TRENT UNIVERSITY
JOB QUESTIONNAIRE


GENERAL INFORMATION

· The intent of this questionnaire is to provide a structured tool for you to provide details about specific aspects of your job, for the purposes of job analysis.
· Please read the questions carefully.  Your answers should be as concise as possible but include sufficient detail and examples so that a person who is not familiar with your job would have a clear picture of what you do after reading the questionnaire. Details and information contained should reflect the normal or regular elements of your job, not the exceptions. 
· Content of the Questionnaire should be written in your own words, not by copying/pasting from the job description or Job Evaluation Manual.
· Your supervisor will review your questionnaire for accuracy and will discuss with you any differing perceptions concerning your job responsibilities.  Supervisors will indicate their preferred answer by adding a comment on the questionnaire but are not to remove employees' answers.
· All information will be treated confidentially and will be used only for the purpose of job evaluation and preparation of job descriptions.
· If your position is multi-incumbent please collaborate on one submission. 
· If you require further information or clarification, please contact your supervisor, OPSEU representative or Human Resources.

Note to Supervisor: Normally consensus should be reached on the required duties/activities of the incumbent before submission to JJEC. If there is not consensus on anything outlined by the incumbent, please outline this by highlighting the relevant content in yellow and add your revisions in green. 

JOB INFORMATION
	Job Title:
	

	Job Number:
	

	Department/Section:
	

	Work Location:
	

	Incumbent Name(s):




	

	Multi-incumbent jobs collaborate on 1 submission.
	

	Supervisor’s Title:
	

	Supervisor’s Name:
	

	Job Lead Hand (if applicable):
	



Thank you.  The time and effort you contribute to this process are appreciated!

JOB COMPONENTS

You will need to provide specific work samples from your job in each of the following areas. These areas correspond to the factors measured by the job evaluation system.

In each area, please provide examples that reflect the regular and recurring duties in your job.  It is not necessary to think of every possible example to include in the questionnaire (that would be impossible!), however, provide a variety of examples which are generally reflective of the work that you do and indicate the full scope of the job.

The job evaluation system will measure the extent to which each factor exists in your job, and every other job covered by the system as well.

ANALYTICAL REASONING

This part of the questionnaire deals with the thinking part of your job.  It is intended to gather information about the difficulty and complexity of analysis, reasoning, planning and judgment required to work through situations and solve day-to-day problems.  

To illustrate: when you undertake an activity, you must think about what the desired outcome of the activity will be, what method you will use to complete the activity, and what instructions, procedures, guidelines or policies you reference or follow to help you arrive at a course of action or solution.

1.   Typical Situations requiring Analytical Reasoning:

List below two (2) examples of typical situations or problems which you would be required to solve, using analytical reasoning, in the course of your work providing context and explanation.

	e.g.  Budget Monitoring – A course instructor submits an expense that is not in the approved budget. The staff is responsible for identifying the issue, connecting with the course instructor to gather more information (ie; maybe it falls under another category) and if it cannot be reconciled, identifying the issue to the Program Chair to discuss options.
	Frequency 
1. Several times daily
2. Daily
3. Weekly
4. Monthly
5. Per Academic Term
6. Annually
7. Other (explain with context)

	
1. 
	

	
2. 
	





 DECISION MAKING

This part of the questionnaire deals with what actions or decisions you are required to carry out once you have analyzed or reviewed a situation, how you must comply with existing procedures, standards or policies, and how free you are to take action without approval of your supervisor.

1.   Typical Decisions:

List below two (2) examples of typical decisions or actions that you are required to take in the course of your work without approval of your supervisor. Include how you make that decision (ie; experience, expertise, research, refer to manuals/policies/procedures/industry codes or standards etc.)

	e.g.  Responsible for the purchase of department office supplies, materials and equipment (up to a fixed spending limit of $5000) to ensure faculty and staff have the tools necessary to perform their work.
	Frequency 
1. Several times daily
2. Daily
3. Weekly
4. Monthly
5. Per Academic Term
6. Annually
7. Other (explain with context)

	
3. 
	

