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Job Fact Sheet ¢ HUMBER

The job fact sheet (JFS) is a questionnaire that typically documents duties, responsibilities and requirements

What is the of a position. It is designed to gather information specific to each position, providing specific examples to

Job Fact ensure that the position is well understood. It focuses on the operational aspects of the position rather than

Sheet? the individual performing the work. The JFS is always a factual, concise and complete description of the
position.

The job fact sheet (JFS) questionnaire serves as the foundation of the Job Evaluation process. The

What is the descriptions, information and explanations provided in the JFS helps the job evaluator(s) to understand details
Job Fact of the position, and to be able to accurately complete the evaluation. If the JFS is not factual, concise or
Sheet Used complete, the position can potentially be evaluated inaccurately which may cause the position to be paid

inaccurately and can cause equity issues as well as mis-alignmentontheo r g a n i zpaytstruotured s

While the JFS is most appropriately used for Job Evaluation, however, it can also be used to support other HR
activities such as:

Developing Job Postings

Developing Job Descriptions and Role Profiles
Conducting Functional Analyses

Recruitment and Selection Activities
Developmental Planning

Performance Planning
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It is important to note that the Job Fact Sheet is the singular source for evaluating a job. An appropriate pointing and

Partie; resulting banding of the job within the pay ranges structure is totally dependent of on the accuracy and
Involved in the comprehensiveness of the JFS.
Development of
the Job Fact For this reason, the data sources (documents, persons providing content) must be reviewed/consulted by the
Sheet (J FS) manager to whom the job holder would report, and the actual writing of the JFS should be done by that manager

who ultimately has the most comprehensive view and understanding of the job.

The HRBP:

A Provides comparable jobs for the manager to better
understand the job in the context of other jobs

Roles in the within the job family and across a grade/band level.

JFS A Provides advice and helps the manager understand
Development ’ where the job may fall on the salary ranges grid.

Process A ]fz)?\(/aig\i/tvss the completed JFS and provides feedback

A Validates that the JFS has been reviewed by the
senior manager and is ready for evaluation.

A Dispatches the evaluation package to the HROE
evaluators.

:

The Manager:

A
A

A

Develops the JFS.

Consults appropriate data and other stakeholders in
the development of the JFS.

Obtains approval from their senior line manager to
submit the JFS for evaluation.

Works with the HRBP to ensure the JFS is fully
reflective of the job, and that the job evaluation
package is complete.

Submits the job evaluation package to the HRBP.
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What is the
Job _ The Job Evaluation (JE) Package is a package of documents that must be submitted to HROE in order for an
Evaluation evaluation activity to occur. The package includes the following:
Package?

gw

[
==t o

e rotee

JE Package A completed Arevised A Justification and
contains: JFS Department/Faculty Context Summary
guestionnaire Organization Chart document

showing the
new/revised position



Job Evaluation Process

A Review criteria for
evaluation

Determine the
Need for
Evaluation

Assess

A Conduct Job
Analysis

A Use Job Matrix to
find comparable
jobs

A Prepare Job Fact
Sheet

A Prepare Structure
Visual

A Consultation/
Review Session

Prepare the
Evaluation
Package

Prepare

A Final Consultation
and Review

A Obtain Approvals

A Submit Package

A Receive
acknowledgement

of submission
receipt

Submit the
Evaluation
Package

Submit

A Package review
A Job is evaluated

A Document Results

A Perform internal
HR review of
results

A Approve
Evaluation

A Communicate
results of
evaluation to the
HRBP/Business

A Manage
expectations and
respond to
questions

Communicate
Evaluation
Results

Notify

" HUMBER

A Complete
documentation
details

A Register
evaluation results

A Archive Job Fact
Sheet

Register and
Archive
Results

Register

A Receive Appeal
Request

A Convene Review
Panel

A Complete Review

A Communicate
results of Review
to the
HRBP/Business

Manage
Appeal
Process

Appeal
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Introductory Sections @ HUMBER

Evaluation Information i Completed by HROE

EVALUATED INFORMATION: (completed by HROE only)

Evaluated Position Title: Job Code:

Click or tap here to enter text. Click or tap here to enter text.
Date Submitted: Date Evaluated:

Click or tap to enter a date. Click or tap to enter a date.

