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Knowledge:  measures the minimum level of job knowledge required by an incumbent when the position is first attained.  Will be the level indicated in a job 
bulletin.  The knowledge is typically gained through a combination of formal education and related experience. 

Degree  Description 
1 Ability to understand basic instructions and follow simple and structured procedural guidelines.  Ability to use factions, basic 

grammar and spelling.  Basic understanding of operational mandate and working knowledge of the immediate work unit or 
department.  Skills and knowledge requirements are normally acquired by having completed high school and having up to 1 year of 
related work experience or an equivalent level of related work experience in lieu of high school 

2 Specific knowledge of standardized work methods, processes, and approaches.  Ability to apply techniques to the completion of tasks 
and/or activities.  Proficiency in job-related techniques or procedures is required.  Knowledge and skills are normally acquired by 
having completed high school and having up to 2 years of related experience. 

3 Specific knowledge of standardized work methods, processes and approaches and general knowledge and some proficiency in an 
administrative, business, academic or operational technical discipline.  An incumbent may need to demonstrate an awareness of other 
business processes that are closely linked to their own scope of responsibility and begin to consider impacts of their work on the work 
of others.  Ability to generalize on the basis of broad understanding and established procedures and methods. Knowledge and skills 
are normally acquired by having completed up to 1 year of a related post-secondary program and having 2-3 years of related 
experience OR and equivalent level of related work experience in lieu of post-secondary education.  Courses may be in formats such 
as seminars, workshops, evening classes, or correspondence.  An equivalent level of related work experience in lieu of post 
secondary education/courses may also be considered 

4 Specialized knowledge in a technical discipline and an ability to apply technical concepts and applications to tasks or activities where 
known or theoretical precedents exist.  Based on broad job content, work process, academic knowledge, and/or ability to co-ordinate 
related work of project specific activities is required.  This knowledge and expertise is normally acquired by having completed a 2 or 
3 year specialized post secondary diploma or certificate program in a related discipline, or 3 years of a specialized program such as 
CGA etc. and having 3-4 years of related experience OR having an equivalent level of related work experience in lieu of post 
secondary education. 

5 Knowledge of, and ability to, interpret and adapt documented textbook concepts and principles to practical situations that involve 
problem definition and solution development.  Practical knowledge of a technical or administrative field, which involves the use of, 
specialized, complex techniques or methodologies.  There is a problem solving orientation with a focus on developing expertise to 
deal with problems anticipated or encountered.  The position demands that the incumbent understand the relationships between and 
across a number of processes and activities and business units and effectively manages those inter-relationships.  This knowledge is 
normally acquired by having completed a undergraduate university degree in a recognized and related discipline, as well as 4 to 5 
years of related experience OR having an equivalent level of related work experience in lieu of post secondary education. 

6 Due to the complex nature (breadth and/or depth) of the job requirements, significant knowledge of a specialized functional area as 



well as comprehensive knowledge of the discipline is required.  Ability to translate this knowledge into the development of new 
methods, approaches or procedures, as well as the ability to apply logical, evaluative and scientific thinking to define problems, 
collect information, establish facts and determine optimal courses of action to pursue is required.  Ability to provide technically-
authoritative, leading-edge advice and direction to a variety of process participants.  This knowledge is normally acquired by having 
completed an undergraduate university degree in a recognized and related field, as well as 6-8 years of progressive and relevant 
experience OR having an equivalent level of related work experience in lieu of post secondary education.  A graduate degree and/or 
professional designation may supplement knowledge requirements. 

