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Exempt Support Staff Job Evaluation Guidelines

SKILL


1. 
Practical Knowledge and Skills


2. 
Organizational Knowledge and Skill


3. 
Problem Solving

EFFORT


4. 
Mental Effort 

RESPONSIBILITY


5. 
Responsibility for the Work of Others


6. 
Responsibility for Human Relations


7.
Responsibility for Financial and Material Resources


8.
Impact of Actions and Decisions

WORKING CONDITIONS


9.
Job Environment

1. KNOWLEDGE AND SKILL

Rates the depth and breadth of knowledge required to perform the duties of the job. Such knowledge is acquired through some combination of training and experience.  When assessing complexity take the context into account.e.g. editing the Framework Agreement which is a highly sensitive document involves tracking changes, extracting from the original document and then finally integrating all the information.

Another example illustrating complexity is reading for content or contract interpretation in contrast to finding mistakes in spelling and grammar.  When typing a Labor Relations document having some understanding of the issues is required to be able to identify inconsistencies or statements that are inconsistent or in conflict.

Level 1

A variety of well-defined tasks and procedures which may involve some complexity. Practical knowledge/skill may be acquired through education, self-study, and work experience or on the job training.

Level 2

General knowledge of a variety of moderately complex procedures in a number of areas (e.g. personnel practices, finance). Practical knowledge/skill may be acquired through job-related courses, self-study, work experience or on-the-job training.

Level 3

Comprehensive knowledge of complex procedures or specialized knowledge in an area. Practical knowledge/skill is acquired through job-specific courses, self-study, related work experience, training programs or extensive experience.

2. ORGANIZATIONAL KNOWLEDGE

Rates the requirement to apply knowledge of the University organization and external community in performing job tasks.

External Community refers to members of the public, the legal community and agencies.

The nature of detailed knowledge required in Level 3 is significantly more.  In reference to the interactions with external community, the position has to be aware of the implications of the interactions going wrong.

Level 1
Comprehensive knowledge of the unit and the department, including its interactions with other internal work units and governing bodies. Basic knowledge of interactions with the external community.

Level 2
Comprehensive knowledge of the department, the division, and the university as a whole, including policies and procedures. Knowledge of university interactions with external local and national community, and the nature of their relationship to the University.

Level 3

Comprehensive and detailed knowledge of the unit, the division, the university, and the outside community, including policies and procedures. Detailed knowledge of interactions with external local, national and international community, and details of their relationship to the University.

3. PROBLEM SOLVING

Rates the application of knowledge to the analysis and resolution of problems. It is a measure of the difficulty and complexity of the work.

Level 1

Tasks are well-defined and routine problems are easily resolved. Information is readily available. Little or no investigation is required to solve the problem.  When faced with more difficult problems presented by outside users, may do investigation of facts before presenting problem to others to solve. The position finds out the facts of the inquiry and refers it to the right person for resolution.
Level 2
Solutions are generally guided by procedures, policies and precedents. Information is available but may require some clarification.  When faced with more difficult problems does preliminary investigation of facts and proposes a recommendation to the person resolving the problem. 

The position finds out the facts of the problem, does some investigation, and makes a recommendation before referring the problem for resolution.  Some strategic thinking is involved.

Level 3
Requires analysis of difficult and variable problems.  Uses judgment and initiative to choose a solution from a number of options.  Solutions require the interpretation, evaluation and adaptation of procedures, policies and precedents. Information may be incomplete or in a form not readily usable. Further investigation and assumptions may be necessary to fill in gaps.  Assesses the recommendation and uses judgment to make a choice from many options.
4. MENTAL EFFORT

Rates the mental effort and strain that is typically required to perform the duties of the job. It assesses the frequency and duration of periods of intense concentration, as well as the frequency of unavoidable interruptions to concentration.  Occasional is daily. Frequent is several times daily, and constant is the majority of the work day.

Interruptions while having to type documents requiring intense concentration.  This factor measures the ability to multitask.  Not all jobs get many interruptions and not all typing requires intense concentration and so jobs that do should score higher in this 

Level 1
The position requires occasional short periods of concentration with occasional interruptions.

Level 2
The position requires frequent short periods or occasionally medium periods of concentration with frequent interruptions.

Level 3

The position requires frequent medium periods or occasionally lengthy periods of concentration, with constant interruptions.

5. RESPONSIBILITY FOR THE WORK OF OTHERS

Rates the responsibility to provide guidance, training and supervision to co-workers.

