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Decision Making Degree

Books, cancels, reschedules and makes adjustments to scheduled appointments following
clearly prescribed practices. Solutions to problems associated with coordinating bookings are
selected from limited number of pre-existing alternatives. 20

Education Degree

Grade 12. Medical Administrative Assistant diploma (Saskatoon Business College 1040 hours).

3.5
Experience Degree
No previous experience. Nine (9) months on the job to become familiar with physician
preferences, processes, statistics, computer programs and department policies and procedures.

3.0
Independent Judgement Degree
Develops appointment schedules using established methods. Minor operating problems such as
scheduling changes or cancellations are resolved with limited analysis.

2.5
Working Relationships Degree
Has regular contact with physician offices and clients/patients/residents requiring tact and
discretion.

3.0
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Impact of Action Degree
Misjudgementin coordinatingmultiple appointmentsn appropriatdime framemaydelay
succeedingelatedserviceslnaccurateattendanceecordsmayimpactclient billing.

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

1.0
Physical Demands Degree
Regularphysicaleffort writing, sortingdocument@andperformingcomputeroperation.

2.0
Sensory Demands Degree
Regularsensoryeffort operatingcomputerandlisteningto clientsandstaff with periodsof
competingmultiple sensorydemands.

2.5
Environment Degree

Occasionaéxposurgo minor conditionssuchasinterruptionsandmultiple demands.

2.0






