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Decision Making Degree

Has some choice of action within accepted practice when modifying schedules to meet urgent
requests. Uses discretion when scheduling care providers to meet client needs.

3.0
Education Degree
Grade 12. Office Admuinistration certificate (Saskatchewan Polytechnic 750 hours).

3.0
Experience Degree

Twelve (12) months previous experience working in an office environment to gain
organizational skills and an understanding of functional requirements of the organization.
Twelve (12) months on the job to learn the scope of activities provided by Home Care, service 50
routing, client needs, collective agreements and to become familiar with department policies and
procedures.

Independent Judgement Degree

Delivers Home Care scheduling according to care plans. Uses analysis and judgement when
matching employee to client needs.

3.5
Working Relationships Degree
Has regular contact with employees and clients using appropriate tact and persuasion. Contacts
may involve difficult, specialized or emotionally charged situations.

3.5
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Impact of Action Degree
Misjudgementin coordinatingappropriateclient servicesnaydelaysucceedingelatedservices
Inaccurateecordsmay haveminorimpacton patientbilling.

2.0
Leadership and/or Supervision Degree
Providesoccasionaguidanceo the primaryfunctionof others,includingtraining.

2.0
Physical Demands Degree
Regularphysicaleffort sitting with frequentperiodsof computeroperatiorwhile
communicatingonthephone.

2.5
Sensory Demands Degree
Regularsensoryeffort readingandwriting with periodsof competingmultiple sensory
demands.

2.5
Environment Degree

Occasionaéxposurego minor conditionssuchasrudenessprofanity,interruptionsandmultiple
deadlines.
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