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Revision:  April 2009

For multi-incumbent submissions, photocopy this sheet as necessary

	EFFECTIVE DATE:

	Indicate the date that these changes came into effect:_____________________________                                                                                                               


                                                                     (Mandatory)

	EMPLOYEE INFORMATION:

	Name:



	ID #:



	Department:




	Job Title:



	Work Address:



	Phone/Ext #:


	E-mail:



	Signature:


	Date:



	Your signature indicates that:  
· The information provided in the JCQ is accurate and complete and describes the scope of the job; and 
· For provisionally rated jobs, you acknowledge receipt of this information only.

	SUPERVISOR INFORMATION: 

	Name:




	Title:

	Work Address:






	Phone/Ext #:




	E-mail:

	Signature: 


	Date:




	Your signature as the supervisor of record of the position indicates that:  
· The information provided in the JCQ is accurate and complete; and 
· You have forwarded and reviewed the content with the department head or designate, as appropriate; and
· You understand that any increase to the incumbent’s hourly rate resulting from the implementation of the evaluation outcome will be retroactive to the effective date indicated (subject to Collective Agreement and/or Implementation Agreement norms for maximum back-dating) and is the sole responsibility of the department.

	IMPORTANT:  Complete JCQ Submission Information (see reverse)















	JCQ SUBMISSION INFORMATION:


	Reason for submission - select one of the following:
Vacancy:

· Newly created job (interim JCQ completed by manager only): ____________________


(Please provide Notification of Vacancy (NOV) number, if known.)  

If the job has been modelled based on an existing JCQ, provide the JCQ #, title, department and incumbent’s name. ________________________________________

· New employee (internal transfer or external hire ) in an existing job replacing:_____________________________________________________________

(Please provide Notification of Vacancy (NOV) and JCQ numbers, if known, and previous incumbent’s name)

Reevaluation:

· Submission of an existing job for reevaluation: ________________________________ 

(Please provide JCQ # of the original JCQ and ensure the changed job responsibilities are clearly indicated)

Review:

· Submission of an interim JCQ for review: ___________________________________

(Interim JCQs are those that were created by the manager for new positions and need to be reviewed once the job has been occupied by an incumbent for at least 6 but not more than 12 months)

Other:

· Additional employee to be added to an existing job.  Other incumbent(s) include: _____________________________________________________________________

(Please provide JCQ # , if known)

· Other (state reason):____________________________________________________



Job Content Questionnaire (JCQ)

	For office use only:   Job ID #


JOB SUMMARY:


Current Job Title:  
                   

This section allows you to explain why the job exists and what it is about.  What would you tell someone who asked you about your job? In the space below, provide a summary of the general overall purpose of the job.  You may wish to begin with: “The job exists to....” or “The job is responsible for...”.

QUESTIONS RELATING TO SKILL:
1. 
APPLIED REASONING AND ANALYTICAL SKILLS
The questions in this section relate to the requirement in your job to apply information and solve problems.

1.1 
The following charts ask you to describe the applied reasoning and analytical skills used in your job.

If a second language is used for the skill, please provide examples in the relevant boxes below.  Explain whether you are required to recognize characters in another alphabet, isolated words or phrases, or understand running text in another language. This question does not deal with interpersonal skills using second or other languages which is covered in question #4.3.


	A.  
Provide examples of the most complex and challenging materials you must read and understand in your job

	


	B.  
Provide examples of the most complex and challenging materials you write, author, or design

	

	C.  
Provide examples of the most complex and challenging tasks involving math or calculations

	


	D.  
Provide examples of the most complex and challenging tasks involving searching for, gathering and processing information

	


	E.  
Provide examples of the most complex and challenging tasks involving analysis and solving of problems

	

	1.2  
Describe any other reasoning and analytical skills or provide additional examples that will assist the rating committee in understanding the applied reasoning and analytical skills required by the job.

	


2. BREADTH OF KNOWLEDGE
All jobs require some degree of knowledge of the context in which they work. Some jobs require knowledge of the interactions and relationships between their own and other units, or more broadly, between their organization and other organizations. 