Level 1

Provides informal guidance to others, including orientation to new situations. May participate in a work group or team. No formal supervision is exercised.

Level 2

Provides ongoing guidance, direction and co-ordination to a small group or team of staff. Oversees the workflow, not performance of others. May provide input into selection and evaluation of staff; or provide ongoing operational or technical support or training to others. No formal supervision is exercised. Overseeing the work flow may involve assigning work.

Level 3

Provides direct supervision within a small work or administrative unit. Provides input into selecting and evaluating staff or volunteers, and may determine training and staff development needs.

6. RESPONSIBILITY FOR HUMAN RELATIONS

Rates the human relations knowledge and responsibility required to handle personal contacts with students, faculty, staff, members of other organizations, the general public, and senior officials of external organizations.  Being able to advise others of the consequences of selecting one option over another is rated high in this factor.

Level 1
Provides information which may require discretion regarding release of information. Responsibility to recognize difficult or emotional situations and provide a calm and helpful initial response before referring them to the appropriate authority for resolution.

Level 2

Interprets information and provides consultation and coordination to reach a mutual goal. Responsibility to handle difficult explanations or interactions, and provide a calm and helpful response to emotional situations before referring them to the appropriate authority for resolution.

Level 3
Provides advice and direction to others regarding options and possible consequences and facilitates decision-making. Responsibility to handle difficult explanations or interactions and emotional situations. Highly sensitive situations are referred to the appropriate authority for resolution.

7. RESPONSIBILITY FOR FINANCIAL AND MATERIAL RESOURCES

Rates the responsibility for the care, maintenance, protection and control of financial and material resources.

Level 1
Responsible for handling a limited number of small transactions, recording and checking  accounts, maintenance and ordering of small quantities of  office supplies, authorization of small payments, and submission of requests for resources for a unit.   May be responsible for ordering office supplies.
                                                                             or

Has some responsibility for the use and care of small-sized or minor equipment inventories; the processing, maintenance and security of records.  
Level 2

Responsible for monitoring and maintaining accounts within a unit budget, making or recommending moderate purchases not requiring detailed specifications, authorizing moderate payments. 

Has the responsibility for the maintenance of small supply inventories, the maintenance and repair of minor equipment inventories, and the set-up and support of a small database, or program.  Recommending moderate purchase not requiring detailed specifications.  Maintaining at least a couple of accounts within a unit budget.  A unit is a section of the department

Level 3
Responsible for monitoring and maintaining special  accounts within a departmental budget, making or recommending purchases requiring detailed specifications, authorizing payments, and preparing minor funding applications or fund raising budgets OR handles a large number of transactions timely and accurately.  Has the responsibility for the maintenance of moderate-sized supply inventories, the responsibility for a large work space such as several offices, and preparing and maintaining detailed statistical and graphic data. Recommends purchases requiring detailed specifications, authorizing payments, preparing funding applications.  Handling many accounts, including special accounts
8. IMPACT OF ACTIONS AND DECISIONS

Rates the impact or influence of actions and decisions for which the position is typically responsible when work is being done correctly.
Level 1

Actions and decisions have a impact on own position and/or workflow of the work unit; and a significant impact on the image of the work unit or department.

Level 2

Actions and decisions have a moderate impact on the work unit and the work of others in the department, and a significant impact on the image of the department.

Level 3

Actions and decisions have a major impact on the work unit and/or moderate impact on the department (e.g. introducing a new procedure that affects the way the work is done in the department), and a significant impact on the image of the University.  The position has to be required to introduce new procedures which affect the work unit and have a moderate impact on the department.   An example would be writing guidelines which are then referred to by other people in the department. 

9. JOB ENVIRONMENT

Rates the extent to which the job involves exposure to adverse non-physical working conditions over which the individual has no control.

Level 1

Occasional demands that must be attended to on the spot; minimal interruptions; measured pace with regular hours; regular, predictable deadlines; few situations involving conflict or human situations.

Level 2

Numerous demands that must be attended to on the spot; frequent, unavoidable interruptions; occasionally accelerated work pace or extended work hours; occasional short, frequent, multiple, variable or unpredictable deadlines; occasional situations involving conflict or difficult human situations.

Level 3

Continuous multiple demands that must be attended to on the spot; unremitting, unavoidable interruptions; peak periods requiring an accelerated work pace or extended work hours; short, frequent, multiple, variable or unpredictable deadlines; situations involving conflict or difficult human situations.

