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Decision Making Degree
Performs administrative tasks according to standard practice. Makes minor operating decisions
associated with coordinating patient transfers. Provides interpretation of existing policies and
procedures (e.g., payroll) to others. 25
Education Degree
Grade 12. Office Admuinistration certificate (Saskatchewan Polytechnic 750 hours).
3.0
Experience Degree
Twelve (12) months previous experience in an office environment. Twelve (12) months on the
job to learn specific departmental tasks and become familiar with department policies and
procedures. 50
Independent Judgement Degree
Performs tasks involving general office duties according to standard practices or established
procedures. Solves minor financial or scheduling problems with limited analysis.
3.0
Working Relationships Degree
Requires appropriate tact to discuss and settle billing and collection issues and inquiries.
Requires regular contact with clients/patients/residents and families.
3.0
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Impact of Action Degree
Inaccuracie reportsandrecordsor improperreleasef informationmay cause
embarrassmernddiminishemployeeaelations.Delaysin processingeferralsmaydelay
succeedingervices.
2.0
Leadership and/or Supervision Degree
May showothershowto performtasksor dutiesby familiarizing newemployeesvith thework
areaandprocesse®rovidesfunctionalguidanceo internaloperatingstaff regarding
administrativeproceduresindrequirements.
15
Physical Demands Degree
Regulamphysicaleffort with computeroperation sortingandfiling requiringaccurate
coordinationof fine motorskills.
2.0
Sensory Demands Degree
Regularsensoryeffort with computemperationfiling, sortingandreadingwith competing
multiple sensorydemands.
2.5
Environment Degree
Occasionakxposurdo minor disagreeableonditionssuchasinterruptionsanddeadlines.
2.0






