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DOCUMENT INTRODUCTION

Completion of this JOB FACT SHEET will take a considerable amount of an employee's time.  It is imperative that responses be as accurate and complete as possible.

Please answer the questions carefully.  Take your time and think about the job that you do before you begin to respond to the questions.  It may be helpful to make a checklist of the components of your job to ensure that your answers are as complete as possible.

In order to establish an effective date for any possible change in salary, please complete, sign and return the Questionnaire Section [white section] of the Job Fact Sheet to the Job Evaluation Unit.  Make a copy of the completed questionnaire before you send it to Job Evaluation, and forward the copy to your immediate supervisor to review.  Supervisors may not alter or eliminate any portion of your original response but must provide comments under Question 13.

BEFORE BEGINNING, READ THROUGH THE ENTIRE DOCUMENT.  THIS WILL HELP YOU THINK ABOUT YOUR JOB AND PREPARE YOU TO ANSWER THE QUESTIONS.  WHEN YOU ARE READY TO COMPLETE THE DOCUMENT, RETURN TO THE QUESTIONNAIRE SECTION AND BEGIN.

Helpful Hints
1.
Tell the facts about the job.

2.
Before answering each question read it carefully and think about what it is asking.

3.
Provide specific clear examples about the work that you do.

4.
Describe your job so that a person unfamiliar with your work would be able to understand it.

5.
Remember to include all aspects of your job including those duties that you may perform only once or twice a year.

6.
Your answers should be typed; if this is not possible, please print or write legibly.

7.
Attach pages at the end of the document for any additional information if there is not enough space throughout the document to complete your answers.

JOB FACT SHEET EXPLANATIONS
1. (A)
PURPOSE OF POSITION
This section gives the Job Evaluation Unit a basic understanding of the position's role before they study the details of the job. Briefly describe the general purpose of this job.  Consider “Why does this job exist?” and “What is the job responsible for?”

For a Secretary, the section might read:

This is a secretarial position with responsibility for typing correspondence,

checking for enclosures, making and distributing copies;  answering

and directing phone calls from the public and other offices.

    (B)
WORK SITUATION
In this section give general information such as:

-
What your section is called.

-
Title and name(s) of person(s) to whom you report.

-
Physical situation, e.g., office, laboratory, outdoor work.

-
Are there other employees in your unit, and what kind of work do they do?

2.
MAJOR ACTIVITIES
Consider the major activities or responsibilities of your job (usually three to five).  Describe each using a phrase at the top of each section.  Estimate (to the nearest 5%) the percentage of time you spend on each activity on a yearly basis.  Then describe each activity using details or examples.  The percentages should add up to 100%.  Use clear and concise verbs to describe your activities (e.g., file, operate equipment, test, analyze, assist).

Example:
Activity A:  Inventory 2 days per week
40%
Keeps track of inventory currently in store by counting supplies on 

shelf and checking against computer printout of inventory.  Notes 

discrepancies and possible shortages in coming week.  Organizes 

stock and maintains displays.
Activity B:  Ordering supplies from wholesaler ½ day per week
10%
Completes order forms for new stock from suppliers and enters 

order into computer log.  Posts value of order to appropriate 

accounts.
Activity C:  Operating check-out 2½ days per week
50%
Operates cash register and check-out line at store, answers general

inquiries, and monitors store against possible shoplifting.
3.
EDUCATION AND SPECIFIC TRAINING
Information and knowledge required for the performance of a job is usually acquired through formal schooling and training.  In some cases, education and training may occur in an informal or volunteer setting.

To complete this section, report the minimum education and specific training needed to do the work, not your own personal education or other qualifications that you possess.  Assume current educational standards.

Also, in this section, you are asked to specify the following:  (B) any professional or other certification which may be required to do the job, (C) equipment that you operate, and (D) reference materials available to assist you in doing your job.

4.
RELEVANT EXPERIENCE
How much experience is required to achieve competence on this job with the education stated under Education and Specific Training?  Relevant experience may be gained on the job, in previous jobs or through other activities, such as volunteer work.

One way to estimate previous related experience is to think about how much minimum experience should be specified if your job were posted.

To estimate on-the-job learning time, think about the cyclical nature of your job if appropriate, or on-the-job training required.