7 The job requires the demonstrated achievement of widely recognized competence and mastery as a result of extensive study and 
knowledge of an academic discipline.  In addition to extensive discipline, functional and industry expertise, demonstrated knowledge 
of strategic and tactical problem solving approaches, and ability to convert strategic objectives into tangible action plans and results is 
required.  Demonstrated knowledge of process quality and effective project management is needed.  The position requires that the 
degree of organization knowledge is both broad and deep as the incumbent makes decisions that impact elsewhere in the 
organization, often in an indirect manner.  This knowledge is normally acquired by having completed an undergraduate university 
degree and/or recognized professional designation in a specialized field, as well as 8-10 years of progressive and related experience 
having an equivalent level of related work experience in lieu of post secondary education 

8 The position requires the ability to perform in a strategic environment, as well as ensure strategic change management initiatives are 
in place to promote organizational effectiveness.  The job requires the demonstrated achievement of widely recognized competence 
and mastery as a result of extensive study and knowledge of an academic discipline.  In addition to extensive discipline, functional 
and industry expertise, demonstrated knowledge of strategic and tactical problem solving approaches, and ability to convert strategic 
objectives into tangible action plans and results is required.  Demonstrated knowledge of process quality expertise is needed.  The 
position requires that the degree of organization knowledge is both broad and deep as the incumbent makes decisions that impact 
elsewhere in the organization, often in an indirect manner.  This knowledge is normally acquired by having completed a graduate 
degree and/or recognized professional designation in a specialized field, as well as 8-10 years of progressive and related experience 
having an equivalent level of related work experience in lieu of post secondary education. 

 

  



Interpersonal Skills:  measures the job requirements for using interpersonal communication skills.  Interpersonal skills required by supervisory positions when 
communicating with staff are not considered in this factor. 

Degree Description 
1 Interaction is typically with co-workers or peers within the immediate work area.  Communications with others are generally routine.  

The need for interpersonal skills is very limited.  Interactions usually involve brief, simple exchanges of information including the 
provision of service.  The job requires very basic communication skills and common courtesy. 

2 Higher than 1, but lower than 3 
3 Interaction is with a variety of people.  These may be students, co-workers, clients, the public or others outside the organization.  

Communications are of limited difficulty.  Interactions usually involve short, straightforward exchanges of information or provision 
of service.  Interactions involve non-stressful encounters and dealing with uncomplicated problem situations requiring a limited 
degree of interpersonal skill. 

4 Higher than 3, but lower than 5 
5 Interaction is with a variety of people inside or outside the organization.  Communications are of moderate difficulty and sensitivity.  

Contact with others may involve detailed and lengthy dialogues and exchanges of information.  Interactions involve dealing with 
moderately complicated problem situations or stressful encounters requiring a moderate amount of interpersonal skills. 

6 Higher than 5, but lower than 7 
7 Interaction is with a variety of people inside or outside the organization.  Communications are often difficult or stressful in nature.  

Contact with others involves complex, detailed and often sensitive topics.  The job requires a high degree of interpersonal skills to 
deal with a range of complicated problem situations.  Interactions involve gaining the agreement of others. 

8 Higher than 7, but lower than 9 
9 Interaction is with a wide variety of people inside or outside the organization.  Communications are often extremely difficult or 

stressful in nature.  Contact with others involves highly sensitive topics.  The job requires extremely well-developed interpersonal 
skills for dealing with a range of problem situations.  The job requires the use of diverse communication techniques. 

 

  



Physical, Auditory, and Visual Demands:  measures the intensity and frequency of demands placed upon the employee that require visual, auditory, or physical 
concentration, manual dexterity, exertion, strength and endurance. 

Intensity Scale  Frequency-
up to 35% 
of the time 

Frequency-
36-70% of 
the time 

Frequency-more 
than 70% of the 
time 

Work requires very limited visual or 
auditory concentration.  There may be 
very light physical exertion, manual 
dexterity and/or strain. 

1 1 1 

Work requires limited visual or 
auditory concentration.  There may be 
light physical exertion, manual 
dexterity and/or strain. 

2 3 4 

Work requires sustained visual/auditory 
concentration.  There may be moderate 
physical exertion, manual dexterity, 
and/or strain. 

