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Job Posting Cover Page


Competition No.: 

 
	College/Department Information

	Name:  
	

	Phone:
	     

	E-mail:  
	     

	NSID (include all who require access to view online applications):
	<<REQUIRED>>

	Posting Date:

	     

	Existing Positions


Is this an existing position (had a previous incumbent):   FORMDROPDOWN 


Name of previous Incumbent:       
Position #       

Reason for vacancy:       
Is this posting to fill a permanent position on a term basis?  FORMDROPDOWN 
  If yes, indicate the reason for posting as a term:  FORMDROPDOWN 
   and elaborate      
If the family/phase/bargaining unit has changed since this was last posted, please indicate the reason for change:      

Indicate the source of funding, providing as much detail as possible:  FORMDROPDOWN 


Specify the functional nature of this position (i.e. communications position within HR is communication):  FORMDROPDOWN 

	New Positions


Is this a new position (no previous incumbent):   FORMDROPDOWN 

Is there similar work being done on campus? By whom/where?       
Indicate the source of funding, providing as much detail as possible:  FORMDROPDOWN 


Specify the functional nature of this position (i.e. communications position within HR is communication):   FORMDROPDOWN 

Does this new position have capital implications?  FORMDROPDOWN 
  If yes, provide details: space, equipment, etc.
	Advertising


HR assists with placement of ads for CUPE 1975, ASPA and Exempt in the following publications:

 FORMCHECKBOX 
 Saskjobs www.saskjobs.ca (free)

 FORMCHECKBOX 
 LinkedIn www.linkedin.com (ASPA, exempt and faculty only; email hrd_job_postings@usask.ca for information)
	Approval


 FORMCHECKBOX 
 Checking this box confirms that the dean, AVP, or director of the planning unit has approved this position.
	Notes


     
Email completed job posting template to hrd_job_postings@usask.ca Deadline is Thursday at noon, to be posted the following Wednesday.

This position is not open to the public.  CUPE 1975 members only may apply. 
Job Title:  
Department:
FTE: Enter the FTE here, for example (1.0 or 0.50) FTE
Status:  Choose one of the statements below.  For term positions, if there is no mention of a possibility of extension, the position will need to be reposted before an extension can be made. 

i) Permanent

ii) Seasonal provide information re: layoffs, breaks in service, etc.
iii) Term, if a leave replacement, indicate this here up to indicate the duration with the possibility of extension.
iv) Term, if a leave replacement, indicate this here up to indicate the duration with the possibility of extension or becoming permanent.

v) Term, if a leave replacement, indicate this here from indicate the specific dates of employment.
Competition No.:  (Entered by HR)
Salary Information: Hiring range and family/phase.
Primary Purpose: Describe the primary purpose of the position by defining the overall reason the position exists, i.e. To provide support in the implementation, delivery and assessment of programs and strategies for enhancing student experience and success. 

Nature of Work: In order of priority, note to whom the position reports; type, complexity and amount of work; working conditions, i.e. shift work, exposure to allergens/dangerous/hazardous situations, workplace stressors, travel, etc.; DO NOT INCLUDE TASKS OR DUTIES.
CUPE:Typical Duties: In order of priority, outline the key duties and tasks performed by the position.
ASPA/EXEMPT:Accountabilities: In order of priority, outline the key accountabilities for this position.  Accountabilities are not tasks, they are measurable outcomes, i.e. increasing student enrolment by... ensuring projects are on time and on budget... etc.
Qualifications
Education: Include formal education, training, certifications, licenses, and registration requirements.  It is always your option to consider an equivalent combination of education and experience. 

Experience: i.e. XX to XX years of related experience.  Applicants should already have hands-on experience in these areas, and you do NOT expect to train on the job, i.e. Microsoft Office computer applications.  Include assets if applicable. 

Skills: Skills should be directly related to duties listed above.  Generally include effective interpersonal, communication and organizational skills, plus job-specific skills, or the physical ability to perform light/moderate/heavy physical labour. 

This position is in scope of the Administrative and Supervisory Personnel Association.
This position is in scope of CUPE 1975.
Please apply no later than closing date at 4:30pm.

The following information will be visible online to all who view this job posting:
Inquiries regarding this position can be directed to first and last name at phone number.  
Be sure to apply online as emailed applications will not be accepted.