	2.1
Give examples of the broader knowledge your job requires. Consider the areas, disciplines, departments etc. outside your immediate work area your job requires you to know and the level of familiarity or knowledge your job requires with respect to each of these areas.  Bear in mind fields of study, work units, projects, departments, faculties/envelopes, the University as a whole, external organizations, business conditions and the economic environment.

	


3. 
ADAPTATION TO CHANGE/ UPDATING OF LEARNING 
The questions in this section relate to the updating of knowledge and/or new learning that is required to stay current with changing work demands. These questions do not address new information which the job must process using existing ways of working.  Responsibility for working with or conveying changing information is covered in the questions under accountability (question 11).

	3.1 
Please describe the most recent major change that occurred in the way you do your job, when it happened, and what you did to adapt to the changes.  How often do these types of major changes occur?

	


	3.2
How often must you learn new technologies or practices?  Please give details of the pace and scope of change in your academic or business environment.

	


	3.3  
How do you normally update your knowledge or learn new practices or technologies? (Please check all those that apply and give brief examples showing what is learned.)


	· Studying procedures/manuals

· Reading job related periodicals and journals

· Attending seminars, conferences, workshops or courses

· Technical exchanges with colleagues or external experts

· Advanced personal study/research


	3.4
Are you required to update your knowledge to retain professional designation or certification?  If so, please give details.

	


	3.5
Provide illustrations/examples or add any comments that would assist the rating committee to understand the requirements of the job to update knowledge.

	


4. INTERPERSONAL SKILL
The following questions measure the requirement in the job to deal effectively with people inside and outside the organization.  The questions measure common communication skills (used in daily life) and specialized communication skills (needed for difficult interactions).  

4.1
Provide examples of the most challenging interpersonal demands of your job related to:


	A. Communicating, extending common courtesy, working cooperatively 

	


	B.      Exchanging information, identifying needs, probing for information, responding to requests, handling complaints, and gaining cooperation

	

	C.         Instructing, training, making presentations 

	


	D.      Advising, counselling (therapeutic), empathizing, and nurturing

	


	E. Consulting (providing expertise to clients), mediating, negotiating, persuading, resolving conflicts

	


	4.2
Provide examples of the most difficult or complex types of interaction that occur in the job if not captured in 4.1.

	


	4.3
If your job requires you to perform any of your duties in another language or languages (e.g., French, Arabic, American Sign Language), select the one statement that best reflects the requirement of the job to use another language on the job:

· The job requires exchanging simple, factual information in another language

· The job requires complex interactions in another language

· The job requires performing the full range of duties in another language


	Please indicate the language and all job functions you perform in that language.




5. 
EDUCATION AND EXPERIENCE
The following questions measure your estimate of the pre-requisites in education and experience for someone to be hired into your job.  Consider the requirements as they are today, even though you personally may have more or less than this. This information is what should appear in a current job posting.

· Education means the minimal formal education or equivalent (including all classroom, laboratory, practicum, clinical, or apprenticeship time required prior to graduation or certification)

· Experience means the relevant pre-job experience required to get the job and the on-the-job experience needed to perform all the tasks in the job competently and ensure a smooth flow of work.

5.1 
What minimum level of formal education (or the equivalent) is required to be hired into the position? Provide details in the right-hand column.

	Level
	Name and length of program

	Partial secondary school
	

	Secondary school diploma
	

	Secondary school diploma plus completion of up to 1 year post secondary training program (e.g., vocational, office administration, technical, athletic)
	

	Completion of a 2, 3 or 4 year formal post-secondary program at a community college
	

	Completion of a formal apprenticeship
	

	Bachelor’s degree 
	Major:

	Master’s Degree
	

	Other postgraduate program or professional designation
	

	PhD or other doctorate degree
	


5.2 
Pre-Job Experience

What is the minimum amount of related job experience a person would need to start in your job given the minimum level of education specified in the previous subfactor? This may be more than, or less than, what you now have. Check off the minimum amount required and state what kind of experience is required.