3 4 5 

Work requires heavy physical/visual 
exertion, effort, and strain.  Forces 
exerted are equivalent to lifting 
between 25-50 pounds. 

4 5 6 

Work requires substantial 
physical/visual exertion, effort, and 
strain.  Forces exerted are equivalent to 
lifting 50 pounds or over. 

5 6 7 

 

  



 

Complexity:  measures the amount and difficulty of analysis, problem solving and reasoning required to perform job related duties. 

Degree Description 
1 Work requires very limited analysis in tasks that are repetitive, well-defined and clear cut with specific guidelines.  Minimal creativity is 

required to carry out assigned duties.  A very limited degree of reasoning and problem solving is required.  Common sense is typically used 
to follow detailed, simple, and very uncomplicated instructions and pre-determined routines. 

2 Higher than 1, but lower than 3 
3 Work requires limited reasoning and planning in tasks that are straightforward, repetitive and involve different but related processes and 

methods.  Some creativity and interpretation is required to choose from a limited number of possible solutions the most appropriate course 
of action.  Considerable procedures and job structure exists with general job-related instructions. 

4 Higher than 3, but lower than 5 
5 Work requires a moderate degree of analysis to adapt to a variety of duties that involve unrelated processes and methods.  A moderate 

amount of planning is required in that a moderate degree of variation from daily routines is possible.  Situations may be broad in scope with 
limited opportunity for standardized solutions and may require the recognition and creative definition of problems and their practical 
solutions. 

6 Higher than 5, but lower than 7 
7 Work requires interpretive skill and a high degree of analysis using logical, evaluative, scientific or professional thinking to define 

problems, collect information, establish facts and form valid solutions.  With a limited degree of job structure, situations are diverse 
(although not unique), and offer considerable opportunity for creativity and mental challenge. 

 

  



Accountability / Decision-Making:  measures the level of accountability and decision-making association with the position.  Consideration is also given to the 
level of work review or supervision received the discretion and independence of action and the overall accountability given the nature of the work.  

Degree Description 
1 Work is directly controlled through the highly structured nature of the work itself or immediate supervision by others.  All deviations from 

assigned work must be authorized by a supervisor. 
2 Higher than 1, but lower than 3 
3 Work is controlled through the occasional checking of accuracy, quality, and adherence to detailed instructions or through the structured 

nature of the work itself.  Some discretion may be exercised within pre-determined limits and procedures. 
4 Higher than 3, but lower than 5 
5 Finished work results are evaluated for compliance with technical standards, appropriateness, and conformity to the institutions policy.  

Receiving general direction regarding work responsibilities, discretion and judgment must be exercised in interpreting and 
applying/following rules and guidelines. 

6 Higher than 5, but lower than 7 
7 Work is evaluated relative to the institutions overall policy in terms of feasibility, compatibility and effectiveness.  Receiving nominal 

direction regarding work responsibilities, discretion and judgment must be exercised in translating the institutions broad goals into specific 
objectives.  Leads/initiates and directs activities fully impacting on a department, core service or functional area. 

8 Higher than 7, but lower than 9 
9 Work results are considered technically authoritative and evaluated relative to general organizational policy in terms of feasibility, 

compatibility and effectiveness.  Essentially receiving no supervision, incumbents use their own judgment and ingenuity to develop and 
interpret organizational goals and guidelines.  Responsible for initiating, directing and monitoring activities impacting on a major functional 
area or the entire organization. 

 

  



Impact: measures the potential problems the position can create or resolve as a result of the decision-making responsibility or the provision of advice.  
Consideration is given to the overall impact, span of effect and is based on average occurrences not extreme scenarios. 

Degree Description 
1 Work results have limited impact beyond the immediate work group.  Work is closely controlled through the structured nature of the work 

itself, routine cross checks, or close supervision of others.  Errors might normally result in (a) the loss of one’s own time to correct the error, 
and/or (b) minor damage, waste or financial loss. 