	
4. 
	



List below two (2) examples of typical decisions or actions that you are required to take in the course of your work that you would need to take the decision to your supervisor for review/approval. 

	e.g.  Responsible for the purchase of department office supplies, materials and equipment (up to a fixed spending limit of $5000) to ensure faculty and staff have the tools necessary to perform their work.
	Frequency 
1. Several times daily
2. Daily
3. Weekly
4. Monthly
5. Per Academic Term
6. Annually
7. Other (explain with context)

	
1. 
	

	
2. 
	





IMPACT

Decision making always involves some risk for an organization.  It is a standard business practice to assess the risk involved in any decision or the risk in delegating decision making.  This part of the questionnaire deals with the impact or consequence to the University of typical actions or decisions taken by a job incumbent.  It assesses the potential cost of risk. This is best arrived at by indicating the consequences to the organization of not taking the appropriate decision.  This does not deal with incompetence or negligence or individual performance matters.  Sometimes decisions are made with limited or inaccurate information, or changing circumstances, which can lead to errors.

Inappropriate decisions may negatively affect programs or services, cause damage to the University’s reputation, impact negatively on relations with employees, faculty, the student body or other stakeholders, cause embarrassment due to release of confidential information or plans, result in unsafe conditions and injury to others, cause financial losses, loss of materials or damage to equipment or machinery, or cause delays in project implementation.  Impact also assesses the shared responsibility for the risk associated with decisions made (i.e. Is the job incumbent solely responsible or did others such as supervisor or colleagues share responsibility?).

1.   Area of Impact:

For the two (2) typical decisions you make on your own indicated previously under ‘Decision Making’, please describe the impact on Trent if the decision is inappropriate.

	e.g. the consequence of not having the right supplies will be inconvenience for the person looking for the material, interruption of a colleague who may have the supplies required, an increase in costs to purchase a rush order if necessary, a delay in operations if the material was for a mailing, or photocopying, or similar activity.  

	
1. 

	
2. 



EDUCATION
To be completed by Supervisor/Manager

Please select the minimum level of completed education required for a candidate to be considered for this job. Do not select the preferred education, but the minimum. Do not select more than one option.  Please note that the minimum level of education required for the job is not based on the level of education possessed by the incumbent.

	Minimum Education Required
	Selection

	None
	

	High School
	

	Two (2) year college diploma or equivalent certification
	

	Three (3) year advanced college diploma, a general university degree, or skilled trade license or certificate of qualification
	

	An honour’s university degree – e.g. HBA, HBSC, BBA, BSW, B.Ed.
	

	A graduate level degree – e.g. M.A., M.Sc., MSW, MBA or M.Ed.
	



Please indicate below any additional education, technical or professional certification or designation or licenses required of the job:
	




Please provide context and explanation for the required education including what essential skills are gained during that education that are critical:
	




EXPERIENCE
To be completed by Supervisor/Manager

Please select the minimum years of experience required for a candidate to be considered for this job. Do not select the preferred years of experience, but the minimum. Do not select more than one option.  Please note that the minimum level of experience required for the job is not based on the level of experience possessed by the incumbent.

	Minimum Years of Experience Required
	Selection

	[bookmark: _Hlk194412909]Less than twelve (12) months
	

	One (1) or two (2) years
	

	Three (3) years
	

	Four (4) or five (5) years 
	

	Six (6) years or more
	



Please provide context and explanation for the number of years of required experience including what essential skills are gained during the time period that are critical:
	






RESPONSIBILITY FOR THE WORK OF OTHERS

This part of the questionnaire deals with supervision of others and responsibility for the results of work performed by those you supervise (employees, either full or part-time, students, contractors, etc.).

1.   Nature of Responsibility:

Indicate the normal ongoing requirement for your job to carry out the following actions.  