	Minimum Pre-Job Experience
	Explain why and provide details of experience required


	· Less than 6 months
	

	· At least 6 months but less than 1 year
	

	· At least 1 year but less than 2 years

	

	· At least 2 years but less than 3 years
	

	· 3 years or more (state how many) ___________________________

	


5.3  
On the Job Experience

Assume a person has the minimum level of education and pre-job experience specified in 5.1 and 5.2. What is the minimum training and/or learning period a person new to your job would need before being able to perform all the tasks and ensure the smooth flow of work? Include any on-the-job training/orientation period before starting the regular duties. 

	Minimum On-the-Job Experience
	Explain why and provide details of experience required 


	· Less than 3 months
	

	· At least 3 months but less than 6 months
	

	· At least 6 months but less than 9 months
	

	· One academic cycle (state length in months) __________________________
	

	· One calendar year (12 months)
	

	· More than 12 months. Please specify how long in months or years. __________________________
	


6.  
DEXTERITY AND COORDINATION
The following questions measure the skills of a physical nature (e.g., ear/hand, eye/hand, hand/foot coordination) required to perform job functions.  Physical skill includes the requirement for precise and repeated movements of large and small muscle groups.  Consider the tools, machinery or equipment you use along with the requirement for coordination, repetition, dexterity and accuracy or precision.

6.1 
Describe in detail the dexterity and coordination required in the job to:

	A. Assemble materials (eg. course packages, mailings, cerlox binding, etc.)

	


	B.      Use computers, calculators and controls (e.g., mouse, barcode scanner, keyboard, keypad, cash register, machine controls, etc.)

	

	C.       Operate office equipment (e.g., printer, fax, telephone, shredder, scanner, etc.)

	


	D. Use precise movements, measuring equipment or tools (e.g., administer injections, mix chemicals, calibrate machinery manually, glassblowing, prepare electron microscopy samples, perform animal surgery, administer physical therapy, etc.)

	


	E. Operate power tools or machinery (e.g., drill press, centrifuge, lathe, offset press, etc.)

	


	6.2
What repeated movements are required in your job?  For what periods are they required in a normal work shift? The time specifications are intended to determine how important dexterity and/or coordination are to the whole job.

	


	6.3 
Are there any other physical skills required in your job that are not described above?  If yes, please specify, provide examples and describe the time periods they are required in a normal work shift.

	


QUESTIONS RELATING TO EFFORT:
7.
PHYSICAL EFFORT
The following questions measure the frequency and intensity of the physical demands required in the job.  Please remember that questions regarding the skill of physical requirements of the job were asked in question 6.

7.1
For each of the activities listed below, provide examples for all those that are requirements for your job and indicate the number of hours, on average, you spend each day on this activity.  For activities that only occur during certain times of the year, specify when the activities occur. 

	Type of Activity Requiring Physical Effort

	
	Avg. # Hrs / Cycle
	Cycle (e.g., daily, weekly, Sept-Dec, etc.)

	Alternating positions of walking, sitting, standing 
	
	
	

	Activities requiring precise coordination of large muscle (e.g., legs, arms)
	
	
	

	Finger movements such as keyboarding / use of mouse where accuracy is secondary
	
	
	

	Keyboarding / use of mouse where accuracy is primary with prolonged rapid movements
	
	
	

	Moving and/or manipulating large and awkward equipment (e.g., in and out of buildings, vehicles)
	
	
	

	Periods of standing
	
	
	

	Precise placement of objects, including pointing and scrolling with a mouse; pipetting, etc.
	
	
	


	Working in awkward physical positions or confined space without possibility of frequent breaks
	
	
	

	Working in awkward physical positions or confined spaces with possibility of frequent breaks (i.e., relief at desired times)
	
	
	

	Other.  Please specify


	
	
	


	7.2
Give examples that would incorporate all criteria ticked () in 7.1.

	


	7.3 
What is the typical weight of animate or inanimate objects that you are required to lift, pull, carry, move or push and how frequently do you perform these activities?

	Item
	Approximate Weight

(kgs or lbs)
	Frequency

(Avg. # Hrs/Day)
	Describe what mechanical devices are available to help you?

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	7.4
Give examples of any repetitive tasks required by your job. Keep in mind the repetitive and cumulative effect of repeated light physical effort (e.g., inputting tasks, repetitive keyboarding for half a day each day).

	


	7.5
Please provide any additional information or examples that will assist the committee to understand the physical demands of your job.

