daily   W = Weekly   M = Monthly    I = Infrequently

12.
Responsibility For Decisions and Actions


A.
Describe the impact your decisions and/or actions have on internal and public relations, the responsibility for information and financial management, equipment, assets and records.  



B.
Identify the processes used to detect errors and the effect on the organization if errors are not discovered and corrected. 


13.
Guidance Given


Describe the level of responsibility for the direction and guidance of the work of other employees or student employees.  



Please describe which of the following responsibilities apply to your job:
	
	Does not apply.

	
	Explain work procedures to new employees, students.

	
	Assign work to other employees, students.

	
	Coordinate the work of other employees, students.

	
	Schedule the work of other employees, students.

	
	Establish work priorities of other employees, students.

	
	Recommend disciplinary action.

	
	Assist in determining staff requirements for my department.

	
	Other, please specify;





14.
Working Conditions


A.
Is there some degree of unpleasantness in the day-to-day activities of your job owing to the any of the following?



(Disregard elements that do not apply to you, and check any one of "occasional", "periodic", "frequent", "continual"). 

	
	Frequency

Occasional: occurring from time to time


Periodic: occurring from time to time with reasonable regularity

Frequent: occurring often

Continual: occurring very often or most of the time

	
	Occasional*
	Periodic*
	Frequent*
	Continual*

	Congested Work Area
	
	
	
	

	Dust/Dirt/Grime
	
	
	
	

	Chemical Substances
	
	
	
	

	Inadequate Lighting
	
	
	
	

	Interruptions/Distractions
	
	
	
	

	Humidity/Moisture (or lack thereof)
	
	
	
	

	Lack of Privacy
	
	
	
	

	Extreme Temperature (Hot/Cold)
	
	
	
	

	Odour

	
	
	
	

	Noise (Human or Equipment)
	
	
	
	

	Inadequate Ventilation
	
	
	
	

	Travel/Traffic
	
	
	
	

	Operate Equipment/Machinery
	
	
	
	

	Monotony
	
	
	
	

	Work Schedule Affecting Life Style
	
	
	
	

	Work Alone
	
	
	
	

	Interact with Rude Patrons or Employees
	
	
	
	

	
	
	
	
	

	
	
	
	
	




* Frequency:      D = Daily   W = Weekly   M = Monthly    I = Infrequently


B.
What injuries or hazards are common to your work? 



C.
Please explain your answer by describing the nature of the injury that can occur.


15.
Supplemental Data



Do you have any additional comments about your job which will serve to further enhance the understanding of it? 

2
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