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1.
IDENTIFICATION OF THE POSITION

	Name of college

	

	Position title
	Classification

	
	

	Department or institution

	

	Title of immediate superior
	Classification 

	
	


2.
PRIMARY JOB PURPOSE

	State the reason or reasons why your job exists and list the main sectors or fields of activity.

	


3.
PRINCIPAL DUTIES AND RESPONSIBILITIES

	Describe clearly and precisely, in order of importance, the principal and usual duties and responsibilities that you perform and specify the percentage of time devoted to each one on a yearly basis.
	%

	
	


4.
KNOW-HOW

4.1
Skills

	Briefly describe the nature and variety of the skills which, in your opinion, are required to perform your job.

	


4.2
Managerial know-how

	Briefly describe the nature and variety of the managerial know-how required to perform your duties, taking into account the sum total of the resources available and the duties inherent in the position.

	


4.3
Human relations

	Briefly describe the human relations skills required to perform your duties.

	


5.
PROBLEM SOLVING

5.1
Complexity of problems related to the job

	Identify the major problem areas encountered in performing your duties.

	


5.1
Complexity of problems related to the job (cont’d)

	Identify the major challenges that you face in performing your duties.

	


5.2
Legal and administrative framework

	To what extent are your duties governed by the existing laws, policies, administrative practices, procedures or regulations?

	

	Specify in which situations you are required to call upon other persons or administrative units for assistance in performing your duties.

	


6.
ACCOUNTABILITY

6.1
Freedom to act

	Describe your degree of autonomy as well as the nature and frequency of the supervision received from your immediate superior in performing your duties.

	

	Describe, in the context of your job, the nature and frequency of internal and external communications as well as the categories of people for whom they are intended.

	


6.2
Impact on results

	Describe the kind of effect that your job has on the objectives and programs of your administrative unit, other administrative units or the organization as a whole.

	

	Provide examples of the consequences that your decisions and recommendations may have on the organization or the population served.

	


6.3
Magnitude of responsibilities

Indicate the number of persons under your direct and indirect supervision.

	CATEGORY OF EMPLOYMENT
	Number of persons under your direct responsibility
	Number of persons under your indirect responsibility

	
	Persons
	FTE*
	Persons
	FTE*

	Senior staff (D and C)
	
	
	
	

	Managers
	
	
	
	

	Professors
	
	
	
	

	Professionals
	
	
	
	

	Support staff
	
	
	
	

	Other (specify):
	
	
	
	

	Subtotal:
	A
	B
	C
	D

	Total number of persons under your direct and indirect responsibility
	Persons (A + C) =

FTE (B + D) =
	
	

	
	
	
	

	
	
	
	


* Full-time equivalent
Indicate the financial management responsibilities on which the position has a direct impact on the management of an administrative unit or a sector of activity.

	Budget of an administrative unit for which you are responsible
	
	

	Operating budget excluding salary mass:
	
	

	Salary mass budget including professors, if need be:
	
	

	Other budgets (specify):
	
	

	
	
	

	Total:


	
	

	
	
	

	Percentage of budget deriving from independent sources:
	
	

	For positions other than management positions, indicate the total budget of the directorate to which you belong
	
	

	Total budget of the directorate:
	
	

	
	
	


6.3
Magnitude of responsibilities (cont’d)

	Provide any other quantitative data necessary for a clear understanding of your job (number of buildings, population of the institution or centre, meals, services provided, and so on).

	


6.4
Organizational framework

	Situate your position in the administrative structure of the organization and the administrative unit.  If need be, reproduce or append the pertinent organization chart or charts.

	


7.
SPECIFIC WORKING CONDITIONS  

7.1
Physical environment

	Briefly describe the characteristics of your work environment.

	


7.2
Physical effort and sensory attention

	Briefly describe the physical effort and the highest level of vigilance and concentration required by your job (intensity, duration and frequency).

	


7.3
Mental stress

	Briefly describe the factors inherent in the work process or environment which increase the risk of tension and anxiety (intensity, duration and frequency).

	


8.
ADDITIONAL INFORMATION

	Append any other document and, if necessary, any additional information that you consider useful for a clear understanding of the nature of your job.

	


	No 


9.
SIGNATURES

	This duly completed questionnaire is an accurate and complete representation of the responsibilities inherent in my job.

	Incumbent’s name (block letters)

Incumbent’s signature

Name of immediate superior or competent authority

(block letters)

Signature of immediate superior or competent authority


	Date

Date



























































































