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Decision Making Degree
Supervises the administrative support functions of the department/program. Solutions to payroll,

scheduling or coordination problems are resolved in accordance with existing procedures and

practices. 30
Education Degree
Grade 12. Office Administration certificate (Saskatchewan Polytechnic 864 hours) (Rating 3.0)

*As per the MOA regarding the Education factor review (January 2019) the JJEMC will 35
continue to utilize 1200 hours as no other factors were impacted by this change. The education

rating will remain at (3.5).

Experience Degree
Twenty-four (24) months previous related office experience to consolidate knowledge and

skills. Twelve (12) months on the job to develop supervisory/coordination skills and to become

familiar with department policies and procedures. 6.0
Independent Judgement Degree
Administrative support is performed according to standard practice. Uses judgement when

monitoring and assigning clerical duties and dealing with staffing issues.

3.5

Working Relationships Degree
Requires appropriate tact when interacting and discussing issues with other departments. Has

regular contact with clients/patients/residents and provides program/departmental information.

3.0
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Job Title Office Supervisor

Code 009
Impact of Action Degree
Misjudgemenbr delaysin providingadministrativeservicessuchasfinancial,schedulingand
payroll havealimited affecton budgetsdepartmenbperationsandemployeepayroll. Improper
releasenf informationmay causeembarrassmer@nddiminishemployeerelations.
2.0
Leadership and/or Supervision Degree
Providesregulardirectionto assignedtaff. Assignswork, monitorsexpendituresndassists
with varioushumanresourcdunctions.
4.0
Physical Demands Degree
Regulamphysicaleffort suchaslifting, walking andstandingwith regularcomputer
operation/keyboardingequiringaccuratecoordinationof fine motor skills.
2.0
Sensory Demands Degree
Regularsensoryeffort requiringconcentratioron computemwork andreportwriting/editing with
periodsof competingmultiple sensorydemands.
2.5
Environment Degree
Occasionaéxposurego minor conditionssuchasrudenessprofanity,interruptionsandmultiple
deadlines.
2.0