	


8. 
MENTAL EFFORT
The following questions measure the duration and intensity of mental and sensory demands required to perform the job.

8.1 For each of the activities listed below, provide examples for all those that apply to your job.  Indicate the number of hours, on average, you spend each day on this activity.  For activities that only occur during certain times of the year, specify when the activities occur.  If activities are carried out simultaneously, the total may exceed the number of hours in one work day.

	Type of Activity Requiring Mental Effort
	
	Avg. # Hrs / Cycle
	Cycle (e.g., daily, weekly, Sept-Dec, etc.)

	Collecting, and attending to routine demands for information, filing, marking/grading multiple choice tests
	
	
	

	Word processing of routine documents (e.g., correspondence, forms, standard formats), inputting data to a spreadsheet (no formatting or creation of formulae)
	
	
	

	Providing detailed information, actively participating in meetings
	
	
	

	Advising, interviewing, careful listening

	
	
	

	Complex word processing, graphical layout, creation of complex spreadsheets (including formulae) and entering information onto charts
	
	
	

	Performing standardized experiments, calibrating instruments, marking/grading with standardized answers
	
	
	

	Developing solutions to complex problems
	
	
	

	Facilitating meetings or groups and/or instructing; marking/grading essays where evaluation of students’ understanding must be made
	
	
	

	Developing concepts, hypotheses, strategies, graphic or other creative design

	
	
	

	Scientific/technical observation or intervention, scrutinizing documents for small changes, preparing calibration standards
	
	
	


	Taking/transcribing minutes of meetings, dictation notes
	
	
	

	Therapeutic counselling, crisis intervention
	
	
	

	Other. Please specify
	
	
	


	8.2
Give examples that would incorporate all criteria ticked () in 8.1.

	


	8.3
Does your job require you to shift your concentration from one activity to another or perform a number of tasks simultaneously (where accuracy of details is important) on a regular basis? Switching tasks applies to situations where you have no control (ie, some employees may not be able to put calls on hold or close door to avoid disruptions.)  If yes, give examples and please note which tasks are done simultaneously.

	


	8.4

When you are interrupted in your tasks, do you need to spend time backtracking to determine where you left off?  If yes, how much time could be lost in backtracking to recover your work and in what period?

	


QUESTIONS RELATING TO RESPONSIBILITY:
9.  

PLANNING AND COORDINATION 
Planning and coordinating may involve establishing priorities; scheduling tasks/activities; or designing/coordinating programs, events, conferences, athletic meets, meetings and calendars. The following questions measure the responsibility for planning and coordination that applies to your job. To organize your thoughts, please remember that planning is proactive, while  coordination is reacting and organizing in response to planning.

9.1

For each of the questions listed below that apply to your job, please provide examples.


	QUESTION
	EXAMPLES

	Do you follow a schedule prepared by someone else? 

	

	Do you prioritize your own activities to ensure deadlines are met?

	


	Do you schedule tasks, activities performed by others or coordinate resources used by others?
	


	Do you plan or coordinate programs, events, conferences, athletics meets, meetings, calendars?
	

	What scope does your planning and coordination cover (e.g., self, single/multiple teams or departments,  within and/or outside the University)? 
	


	Does your planning and coordination responsibility involve single OR multiple inputs, resources, tasks and/or projects?  (Specify which.)
	

	Does your responsibility require estimates of time, resources, and/or development of budgets? 
	



	9.2      Please provide any additional information that explains the challenges or complexity you face in carrying out your planning and coordination responsibilities.

	


10.

RESPONSIBILITY FOR OTHERS

This section gathers information on the responsibility for the co-ordination/direction/supervision of volunteers, casual employees, work/study employees, suppliers, contractors and staff. Do not include the academic supervision of students or the activities of others outside of an employee-type relationship.

10.1
Do you have responsibilities for the co-ordination/direction/supervision of volunteers, casual employees, work/study employees, suppliers, contractors and staff?  

· 

No    (If no, please proceed to question 11)

· Yes 

10.2
If you answered “yes” in 10.1, please indicate your responsibilities using the chart below for each category supervised.  Check who they are, how many are included, whether they work full-time (FT) or part-time (PT), and for what time periods you are responsible for them over the course of the year.