This section is completed after evaluation, by the
evaluator.



Introductory Sections @ HUMBER

Job Information T Completed by the Manager

JOB INFORMATION: (Note: if creating a generic JFS, the Job Information section should relate to the division)

Position Title: Department:

Click or tap here to enter text. Click or tap here to enter text.
Division: Location/Campus:

Click or tap here to enter text. Click or tap here to enter text.
Immediate Supervisor Title:

Click or tap here to enter text.

REASON FOR SUBMISSION

New Position: Revised Position:
Click or tap here to enter text. Click or tap here to enter text.




Position

Review Purpose
Work Key Duties
Environment I. O
§ . Education & Formal
Physical/Sensory Training
9 [l
Functional °x=;° 14 sections of O Experience
*s® Sheet (JFS) 1

* Problem Solving

People  :2@%e
Leadership "“‘

Communications ! i

Impact Freedom to
Act

Complexity
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@ Position Purpose

What is it? 1. POSITION PURPOSE

A concise description of the overall purpose of the position within the organization (3 or 4 sentences only). Why

The p_os_ition purpose is a concise does this job exist? Include only the most significant aspects of the position in terms of its goals, objectives and
description of the overall purpose of the purpose.

position within the organization.

Click or tap here to enter text.

Tips for Completion:

Keep the statement about 3 or 4 sentences long.

Try to answerWhy ed qgeuse stthiosn:j dib exi st ?0

Include only the most significant aspects of the position in terms of its goals, objectives and

purpose.

A The purpose is a statement that highlights the end result that the job should ultimately
achieve and describes the way the job contributes to achieving department objectives.

A Do not include key duties or responsibilities in this section.

T > B
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What is it?

The key duties lists the major
accountabilities or responsibilities that
are required of the position. It is what the
job does.

Key duties are also considered to be the
major output of end results expected
from the job.

2. KEY DUTIES

Concisely describe the key duties of the job. Estimate the percentage of time spent on each duty (to nearest 5%).

# KEY DUTIES %
1. Click or tap here to enter text. %
2. Click or tap here to enter text. %
3. Click or tap here to enter text. %
4. Click or tap here to enter text. %o

Tips for Completion:

A Start with the most important accountability and list the top five.

A Use sub-points or a bulleted list to expand and provide more details under a major accountability
(if necessary)

A There are two ways to write the accountabilities, use the method that you feel more comfortable

with:

(1) Output or result statements (verb > object > result) e.g. 1 érmulate and implement
policies consistent with the overall objectives of the Faculty and the strategic vision and
mission of the College through planning, development and maintenance of all academic
functions. 0

(2) Action statements (action verb > object > result) e.g. Delivers Health and Safety training

programs to maintain compliance with Health and Safety Standards. _ .
Continued on Next Slide;
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Tips for Completion:

A There is a direct relationship between the job purpose and the key accountabilities. Through performing these accountabilities one can fulfill

_ the overall purpose of the job.

A Indicate the percentage (%) of time spent on the duty, to the nearest 5%.

A There is a relationship between the percentage of time spent on a duty and the duty itself. Typically, the largest percentage of time should be
spent on the most important duties that are associated directly to the overall purpose of the job.

Dos:

A Break down your duties into broad headings and use bullets points (if preferred) to state detailed sub statements below.
A Do associate sub statements to the specific heading only.

Dondt s:

ADon()t feel compelled to document every detail about a job. Focus
A Donot write process steps as accountabilities.

A Dondét draw content from the internet or other educat i onenttetheactaal s o

job.
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Ll Education and Formal Training

What s it? Tips for Completion:
Education and formal training focuses
on knowledge gained through
education and considers formal
education, equivalency qualifications
obtained through non-traditional means

A Education is divided into 4 sections:

Section 1: Education level and specific education required

. . 3. EDUCATIONAL & FORMAL TRAINING

and_ profgssmnal or te_Chnl(_:aI ] Identify the minimum level of education, formal training or equivalency required for the job.
certifications and designations required
to practice in a fleld/d|SC|pI|ne Education Level v State Specific Education Required

College Certificate (1-2 years) U Click or tap here to enter text.

