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- Supervisor prepares Job Review Request form,
draft Job Description and JFS

-  Forwardto HR

-  HR advisesloca union and JE Assistant

v

- HR, Union determineif an existing JD and profile are
\ appropriate for the new job. If amatch cannot be

found an initial wage rate will be established for
posting purposes

Can only determine
if an existing job
profile fits the new
duties

JE Assistant
Assists and
Insures
Provincial
Consistency

Match found or posted with interim rate ™ No match, cannot agreeor JE Assistant
believesthe JJEM C should review

v Reconsideration . .
) ] ] - Maintenance Committee
- HR advises supervisor, JE Assistant i > (JJEMC) review process
and posts job (if not already posted) [
3 Initial Fina Revi
. . Review (Reconsideration)
- JE Assistant advises JEMC
and updates database - -
JE Assistant collects JE Assistant collects
information from supervisor information from
and prepares Draft Job employee and supervisor
Description and prepared Draft Job
- HR appointsincumbent and Description
advises of 6month review
- 6 months after appointment HR - Committee Evaluates Job - Committee Evaluates Job
sends incumbent & supervisor (Final and Binding)
Job Description & profile for
review and signoff

v\ A 4 A 4

A4
.. ] - EAsisant avise - JE Assistant advise
- Employee/supervisor signoff - No later HR and Union employer, HR and union
than 12 months after appointment and updates database
|
. l !
- HR Advises JE - HR process
; - Employee completes . .
Assistant/JJEMC

JFS/supervisor > ﬁdejc ustments if
comments essary

Note: All initial decisions whether by HR/Local Union or the JJEMC are subject to
reconsideration by the JJEMC. Reconsideration decisions by the JJEMC are final and
binding
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