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Decision Making Degree
Uses discretion on a regular basis to determine best provision for booking services. Makes
decisions regarding cancellation of bookings/appointments in emergent situations.
3.5
Education Degree
Grade 12.Medical Office Administration diploma (Saskatoon Business College 860 hours) (Rating
of 3.0).
*As per the MOA regarding Education factor review (January 2019) the JJEMC will continue to 35
utilize 1040 hours as no other factors were impacted by this change. The education will remain at 3.5
Experience Degree
Twelve (12) months previous experience working in an office environment. Nine (9) months on
the job to become familiar with coordination of client access, familiarity with community
support agencies and department policies and procedures. 50
Independent Judgement Degree
Coordinates client access in accordance with generally accepted practices using judgement and a
choice of methods when scheduling access to specialty clinics.
4.0
Working Relationships Degree
Requires tact and discretion to provide explanation to clients/families and or physicians
regarding program bookings. Contacts with clients/families waiting for appointments may
mvolve difficult or emotionally charged situations. 4.0
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Impact of Action Degree
Misjudgementin coordinatingoookingsin anappropriatdime framemaydelaysucceeding
relatedservices.

2.0
Leadership and/or Supervision Degree
May showothershowto performtasksor dutiesby familiarizing newemployeesvith thework
areaandprocesses.

1.0
Physical Demands Degree
Occasionakffort suchaslifting, walking, standingwith regularperiodsof computeroperation.

15
Sensory Demands Degree
Regularsensoryeffort operatingcomputerandlisteningto clientsandstaff with periodsof
competingmultiple sensorydemands.

2.5
Environment Degree

Occasionakxposurego minor conditionssuchasinterruptionsandmultiple deadlines.

2.0