. ) .. . . ] College Diploma (3 years) O Click or tap here to enter text.

Education is divided in 4 sections: General University Degree O Click or tap here to enter text.

Specialized University Degree v Bachelor of Science in Nursing
1. Specific Education Level Master's Degree O | Click or tap here to enter text.
2 Equivalency Doctorate O Click or tap here to enter text.
3. Professional Designation
4. Regulated Licenses A The minimum education required for the job is captured in this section.

A The education should reflect what is required for the job and the education of the incumbent

performing the job.

16
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Ll Education and Formal Training

Tips for Completion:

Section 2: Equivalency qualification/education that can be considered for the job.

Specify equivalency qualifications/education that can be considered for the job. Education equivalency is an opportunity to
Click or tap here to enter text. capture any previous knowledge that can be
considered for the job, other that the minimum
educational requirement stated in section 1.

When considering equivalence, it is important to ensure you have captured the minimum preferred education in section 1, and then add what
Is acceptable for consideration for the job in place of the minimum preferred education. Below is a suggested guide for equivalency:

Education Requirement  Acceptable Equivalency

College Certificate None
College Diploma None
Associate Degree College Diploma + 4 years relevant experience

Bachel or 6 s De gQColege Diploma + 4 years relevant experience OR Associate Degree + 4 years relevant experience
Specialized Degree Associate Degree + 8 years experience in the specific field or discipline OR B a ¢ h e Dagnreed+ss years relevant experience in the
specific field or discipline

Masters Degree Specialized Degree + 8 years relevant experience in the specific field/discipline "
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Tips for Completion:

Section 3: Professional designation necessary to fulfill the requirements of the job.

Specify professional designation necessary to fulfill the requirements of the job.

Click or tap here to enter text.

Section 4: Regulated licenses necessary to fulfill the requirements of the job.

Specify regulated licenses and designation(s) necessary to fulfill the requirements of the job. (Note: a regulated
license is required in-order to practice, e.g. Law).

Click or tap here to enter text.

Professional designation emphasizes the job
holders adherence to professional standards
and codes outlined by the certifying body, and
demonstrates knowledge in a specific body of
knowledge.

Regulated licenses is a legally required
designation in order to practice.

18



Section 3 ™ HUMBER

Ll Education and Formal Training

Some Notes on Formal Education:

A College certificate typically refers to completion of a 1-2 year program.

>\

College diploma typically refers to completion of a 3 year program.

A Specialized university degree typically refers to a discipline-specific program, e.g., Finance, Computer Science, Engineering, HR, Marketing
etc.

A Professional/regulated/licensed designations typically refer to designations or professional licenses required by provincial or federal law in

order for the job holder to provide services, and includes professions such as: Accounting, Law, Dentistry, Nursing, Physician, etc. Note that

this is different from a requirement of a self-regulated or professional certifying body designation, such as: PMP, CHRL, etc.

19
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Lalll  Education and Formal Training

3. EDUCATIONAL & FORMAL TRAINING

An Example:

Identify the minimum level of education, formal training or equivalency required for the job.

This example is for the positions of a Registered Nurse. Education Level | state Specific Education Required
College Certificate (1-2 years) L1 | Click or tap here to enter text.
The education shows that the job requires a minimum College Diploma (3 years) [0 | Click or tap here to enter text.
education of a specialized degree in nursing. General University Degree O | Click or tap here to enter text.
Specialized University Degree v Bachelor of Science in Nursing
: . : : Master's D O i
To be able to practice, the job requires that the job SSters Degree Click or tap here to enter text.
.1 . D Doctorate O | Click or tap here to enter text.
holder have a specialized designationi RN
designation. Specify equivalency qualifications/education that can be considered for the job.
N/A

Specify professional designation necessary to fulfill the requirements of the job.
N/A

Specify regulated licenses and designation(s) necessary to fulfill the requirements of the job. (Note: a regulated
license is required in-order to practice, e.g. Law).
Registered Nursing (RN) Designation

20
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g Experience

What is it? Section 1: Experience

Experlence .IS knOWIGdge gal_ned through Identify the minimum experience in the form of the cumulative and progressive application of a

the cumulative and progressive discipline specific body of knowledge. State the typical years of experience required to competently v
application of a discipline specific body exhibit the knowledge for the job.