For each action, identify your level of responsibility from the following choices:
	1.  No responsibility for this action.
	2.  Asked for input.
	3.  Makes a substantive recommendation, subject to final authorization.
	4.  Makes the final decision for this action.  

	Actions

	OPSEU
	Student staff/
Co-op/ Interns/ Placements
	Volunteers/ Contractors

	Showing others how to perform tasks
	
	
	

	Assigning work to others
	
	
	

	Scheduling work for others 
	
	
	

	Monitoring task completion and accuracy
	
	
	

	Evaluating performance/discipline
	N/A
	
	

	Hiring/termination of non-OPSEU support personnel
	N/A
	
	

	Shift scheduling and granting time off
	N/A
	
	

	Orienting new employees
	
	
	

	Determining or changing job requirements
	N/A
	
	

	Settling disagreements
	
	
	

	Initiating training and development
	
	
	

	Other (please describe:)
	
	
	



Provide details regarding the supervisory and related administrative responsibilities including the time context associated with these duties, the quantity of positions and whether this responsibility is shared with other staff. Some examples may be:
· Hire and directly supervise 3 full-time student employees from May to August. 
· Responsible for 50 event volunteers for a 1-month period including training and the event. 
· Responsible for training, assigning and monitoring the work of a regular, full-time OPSEU job (formal lead hand).



2.   Scope of Responsibility:

Direct supervision involves full responsibility for hiring, supervising, granting leave time, evaluating performance, discipline and dismissal, of jobs reporting directly to you, or through your direct subordinates. 

Indirect supervision describes the situation where there is no supervisor/subordinate relationship, however, the job is expected to directly ensure that others conform to policies, procedures, guidelines, program standards, etc.  This should, however, not be in the sense of providing a service, but of providing indirect supervision to others in the performance of their work.  
			
	POSITIONS SUPERVISED

	List job titles/numbers for jobs directly reporting to you or that you indirectly supervise. Include the type of position (i.e. student, casual, contractor, full time, part time, recurring, seasonal, etc.), the number of individuals (i.e. 2 student staff, 5 volunteers etc.) and the time context (i.e. 1 part-time, year-round student and 1 full-time, May – August student). 

	


	


	


	


	






COMMUNICATION

This part of the questionnaire deals with the importance to Trent of your typical work-related contacts.  
 
Please list below the typical work-related contacts (Maximum: 5) you would have as a normal requirement of your job.   Consider contacts with other staff, faculty, contractors, suppliers, vendors, students, families, members of the community, representatives of government, public interest groups, the media, and the like.  Do not include contact with your supervisor or subordinates.  

For each contact, describe the reason for the contact.  Then, from the choices below, identify the nature and the frequency of the contact.


		Nature
		Frequency

	1. Tact & Courtesy (normal politeness in dealing with people)
2. Exchange of Information (give others or ask others for routine information).
3. Explanation or Interpretation (explain or translate the meaning of information).
4. Judgement (express an opinion about the meaning of information or make recommendations based on information).
5. Counsel/Advise (provide advice or guidance to others on a course of action but where those others are responsible for the choice taken).
6. Persuasion (requirement to convince others, normally senior persons to act on a recommendation with some responsibility for the action taken).
7. Influence or Negotiation (difficult negotiation or persuasion where the other person has opposite opinions or objectives and may be opposed to the action being recommended with shared responsibility for the action taken).
	1. Several times daily
2. Daily
3. Weekly
4. Monthly
5. Quarterly
6. Few times a year






	Indicate the contact, describe the reason for the contact
	Nature
	Frequency

	Internal Contacts:
e.g.  faculty - to consult with them on student’s learning needs, in order to develop/modify curriculum for the Academic Skills Centre.

e.g. staff – respond to complaints and calls for service, advise on statuses for repairs


	
2
	
6

	

	
	

	
	
	

	
	
	

	

	
	

	
	
	




	Indicate the contact, describe the reason for the contact
	Nature
	Frequency

	External Contacts:
e.g. School Board representatives and Secondary School administration or guidance departments, to coordinate on-campus recruiting.

e.g. External Contractors – advise/coordinate with contractors performing work on campus

	
3
	
6

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	





MOTOR/SENSORY SKILLS 

This part of the questionnaire measures the proficiency or precision in motor or sensory skills required by the job.  Only skills required by your job should be included.