	Category Supervised
	Indicate # Supervised
	Term of Employment (Describe)

	
	
	Short-Term
	Long-Term

	A.
Volunteers (including student volunteers)
	FT
	
	
	

	
	PT
	
	
	

	
	Casual
	
	
	

	B.
External suppliers/contractors
	FT
	
	
	

	
	PT
	
	
	

	
	Casual
	
	
	

	C.
Staff within MUSA bargaining unit
	FT
	
	
	

	
	PT
	
	
	

	D.
Staff outside MUSA bargaining unit (including casual and work/study employees). Describe employee types and/or groups.
	FT
	
	
	

	
	PT
	
	
	

	
	Casual
	
	
	

	E.
Others (Please specify)
	FT
	
	
	

	
	PT
	
	
	

	
	Casual
	
	
	


10.3 
Please review each of the following responsibilities.  For those that apply to your job please provide examples and place a check mark(s) under the column “For which position(s)?”



Legend:


A   =
Volunteers (including student volunteers)







B   =
External suppliers/contractors







C   = 
Staff within MUSA bargaining unit







D   =
Staff outside MUSA bargaining unit (including casual and work/study employees).







E
  =
Others

	Responsibility
	For which position(s)?

(Refer to above Legend)
	Example

	
	A
	B
	C
	D
	E
	

	Provide orientation to others as required


	
	
	
	
	
	

	Assign work to others


	
	
	
	
	
	

	Check the completed work of others


	
	
	
	
	
	

	Prioritize tasks / monitor progress to achieve planned outcomes

	
	
	
	
	
	

	Provide functional advice or direction to others in how to carry out work tasks

	
	
	
	
	
	

	Coordinate replacement and/or scheduling of employees


	
	
	
	
	
	

	Supervise a work group including methods to be used


	
	
	
	
	
	



	Supervise the work, practices and procedures of a defined program or function.  Adhere to quality standards
	
	
	
	
	
	

	Coordinate / supervise activities
	
	
	
	
	
	

	Provide input to appraisal / hiring and/or replacement

	
	
	
	
	
	

	Make recommendations on human resource matters such as hiring / promotion / appraisal and discipline
	
	
	
	
	
	

	Responsible for decisions on human resource matters such as hiring / promotion / appraisal / discipline
	
	
	
	
	
	

	Other


	
	
	
	
	
	


11.

ACCOUNTABILITY FOR DECISIONS AND ACTIONS AFFECTING PEOPLE, ASSETS, AND INFORMATION
It is recognized that all employees have a basic level of individual accountability in the performance of their regular duties.  This subfactor measures accountability in a broader context and considers the impact of the position on both the department’s and University’s goals and objectives. Effects of decisions and actions made in the job may be short or long term, and affect one individual at a time, or groups.

When carrying out your duties and responsibilities, how do your decisions impact the following? In your response and examples, please comment on the effect of your actions on the flow of your own work or the work of others (individuals or groups), a work team or a department, or the entire University.  Please provide examples of people (students, volunteers, other employees, public, clients, etc.), assets or information that are affected by your work and how significant the impact is. 

Note: 
In describing the impact of your decisions, do not include the effects resulting from carelessness, wilful neglect or the failure to follow established policies/practices.

	11.1
    Describe the accountability you have for decisions that impact people. 

	


	11.2   Describe the accountability you have for decisions that impact assets (materials and       resources)

	


	11.3
     Describe the accountability you have for decisions that impact information resources

	


	11.4 
Overall, are the impacts of your decisions and actions......


	· normally identified as soon as they occur

· detected only after the action or decision has been made

Please explain:




	11.5
  How are the outputs of your work monitored for accuracy?  Select one statement.

· Most processes checked for adherence to set procedures.
· Some work is not checked before the work is released within the University.
· Most work is not checked before the work is released within the University.
· Some work is not checked before the work is released outside the University.
· Most work is not checked before the work is released outside the University.



QUESTIONS RELATING TO WORKING CONDITIONS:

12.