Of kn0W|edge along a prOﬁCienCy and Job does not require any experience related to a specific body of knowledge.
complexity continuum.

Job requires a developing capability in a specific body of knowledge.

. Job requires detailed and authoritative experience in a specific body of knowledge, without applying
xperience is divided into 3 sections: b requires detailed and authoritati ience i ific body of knowledge, with lyi -
conceptual or creative application of that body of knowledge.
F : Job requires authoritative application of technical and managerial bodies of knowledge. Experience is broad ]
1. Minimum Expe”e_nce and deep, and application of the experience produces new and creative approaches and solutions.
2. General Information
: Job requires authoritative application of technical, professional and managerial bodies of knowledge. O
3. Years Of EXperlence Experience borders mastery of concepts, principles and approaches.
Job requires outstanding and a pre-eminent command of multiple disciplines. O

A The minimum experience required for the job is captured here.

A Consider experience as growing in complexity, capability and the application of knowledge.

A There may be some instances, where the experience grows in application and complexity
based on the hierarchical positioning of the job in the department/organization.

A Experience is focused on the mastery of the discipline specific body knowledge.
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9 Experience

Section 2: General information that helps to exemplify the application of the experience

State any other specifics about the experience that help to exemplify how the experience is applied progressively in
this job.
Click or tap here to enter text.

Additional content that demonstrates the
application of the body of knowledge can be
added here.

Section 3: Years of experience required for the job.

State appropriate level of experience (in years) required for the job.
<1 year u 1-3years O

The number of years that would typically allow
3 -5years [J | 5-9years U the job holder to confidently demonstrate
capability and mastery in the body of knowledge.

9 -12years 0 12+ years O

23
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An Example:

This example is for the position of Director Enterprise
Applications.

This position requires the job holder to possess broad and deep
expertise in a specific body of knowledge at the level of
authoritative application. Meaning that the job holder must know
the body of knowledge well enough to be able to apply it with skill
and comfort.

Apart from this technical expertise, the position leads a team, so
experience in the managerial body of knowledge is also required.

5-9 years of experience leading the enterprise applications
function is required.

™ HUMBER

4. EXPERIENCE

Identify the minimum experience in the form of the cumulative and progressive application of a
discipline specific body of knowledge. State the typical years of experience required to competently
exhibit the knowledge for the job.

Job does not require any experience related to a specific body of knowledge.

Job requires a developing capability in a specific body of knowledge.

Job requires detailed and authoritative experience in a specific body of knowledge, without applying
conceptual or creative application of that body of knowledge.

Job requires authoritative application of technical and managerial bodies of knowledge. Experience is broad
and deep, and application of the experience produces new and creative approaches and solutions.

Job requires authoritative application of technical, professional and managerial bodies of knowledge.
Experience borders mastery of concepts, principles and approaches.

Job requires outstanding and a pre-eminent command of multiple disciplines.

State any other specifics about the experience that help to exemplify how the experience is applied progressively in

this job.

Experience at a senior managerial level is also required.

State appropriate level of experience (in years) required for the job.

<1year U 1-3years
3 -5years O 5 -9years
9 - 12 years O 12+ years
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Section 5

* Problem Solving

What is it?

Problem solving refers to the nature of
problems encountered by the job holder,
and the complexity of these problems.

™ HUMBER

Complexity of Problems

>\

>\

5. PROBLEM SOLVING

Problem solving varies according to the level of complexity in the type of problems that present themselves,
and the availability of guidance and support in the form of policies, procedures, information and material.
Problems may vary from straight-forward, well-defined to not defined and abstract.

Briefly describe, at least three examples of problems which the job holder would typically encounter when
performing in this job. When describing the problems, describe the complexity of the problems:

Click or tap here to enter text.

In giving examples of problems the job holder may typically encounter, it is best to consider
the range and nature of problems.

Provide examples of typical problem scenarios and highlight how complex or standard the
iIssues/problems may be.

