EXAMPLE 

Position Review Form


A.  EMPLOYEE INFORMATION

Employee Name:
ANDERSON SMITH

Supervisor’s Name:
JOE DAVID



Department/Administrative Unit:
ZOOLOGY

Job Title:

ANALYST

Current Job Family:
SPECIALIST/PROFESSIONAL

Current Phase:
II
B.  PRIMARY PURPOSE 

	Describe the primary purpose of the position by defining the overall reason(s) the position exists:

To provide professional advice and support related to the preparation, administration and analysis of the University’s operating, sponsored research, special purpose and capital budgets. 




C.  NATURE OF WORK

	Describe the nature of work for this position including to whom the position reports to, type of work, and working environment:

· Report to the Dean of Zoology

· High volume position requiring the ability to work under pressure in a fast paced environment

· Peak periods in April and September
· Dealing with competing deadlines and multi tasking

· Exercises discretionary decision making
· Considerable discretion is required as position is privy to and works with sensitive, highly confidential information.  
· Works in an environment where there is continuous change, shifting priorities, and frequent interruptions


D.  QUALIFICATIONS 

	Describe the minimum education, experience and skills required for this position:

· A professional accounting designation (CA, CMA or CGA) 

· Significant work experience in various budget and accounting functions. 

· An intermediate to expert user of computer software applications, including data warehousing or data mining experience. 
· Effective and efficient verbal and written communication skills.


E. ACCOUNTABILITIES

	List the key results and outcomes expected of this position. If desired, add a list of the key tasks/duties:

· Ensuring University revenue/expenditure projections are realistic and the University Budget Committee receives complete and reliable information on which to base its decisions in an effective and efficient manner. 

· Appropriately communicate with budget units to ensure understanding and compliance with University budget policies and procedures. 

· Ensure responses to inquiries are reliable and accurate and provided in a timely and confidential manner. 

· Develop and maintain trustworthy, productive, problem-solving working relationships with colleagues, staff and budget officers.
· Accurate setting of priorities and appropriate meeting of deadlines
· Develop and maintain accurate, timely, and skilfully formatted documents and presentations as required.


Tasks and Duties:

· Performing professional, complex budget and accounting work in accordance with generally accepted accounting principles and reporting requirements that requires advanced knowledge of complex accounting principles related to Non-Profit-Organizations. 

· Preparing forecast results for current and future years by developing relationships with budget units, building assumptions, coordinating input from various sources and compiling results. 

· Participate in the development of various software applications to assist in the preparation of the annual operating and capital budgets. 


F. ADDITIONAL COMMENTS:

G.  SIGNATURES

Employee Signature:    





  

By signing this form, you are stating the information provided is accurate

Date:


  





Department Head, Director or Designated Signatory:  _____________________

By signing this form, you are stating that you concur with the information provided.  If you do not concur, please attach any relevant comments.

Date:


  





PLEASE FORWARD THE COMPLETED JOB QUESTIONNAIRE TO THE 

JOINT REVIEW COMMITTEE 

C/O HUMAN RESOURCES DIVISION, E140 ADMINISTRATION BUILDING
	For Joint Review Committee Use Only


Date received by Committee:                                    Decision rendered:



Date reviewed:                                                           Rendered by:


Committee members:
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