· Motor skills include: 
Fine motor skills (control in making small movements to operate tools, instruments, equipment)
Gross motor skills (control in making large movements to operate large equipment or machinery)
Dexterity (skillful movements of the fingers and hands to grasp, place, move, assemble objects; operate tools, instruments or equipment)
Coordination (the movement of arms, legs, or torso together to result in skilled manual action)
Equilibrium (to maintain one’s balance and orientation when in an unstable position)

· Sensory skills relate to the five physical senses: seeing, hearing, taste, touch, smell.

List below your most common duties requiring particular motor or sensory skills (Maximum: 5).  For each skill, identify:
· the level of precision required (includes the concept of accuracy, correctness, distinction, as well as the tolerance for imprecision). For example, sending emails has tolerance for accuracy as spelling errors likely will not result in significant negative consequences whereas computer programming leaves little tolerance for accuracy as errors will have a significant impact on the success of the work.

	Motor Skills
(Type of Skill)
	Job Tasks Requiring Skill

	e.g.  fine motor skills, dexterity 
	Regularly drafting and designing of blueprints, engineering documentation - requires accuracy and precise movement

Data entry input into registration software, requiring both speed and accuracy. Little tolerance for error as input is not reviewed by others.

	
	

	
	

	
	

	
	

	
	

	Sensory Skills
(Type of Skill)
	Job Tasks Requiring Skill

	e.g.  visual, sensory distinction
	In assessing the results of lab experiments, fine distinction required to differentiate between colours or odours with little tolerance for error due to safety.

Visual awareness when driving/parking

	
	

	
	

	
	

	
	

	
	





EFFORT

This part of the questionnaire deals with the degree to which your job makes physical and/or mental demands on you in the ordinary course of performing your job.  Only conditions required by your job should be included.

 Physical demands: examples include, but are not limited to, lifting, moving, carrying, pushing/pulling, walking, standing, climbing, extending/reaching, bending, kneeling, sitting, remaining motionless, keyboarding.

 Mental demands: examples typically include the requirement to sustain concentration, focus or sensory effort (seeing, listening, smelling, touching, tasting) for a period of time. Mental Demands also include the level of interruptions or distractions. 
				
List below the demands placed upon your job (Maximum: 5) describing the work requiring the effort. You may use the above list to help you. Please include details such as:
· frequency (how often does it happen) 
· intensity (how long or how extreme) of the exposure
· if you are able to take breaks if you are fatigued
· how much control you have to manage your own day to day and switch tasks as needed

For example, the demand placed on your body by monotony and concentration can to some extent be reduced if you have some control of the way the job is performed or when work is done.

	
Mental Demands
(Type of Effort)
	Job Tasks Requiring Effort

	e.g. sustained attention  

	Required in verification and testing of lines of code for systems which is a daily occurrence. Able to take breaks as needed to lessen fatigue.

Counselling requires a focus on the client to pay attention to both verbal and nonverbal communication for the full duration of 1 hour sessions with breaks are built in between appointments. 

	
	

	
	

	
	

	
	

	
	

	
Physical Demand
(Type of Effort)
	Job Tasks Requiring Effort

	e.g. walking, standing, bending, lifting, carrying
	Physical effort required in shoveling snow, raking leaves. Generally, for a few hours at a time (in bouts dependent on weather), but able to take breaks as needed.  

	
	

	
	

	
	

	
	

	
	




WORKING CONDITIONS

This part of the questionnaire deals with the physical and psychological conditions and surroundings within which you must work and the extent such conditions make your job unpleasant, disagreeable or hazardous to health.  