26
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Problem Solving

Complexity of Problems (continued)

Indicate the types of problems the job would experience and the typical percentage: %
(Percentages MUST add up to 100%)
Problems are simple and well-defined. Enter % Consider to what extent are the
here. problems:
Problems are defined, but require additional inquiry. Enter %
here. A Simple and defined
Problems are broadly defined and not really apparent, requiring investigation. Enter % A Less defined
_ nere. A Complex requiring
Problems are complex, requiring research. Enter % . .
here. ) research/investigation
Problems are highly complex and abstract, requiring extensive research. Enter % A Abstract
here.
A Next, review the types of problem classifications provided and determine the types and percentages of times the job holder would

> >

typically experience each type of problem scenario.
Percentages must always add up to 100%.
| f there are problem classifications that do not apply, simpl
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Problem Solving-Complexity

An Example:

The Manager, Financial Aid is
responsible to manage and
administer all government and
college student financial aid
programs which include Ontario
Student Assistance Program
(OSAP); Bursaries; Scholarships,

Work-study and Emergency Loans.

5. PROBLEM SOLVING

Problem solving varies according to the level of complexity in the type of problems that present themselves,
and the availability of guidance and support in the form of policies, procedures, information and material.
Problems may vary from straight-forward, well-defined to not defined and abstract.

Briefly describe, at least three examples of problems which the job holder would typically encounter when
performing in this job. When describing the problems, describe the complexity of the problems:

The job holder would typically face situations in which:

1. Applications for financial aid are complex or vague requiring the job holder draw on guidelines
and procedures

2. The job holder will be required to interpret and explain conditions outlined by various financial
aid granting institutions/organizations to assess applications

3. The job holder may have to draw conclusions of eligibility for financial aid which at times can be
straight-forward or can become complex requiring the collection or documents and referencing
third party information

Indicate the types of problems the job would experience and the typical percentage: %
(Percentages MUST add up to 100%)

Problems are simple and well-defined. 40
Problems are defined, but require additional inquiry. 40
Problems are broadly defined and not really apparent, requiring investigation. 10
Problems are complex, requiring research. 10
Problems are highly complex and abstract, requiring extensive research. 0
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What is it? Judgement Applied by the Job Holder

Judgement refers to the range of 6. JUDGEMENT

resources and aids the job holder can The judgement required by the job holder in providing solutions may range from simple choices or one
draw on to find solutions and/or the abi|ity choice, to requiring the application of evaluation, reasoning, critical thinking and other analytical faculties.
of the job holder to apply skills and

abilities drawn from experience and Briefly describe, at least three examples of the type of judgement which the job holder would typically apply when

. ] determining solutions:
knowledge to find solutions. &

Click or tap here to enter text.

-

A In giving examples of the judgement the job holder applies in arriving at a solution, it
Is best to consider the range and availability of decision-making aids and the extent
to which the employee must arrive at a solution through the application of problem-
solving skills or experience.

A Provide examples of typical types of judgment scenarios and highlight where the job
holder can draw on reference documents, policies, protocols to arrive at an answer.

30
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Judgement

Judgement Applied by the Job Holder

Indicate the judgement the job holder typically exercises in providing solutions: %
(Percentages MUST add up to 100%) Consider to what extent the job
Solutions rely on prescribed guidelines, procedures and prescribed directions. Enter % holder is required to apply'
here. '
Solutions vary, requiring application of judgement guided by learned or modified choices. Enter % , ) S
here. A Prescribed guidelines
Solutions are adaptive, requiring interpretation, and modification of approaches. Enter % A Evaluation
here. A Reasoning
Solutions are challenging, requiring independent judgement and critical thinking. Enter % A Critical thinking
here. i .
Solutions are diverse and highly challenging, requiring creative approaches and abstract Enter % A AnalySIS
thinking. here.
A Next, review the types of judgement classifications provided and determine the types and percentages of times the job holder

would typically experience each type of judgment scenario.
Percentages must always add up to 100%.
| f there are judgement <classifications that do not apply, simpl

> >
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An Example:

The Information Security Manager in

ITS responsible for the development,

recommendation, architectural design

and implementation/coordination and

promotion of Humber 6s | nformati on
Technology Security Policy, practices

and standards.
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