PHYSICAL ENVIRONMENT

The following questions relate to the degree of unpleasantness of elements in the physical environment where work is performed.  Consider the challenging physical conditions under which the duties of the position are performed.  Assume all necessary measures to protect comfort have been applied.  Consider the frequency of exposure to any of the following conditions.

12.1

What disagreeable conditions exist in the job you hold?
	Disagreeable Condition (Inherent to the job)
	Give Example and Describe Frequency (Specify # hours/day/week/month/year)

	Working outside in a range of weather conditions


	

	Working indoors in extremely hot, wet, cold, or poorly ventilated environments


	

	Exposure to unpleasant odours


	

	Poor lighting, strong glare


	

	Sustained machine or equipment vibration


	

	Exposure to dust, dirt, grease or oil


	

	Uncomfortable or confined work space


	

	Exposure to loud or irritating noises


	

	Exposure to repulsive substances


	

	Requirement to adopt complicated preventive measures


	

	Required to wear protective equipment


	

	Other


	


13.   
PSYCHOLOGICAL ENVIRONMENT
The next set of questions relate to exposure to stressful elements in the work or physical environment where work is performed. Consider the challenging psychological conditions under which the duties of the position are performed. Assume that all necessary measures to protect comfort have been applied. Consider the frequency of exposure to any of the conditions listed in the chart below. 

13.1

What stressful conditions exist in the job you hold?

	Stressful Condition
	Give Example and Describe Frequency (Specify # hours/day/week/month/year)

	Difficult situations that involve conflictive, hostile interactions, including verbal abuse and rudeness
	

	Emotionally-charged situations that require listening, assistance, or support
	

	Exposure to threats to personal safety

	

	Effects on lifestyle from irregular work hours, frequent overnight travel, or work during evenings or weekends for which no shift premium or other compensatory provisions are provided in the collective agreement, and which is not the result of the voluntary exercise of flexible working hours
	

	Multiple and/or simultaneous deadlines; unpredictable or urgent assignments; interruptions; performing tasks based on competing requests from more than one source
	

	Isolated work spaces, working alone frequently, or lack of appropriate privacy in work spaces.

	

	Ongoing backlog of work beyond peak periods. 


	

	Situations which involve contact with suffering or cause stress due to unresolvable problems where the incumbent cannot change the outcome
	

	Requirement to remain at work station


	

	Other


	


14. 

HEALTH AND SAFETY
The University takes seriously its responsibility to maintain a safe working environment for all employees, by implementing a stringent health and safety program.  However, a degree of exposure to unanticipated injury may still exist.  The following questions measure the level of residual risk to the incumbent that is present while doing the job after all safety equipment has been provided and all safety precautions have been taken. 

Hazards may be difficult to anticipate or avoid, and may lead to injury, harm or illness.  Effects may be felt immediately or over time.  These hazards may include risk of falling, repetitive strain injuries or physical injury from working in area with moving machinery or where an illness or lesion from exposure to toxic or infectious substances could occur. 

14.1

What potential hazardous conditions exist in the job you hold?

	Potential Condition
	Give Example and Describe Frequency (Specify # hrs/day/wk/month/year)

	Climbing on ladders


	

	Handling machinery with moving parts

	

	Handling toxic chemicals / biohazards


	

	Exposure to infectious diseases


	

	Exposure to noxious fumes


	

	Physical attacks by others


	

	Repetitive movements causing strain


	

	Risk of motor vehicle accident


	

	Slip and fall hazards 


	

	Other


	


	14.2
What special safety measures or procedures have been established in your job to protect you from injury or harm?

	


14.3
What kind of injury might result from exposure to hazards in your job?  

	Effect
	Example

	Minor cuts, burns, or bruises (not requiring medical attention or lost time)
	

	Severe cuts, burns, bruises (requiring medical attention and lost time)
	

	Chronic (long term) or severe back injury

	

	Chronic (long term) respiratory illness

	

	Chronic (long term) skin ailment


	

	Repetitive strain injury


	


	Other


	


	14.4 
Are there any other potential hazards in your job that have been overlooked? Please add any other comments that would help us better understand your exposure (and frequency) to environmental conditions and/or hazards.

	


ANY OTHER COMMENTS

Are there any comments you wish to make or additional elements of your job that were not described in this questionnaire? If yes, please describe below.