The conditions considered should be job related.  If the disagreeable working condition is a noisy piece of office equipment, then the operator of that equipment has exposure to a disagreeable element, noise.  However, the organization can mitigate the exposure to the noise for those located near the equipment, but not required to operate it, therefore it is not a disagreeable element in their jobs.

 Disagreeable psychological conditions include, but are not limited to: complaints/public criticism; conflicting work priorities; changing deadlines/time pressures; dealing with frustrated, angry, confrontational people; interruptions; lack of control over the pace of work; lack of privacy/excessive isolation; multiple competing demands; frequent travel; monotony/repetition.
 Disagreeable physical conditions include, but are not limited to: confined spaces; crowded working conditions; humidity, dampness or drafts; motion/physical instability; noise, vibration; fumes, noxious odors; extremes of cold or heat; dusty or dirty conditions; poor weather and other disagreeable outdoor conditions. 

Please answer the following questions regarding the regular conditions of your job.
	Is your job front-facing? e.g. are you accessible by individuals outside of your colleagues? Do you have control over other’s access to your workspace? Please provide context. 

	

	Are you required to work in a shared office? e.g. your workspace is shared with colleagues or the public. Please provide context.

	

	Are you required to work evenings/weekends? Please provide context of how often, the types of shifts and whether it is due to accommodations, personal preference or required by the employer.

	

	Are you required to be available for work outside your regular working hours? Please provide context including frequency, whether it is part of a scheduled on-call rotation or if it is just on a by emergency basis.

	

	Are you required to work rotating shifts? Please provide context of how often, the types of shifts and whether it is due to accommodations, personal preference or required by the employer.

	





List the regular disagreeable elements in your working environment (Maximum: 5) using the above list to help you.  The disagreeable elements must be tied to the typical work you are doing, not the physical work location. For example, exposure to noise by proximity to loud machinery can be mitigated for an incumbent that is not required to operate the machinery, but not for the incumbent who is required to operate the machinery. Therefore, this would not be considered a negative working condition for the former. An exception to this is whether someone is located in a “front desk” environment where interruptions cannot be controlled as a requirement inherently related to the job. 

For each working condition you indicate, please include details such as:
· frequency (how often does it happen) 
· intensity (how long or how extreme) of the exposure
· how much control you have over the intensity of the condition (For example, the unpleasantness of pressure to meet deadlines is impacted by whether the deadlines are imposed upon you, or you participate in setting them)
· the potential risks associated with exposure to the disagreeable condition and the likelihood of being affected by it.

	Disagreeable Condition

	Psychological Conditions
e.g. requirement to respond to angry, disgruntled students while providing information about financial aid, status of loan applications, schedule for payment, etc. Complaints must be attended to, incumbent has no control over occurrence. On average occurrences happen weekly, but can be mitigated by other team members.

	

	

	

	

	

	Physical Conditions
e.g.  Operating the equipment in the power house leads to exposure to noise, dust/fumes, dangerous equipment.  Potential consequences of exposure include damage to hearing, eyesight, personal injury (especially, hands and feet). This is a daily occurrence. 

	

	

	

	

	





OPTIONAL COMMENT


If you wish, please provide other comments or additional job information.




















	Prepared by (job incumbent(s)): 
	

	(name(s) & title)
	

	(sign & date)
	

	Reviewed by (immediate supervisor): 
	

	(name & title)
	

	(sign & date)
	

	Reviewed by (College or Dept. Head/Dean): 
	

	(name & title)
	

	(sign & date)
	



Note to Supervisor: Your signature above indicates that you have reviewed the job questionnaire.  Normally consensus should be reached on the required duties/activities of the incumbent before submission to JJEC. If there is not consensus on anything outlined by the incumbent, please outline this by highlighting the relevant content in yellow and add your revisions in green. 
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