2 Higher than 1, but lower than 3 
3 Work may have limited impact on student and/or client service or final results produced.  Work results have impact beyond the immediate 

work area but not outside the institution.  Work and methods are controlled by monitoring accuracy, adequacy or adherence to instructions.  
Errors might normally result in (a) the loss of one’s own and other’s time to correct the error, (b) limited safety impacts, damage, waste or 
financial loss, and/or (c) have an effect of the morale of other employees. 

4 Higher than 3, but lower than 5 
5 Work has direct impact on the final service or product produced.  Work is evaluated for compliance with technical standards, 

appropriateness, and conformity to policy.  Errors might normally result in: (a) the substantial loss of time, (b) moderate safety impacts, 
damage, waste or financial loss, (c) have an effect on the morale of other employees, and/or (d) impact public image. 

6 Higher than 5, but lower than 7 
7 Activities, decisions and approvals have wide-ranging impact on operations throughout the organization.  Decisions have a major impact on 

operations, financial management, safety, public image and/or employee morale. 

 

  



Development and Leadership of Others:  measures direct accountability for managing human resources. 

Degree Description 
1 There may be a requirement to provide advice and/or guidance to others. 

2 The job does not have formal or official supervisory responsibilities.  However, there is an expectation to provide core on-the-job training to 
others. 

3 

The job requires some accountability for scheduling, assigning or coordinating work.  Employees check the quality of work and provide 
guidance, instruction, training and direction to others.  Although t he job does not require formal or official supervisory responsibility, the 
incumbent serves as group leader or acts in an informal “assistant supervisory” or “lead hand” role.  In addition, the employee may be 
expected to provide information or suggestions on human resource matters. 

4 
The job requires direct and ongoing accountability for a work group.  Job duties include full range of supervisory activities such as hiring, 
training, assigning, monitoring and assessing work, promoting, etc.  Work involves ensuring that human resource related decisions are 
compatible with the institution’s policies, practices and direction. Responsible for supervision of 1-15 staff in a homogenous group. 

5 

The job requires direct and ongoing accountability for a work group.  Job duties include full range of supervisory activities such as hiring, 
training, assigning, monitoring and assessing work, promoting, etc.  Work involves ensuring that human resource related decisions are 
compatible with the institution’s policies, practices and direction. Responsible for supervision of 15-49 staff OR 1-15 staff with varied	  
responsibilities. 

6 

The job requires direct and ongoing accountability for a work group.  Job duties include full range of supervisory activities such as hiring, 
training, assigning, monitoring and assessing work, promoting, etc.  Work involves ensuring that human resource related decisions are 
compatible with the institution’s policies, practices and direction. Responsible for supervision of 50+ staff OR 15-49 staff with varied 
responsibilities. 

 

  



Environmental Working Conditions:  measures the likelihood, frequency and severity of exposure to undesirable features in the work environment 

Intensity Scale Frequency-up 
to 30% of the 
time 

Frequency-
between 31-
70% of the time 

Frequency-more 
than 70% of the 
time 

No adverse environmental conditions 1 1 1 
Exposure to some undesirable or 
unpleasant environmental 
characteristics.  Physical environment 
is generally safe and there is minimal 
health risk.  No safety equipment or 
unusual precautions are required. 

2 3 4 

Exposure to moderately adverse and 
undesirable environmental conditions.  
Some health and safety risks.  May 
require safety equipment and/or 
precautions. 

3 4 5 

Exposure to physical hazards, health 
and safety risks, adverse or otherwise 
undesirable characteristics in the 
environment.  Personal risks require 
safety equipment or precautions to be 
followed closely. 

4 5 6 

Exposure to major physical hazards, 
severe health and safety risks, or 
extremely adverse characteristics in 
the work environment.  Despite the 
fact that safety equipment and 
precautions are strictly adhered to, 
distinct possibilities for injury or 
occupational disease exist. 

5 6 7 

 