5.
INITIATIVE/JUDGEMENT

Give examples of areas where independent judgement and initiative are exercised.  Describe the decisions you are expected to make without reference 

to your supervisor.  Identify situations where you must consult with your supervisor before taking action.  In addition, describe the kinds of situations or activities that require you to make recommendations to your supervisor.

Please indicate if you perform work for others besides your direct supervisor (e.g., graduate coordinator, committee chairperson) when completing this section.

6.
IMPACT OF ERRORS
Describe examples of typical major errors that could reasonably occur as a result of judgements made (as described in Section 5).  This does not mean mistakes as a result of carelessness or neglect.  The Job Evaluation Unit needs to know the consequences of actions taken or decisions made, even with due care.

Indicate the most likely results of these errors (e.g., waste, delays, time lost, money lost, injury, damage, effects on people).  Do not report an extreme circumstance where the risk of a specific situation occurring is unlikely.

This is not reflecting your performance but rather trying to identify typical errors that could reasonably occur and then identifying the likely results or consequences.

7.
WORKING WITH OTHERS  (Contacts)

These sections require information on the degree to which dealing with other people inside the department, inside the University or in the general public is an important aspect of your job.

In each section, list the titles or categories of people most often contacted, and indicate how and why contact is made as well as how often.  Please do not give the individual's name.  Indicate frequency (e.g., daily, weekly) and method (e.g., written, verbal).

8. (A)
SUPERVISION OR DIRECTION EXERCISED
Supervision refers to the responsibility for work done by others.  Check the box or boxes that describe your supervisory role and then give examples of who is supervised and the role you play.

    (B)
EMPLOYEES SUPERVISED
In this Section you are asked to report the numbers of employees for whose work you are responsible, in categories.  This might include regular staff (full-time and part-time), seasonal staff, temporary staff, student assistants, student employees, etc.

For example:
Full time  -    4 positions


Part time  -   1 position (50%)


Student Assistants  -   3 students, 10 hours/week each 





           (academic term).


List the names of the full-time and part-time employees you supervise.

9. (A)
MENTAL AND VISUAL DEMANDS
Indicate the appropriate level of effort and percentage of duration for any elements of the job that are particularly demanding.  The Job Evaluation Unit must assess the degree and severity of exertion associated with your job.  For the visual, listening and mental concentration, identify what you are focusing on, e.g.,

-
Use computer for data entry for long periods without a 

break (mental, visual demands), 30 - 60%.
   (B)
PHYSICAL DEMANDS
Describe the physical condition(s) required by your job on a day-to-day basis and then rate whether you consider this to be minimal (a variety of sitting, standing and walking), moderate (some climbing, extensive walking, or continuous sitting), or heavy exertion (constant standing or walking).  Also note here whether your movements are restricted for long periods of time.

10.
WORKING CONDITIONS
Explain any unpleasant aspects or conditions that present some level of disagreeableness in your working conditions.  Indicate if your job requires any travelling and to what extent (e.g., overnight, extended periods) while on work related activity.

Unpleasant conditions may include requirements such as:

-
Work in noisy open setting.

-
Exposed to radiation, toxic fumes, infectious agents.

-
Work outdoors in all weather.

-
Use caustic substances.

-
Work in hot space e.g., boiler room.

-
Work with hot/dangerous situation e.g., welding gasses, electricity.

-
Climb and work on high structures.
For each condition that is present, explain how often it occurs and how long exposure lasts.

11.
CONFIDENTIAL INFORMATION
Describe the requirement (if any) for using confidential information in your job.  Describe the type of information and the frequency you use it (e.g., type complete exams for Geography 3000, twice per year).  No credit is given for infrequent use of, or unauthorized access to confidential information.

12.
SPECIAL FEATURES
This section is designed to allow you to report any element of your job that you believe should be taken into account in assessing the value of your job.  If there is anything special about your job that has not been mentioned in response to other questions, please describe it in your own words and indicate why you believe it is important.

13.
SUPERVISOR’S COMMENTS

Supervisor’s must carefully review and sign the completed Job Fact Sheet questionnaire.  Do not alter or eliminate any portion of the incumbent’s original response.  Please comment on the accuracy and completeness of the information provided. Supervisors may add information pertaining to any section of the document that would help clarify the employee’s response.  Department Heads and Deans (or designates) may also add comments in this section or attach extra pages.  Please provide the incumbent with a copy of your comments and discuss as necessary.  







