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Job Title: 		
Job Number:			XXX | VIP: 			
Band:			OPSEU-X								
Department: 								
Supervisor Title: 	
Last Reviewed:			

JOB PURPOSE:
The summary of the job.
Key Activities:
Subheading 1
· Bullet list of all the duties that the position will perform in detail
· Bullet
· Bullet
Subheading 2
· Bullet
· Bullet
· Bullet
Subheading 3
· Bullet
· Bullet
· Bullet
Subheading 4
· Bullet
· Bullet
· Bullet
Education Required:
· Define the education requirements for the position i.e. College Diploma (2 years), General Degree (3 years), Honours Bachelor’s Degree (4 years). You may also mention preferred certifications or any designation required in this section.
Certifications Required:
· Any required licenses, certifications or registrations.
Experience/Qualifications Required:
· The minimum number of years of experience required to perform the job. Any additional qualifications, such as experience managing projects etc can be included in this section.
· [bookmark: _Hlk188433579]A satisfactory Criminal Record Check/Vulnerable Sector Check (“Police Record Check”), dated within the past six (6) months is required as a condition of employment.
Supervision:
· No formal supervision of others is required. 
· Provide guidance by helping new staff to adapt to the work environment or orienting others to work processes and methods on an ad hoc basis.
OR 

· Supervise and direct the activities of student employees 

OR 
· Lead hand to the ______
· Provide training, guidance and direction, assigning and monitoring work for accuracy and completion and providing input into staffing decisions and performance evaluations.  
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