Job Evaluation Rating Document

CUPE, SEIU, SGEU, SAHO

Requiregactwhenresolvingissueswith regardto quantity,quality andprice.Regularcontact
with otheremployeesandvendorsrequiringtactanddiscretion.

Job Title Finance& Purchasingissistant Code
Date October, 2010
Revised Date Septembei2,2017 416
Revised Date
Decision Making Degree
Followsregionalaccountingproceduresindorderingguidelines Modifies established
departmenmethodsandprocedurege.g.,billing statementsupplyrequisitions) Developsnew
solutionsto changesn MaterialsManagemenandProcuragprogram.Utilizes choiceof action 25
whenresearchingnew productsor obtainingstockfrom alternatevendors.
Education Degree
Gradel2.Busines<ertificate(SaskatchewaRolytechnicl008hours).
3.5
Experience Degree
No previousexperienceTwelve (12) monthson thejob experiencao becomeamiliar with
accountingandMaterialsManagemensoftwareprogramsannualaccountingcycleand
departmenpoliciesandprocedures. 4.0
Independent Judgement Degree
Performswork definedby accountingproceduresindorderingguidelines Hasability to
researclalternatesuppliersor selectvendors Directionis soughtwhenproblems/issuearenot
within the scopeof practice. 30
Working Relationships Degree

3.0

2014.10.01



Job Title Finance& Purchasing\ssistant Code 416
Impact of Action Degree
Providesgeneralccountingandpurchasingunctionsto meetquality andservicerequirements
Delaysin placingorderscouldimpactpatientcare.lnaccurateaccouniedgersmay affect
reportsandrecordserrorsin billing anddelaysin paymentesultingin embarrassmeiir
employee/family/patientlationships. 20
Leadership and/or Supervision Degree
Providesoccasionaguidanceandinstructionto staff. Providesfunctionalguidanceto internal
operatingpersonnetegardingthe useof financeandpurchasingrocesses.

2.0
Physical Demands Degree
Regulamphysicaleffort performingvariousfinancial/purchasinglutieswith regular
computer/addingnachineoperationrequiringfine movements.

2.0
Sensory Demands Degree
Regularsensoryeffort suchascomputemwork, addingmachinesandreconcilingstatements
manuallyaswell asreconcilingcustomer/vendoaccountsvith periodsof competingmultiple
sensorydemands.

2.5
Environment Degree

Occasionaéxposurgo minor conditionssuchasrudenessndinterruptions.

2.0




	Date: October, 2010
	Revised Date 1: September 12, 2017
	Revised Date 2: 
	Decision Making Degree: 2.5
	Education Degree: 3.5
	Experience Degree: 4.0
	Independent Judgement Degree: 3.0
	Working Relationships Degree: 3.0
	Decision Making: Follows regional accounting procedures and ordering guidelines. Modifies established department methods and procedures (e.g., billing statement, supply requisitions). Develops new solutions to changes in Materials Management and Procura program. Utilizes choice of action when researching new products or obtaining stock from alternate vendors.  
	Education: Grade 12. Business certificate (Saskatchewan Polytechnic 1008 hours).
	Experience: No previous experience. Twelve (12) months on the job experience to become familiar with accounting and Materials Management software programs, annual accounting cycle and department policies and procedures.
	Independent Judgement: Performs work defined by accounting procedures and ordering guidelines. Has ability to research alternate suppliers or select vendors. Direction is sought when problems/issues are not within the scope of practice.
	Working Relationship: Requires tact when resolving issues with regard to quantity, quality and price. Regular contact with other employees and vendors requiring tact and discretion.
	Impact of Action Degree: 2.0
	Leadership-Supervision Degree: 2.0
	Physical Demands Degree: 2.0
	Sensory Demands Degree: 2.5
	Environment Degree: 2.0
	Impact of Action: Provides general accounting and purchasing functions to meet quality and service requirements.  Delays in placing orders could impact patient care. Inaccurate account ledgers may affect reports and records, errors in billing and delays in payment resulting in embarrassment in employee/family/patient relationships.
	Leadership-Supervision: Provides occasional guidance and instruction to staff. Provides functional guidance to internal operating personnel regarding the use of finance and purchasing processes.
	Physical Demands: Regular physical effort performing various financial/purchasing duties with regular computer/adding machine operation requiring fine movements.
	Sensory Demands: Regular sensory effort such as computer work, adding machines and reconciling statements manually as well as reconciling customer/vendor accounts with periods of competing multiple sensory demands.
	Environment: Occasional exposure to minor conditions such as rudeness and interruptions.
	Job Title: Finance & Purchasing Assistant
	Code: 416


