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VANCOUVER ISLAND
UNIVERSITY



Vancouver Island 
University
Position Profile
Administrative Job Evaluation
Position Profile

The purpose of the Position Profile is to provide you with an opportunity to outline the primary responsibilities of your position.  This form will provide the committee with useful information so that we may gain a better understanding of your position.

(Please Print)

Name: 


Regular 
Temporary 
If part-time, specify percent (%) of full-time: 


Position: 


Department/Area: 


Immediate Supervisor(s): 


Date: 



Job Code:   ____   ____   ____   ____   ____   ____


(To be completed by Human Resources)

A.
Position Summary

Please provide a brief summary of the function of your position: 










B.
Major Job Responsibilities

What are the typical major responsibilities of your position?  Consider the variety of tasks you normally perform, and list your major job duties and responsibilities.

Here are some examples of frequently used action words that may assist you to describe your responsibilities.  Should you need more space, you may provide an extra page.

acquire
control
file
operate
schedule
administer
counsel
hire
order
screen
advise
deliver
implement
organize
search
analyze
design
inform
perform
sell
answer
develop
initiate
plan
supervise
approve
direct
inspect
prepare
teach
assess
disseminate
instruct
process
test
assign
distribute
interpret
program
train
calculate
edit
interview
purchase
type
check
ensure
maintain
recommend
visit
coach
enter
make
recruit
word process
compile
establish
manage
repair
write
compose
estimate
mediate
represent

conduct
evaluate
negotiate
research

consult
extract
notify
review


Try to start each line with an action word, and imagine that you are describing your work to someone who is unfamiliar with it (e.g. schedule meetings as required or directed, control budget costs, design a course).

	Rate the FREQUENCY for each responsibility.
(see F on the far right)
	
	Rate the PRIORITY for each responsibility.
(see P on the far right)

	1:
daily
3:
monthly
2:
weekly
4:
annually
	
	A:
high
C:
low
B:
medium


	RESPONSIBILITIES
	
F
P
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C.
Decisions

Briefly describe several typical decisions this position requires during the year.  Choose decisions which reflect the greatest complexity, judgment and impact.  Should you require more space, provide an extra page.

1.









2.









3.









4.









5.









	Employee:

   Date: 

Supervisor(s):

   Date: 



   Date: 


Director, Dean or:

   Date: 

Campus Principal
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