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                                           UNIVERSITY OF VICTORIA

CUPE LOCAL 917 JOB DESCRIPTION



	JOB TITLE / CLASSIFICATION

Example – General Worker II
	POSITION NUMBER:



	DEPARTMENT:



	SUPERVISED BY:

	LAST UPDATED:




	SUMMARY: 
Provide a brief summary of the primary functions and purpose of the position


	MAJOR RESPONSIBILITES AND DUTIES: (In order of importance to a maximum of 8)
In the major responsibilities that follow, consider which of the four themes of the UVic Competency Model relate directly to the core responsibilities of the role. The competencies are not prescriptive, so consider which competencies may apply and how they should be reflected in the described duties. For example, a position may reflect the ‘Provide Excellent Service’ competency by including in the duties the responsibility to provide timely and reliable service that meets client’s needs. 

The Supervisor’s Guide to Using UVic Competencies and the ‘How Could This Be Demonstrated’ section of the themed Resource Guides can be helpful when considering the duties of the position. 



	1.  Responsibility:  
	% of time spent



	Duties:



	2.  Responsibility:  


	% of time spent



	     Duties:



	3.  Responsibility:  


	% of time spent



	· Duties:
· 


	4.  Responsibility:  


	% of time spent



	     Duties:
· 


	5.  Responsibility:  


	% of time spent



	     Duties:

· 


	6.  Responsibility:  


	% of time spent



	     Duties:

· 


	7.  Responsibility:  


	% of time spent



	     Duties:

· 


	8.  Responsibility:  


	% of time spent



	     Duties:

· 



	REQUIRED QUALIFICATIONS:  
Identify the qualifications required to perform the job. These should be directly related to the work and not to the education and experience level of the current incumbent.

In the Skills and Specialized Knowledge/Education sections consider which skills, abilities, or knowledge may be required of the role to be successful. The UVic Competency Model has four competency themes that describe UVic’s aspirations, and twelve competency behaviours. The competencies are not prescriptive, so consider which competencies may apply and how they should be reflected (e.g. level of standard or skill). For example, a position that provides service may reflect the ‘Provide Excellent Service’ competency by requiring exceptional listening skills.

The Supervisor’s Guide to Using UVic Competencies and the ‘Suggested Skills to Develop’ section of the themed Resource Guides can be helpful when considering what skills, abilities or knowledge will be required to carry out the duties of the position. 



	Skills:
· 

	Specialized Knowledge/Education:
· 

	Experience:
· 


	For the University: 

______________________________________________________
<Name, Director, Dept. >

______________________________________________________
<Name>, HR Consultant, Human Resources


	Date: 
____________________

____________________

	For the Union:
______________________________________________________
Craig Marykuca, President, CUPE Local 917

	Date: 

___________________
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