TOWN OF OAKVILLE
MPTA Job Information Questionnaire
Management, Professional, Technical and Administrative Staff
This questionnaire is designed to gather information about the content and scope of jobs at the Town of
Oakville (The Town).
It consists of a range of questions about the duties, skills, responsibilities, effort and working conditions.
The answers to these questions are designed to give Human Resources, potential incumbents and the
Job Evaluation Committee a sound understanding of the nature and demands of the job. It also
confirms the shared expectations of the job by incumbent and manager.
Please provide concise but descriptive answers to each section, basing your responses on examples
from your work over the last three to twelve months. Describe the typical, regular and recurring
requirements of your job. Keep in mind that the questionnaire is designed to compare job information
only and not the performance of any incumbent in the job.
Writing style should be clear, keeping with the reader in mind; please use full Department and other
names and keep jargon to a minimum.
Note that wording used in the examples may not fit the requirements of your job exactly; the examples
are designed to apply to jobs of widely varying duties and scope. Please select examples which most
closely match your job and clarify your job's particular requirements in the spaces provided.

Job Identification
JOB TYPE NUMBER: HR use only
JOB TITLE:
DEPARTMENT:
EMPLOYEE SIGNATURE: receivedlread
DATE:
MANAGER SIGNATURE: approved
DATE:
DIRECTOR'S SIGNATURE: reviewed
DATE:
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TOWN OF OAKVILLE
MPTA Job Information Questionnaire
Position Overview
To identify the position please summarize its purpose, identifying the department and primary activities.
It may be helpful to write this summary after completing the rest of the questionnaire.

Duties and Responsibilities
Summarize the key areas of activity and responsibility for the job. This is not intended to be an
exhaustive list, but to identify the primary responsibilities to give context for understanding the sections
that follow
It can be helpful to list three to eight primary areas of responsibility as a brief sentence commencing
with a verb that indicates the level of involvement of the job (co-ordinate, provide, analyze, manage
etc.), and underneath, list the key associated duties or tasks.
Percentages are approximate and intended to help the reader to understand the focus of the job.
No.

Responsibility Description

% of time

1

2

3

4

5

6

7

8
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TOWN OF OAKVILLE
MPTA Job Information Questionnaire
Challenges
If on completion of the questionnaire there are additional comments you wish to make to aid
understanding of the job, please describe them here.
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TOWN OF OAKVILLE
MPTA Job Information Questionnaire
Education
From the following table, please select the minimum level of education required for entry into
the position. If experience can reasonably be substituted for education, please list the lower
level of education here, and describe the experience in the next section.
Note that it is the education level typically required of the job, which may differ to your
own educational background. This is because equivalent education/experience is accepted
for hiring and promotional purposes. The education level should match job postings.
Select the appropriate level in the left column, and describe the particular requirements for
your position in the right hand column.
Educational Requirement

Describe

High School Diploma
High School Diploma and courses up to 1
year
Two year college diploma or trade
certification after
apprenticeship (e.g. Electrician, Mechanic,
CET)
Three year diploma/degree
Four year university degree
Four year university degree plus Professional
Designation (e.g. CAl
Advanced degree (Masters, Doctorate)

Are there any formal continuing education requirements? If so, please describe:
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TOWN OF OAKVILLE
MPTA Job Information Questionnaire
Experience
From the following table, please select the minimum level of experience required in addition
to education for entry into the position. The descriptions are added only to aid to
understanding what the years of experience typically include, and may not apply to your job.
Note that it is the experience level typically required of the job, which may differ to your
own experience. This is because equivalent education/experience is accepted for hiring and
promotional purposes. The experience level should match job postings.
Select the appropriate level in the left column, and describe the particular requirements for
your position in the right hand column.

Educational Requirement

Describe

A Entry level
No, or little experience
B Minimum 1 year
Direct experience as practitioner learning the
ropes
C Minimum 3 years
A range of experience as practitioner, may
have had team lead experience
D Minimum 5 years
Sound experience as senior practitioner and/or
initial supervisory or management experience
E Minimum 8 years
In-depth experience as senior practitioner and
advisor and/or management experience
F Minimum 10 years
Experience managing a professional/technical
discipline with significant impact and/or
managing sub-ordinate managers
G More than 10 years
Broad and deep management experience
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TOWN OF OAKVILLE

MPTA Job Information Questionnaire
Technical/Professional Skills
From the following table select the description which best describes the type of technical or
professional skills required of the job, if any.
Technical: specialized or technical skills, e.g. software packages, specific aquatics/recreation
skills, trades skills.
Professional: application of a recognized body of knowledge in a particular discipline (e.g.,
payroll, accounting, building, law).

D
D

Work comprises tasks with clearly defined instructions which can be learned
on the job.
Work comprises routine tasks, procedures or calculations requiring basic
training.

D
D

Work comprises varying tasks, requiring some technical or professional skills,
usually under the supervision of a more skilled colleague or supervisor.

D

Work comprises more complex technical or professional work at an advanced
level requiring formal training and/or providing specialized advice in one or
more technical or professional areas.

D

Work comprises highly complex specialized or technical work at the expert
level and/or advise at an authoritative level in one or more technical or
professional areas.

Work comprises moderately complex technical or professional work requiring
specific experience in one or more technical or professional areas.

Please provide an example/s to support your selection in the following space. What other
technical/professional resources are available to you?
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TOWN OF OAKVILLE
MPTA Job Information Questionnaire
Service Delivery
From the following table select the description which best describes the manner in which the
job delivers its services to its customers. Customers include the main individuals, groups
and/or organizations and/or groups receiving the services provided by the position.
Customers may be other employees, ratepayers, suppliers, municipalities, government
agencies, or the community.

D
D
D
D
D
D

I deliver services according to agreed specifications.
I assess customer requirements and deliver services according to program
and policy guidelines.
I interpret program and policy guidelines and monitor compliance.
I develop policies and programs to deliver specific services within the
framework or regulatory requirements and/or department strategies.
I develop strategies to deliver entire services and delegating powers
appropriately to meet regulatory and/or organizational standards.
I have formal statutory responsibilities defined under the Municipal Act.

Please provide an example/s to support your selection in the following space. Who are your
customers?
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TOWN OF OAKVILLE

MPTA Job Information Questionnaire

Analytical Demands
This refers to the analysis and problem solving required of the position. From the following
table, select the description which best applies to the typical requirements of your job.

D

Analysis is straightforward and problems are generally easy to identify. Required action is
specifically defined (e.g., referral to supervisor) or determined according to standard
practice.

D

Issues are apparent but precise identification may require further inquiry or research.
Analysis is relatively straightforward but uses information from several sources, sometimes
in unfamiliar areas. Problems are solved using standard operating procedures or referred to
a supervisor for handling.

D

The full extent of issues may not be readily apparent and often require investigation and
research. Analysis and/or problem solving requires interpretation of information according to
established techniques and principals. Significant actions may require approval.

D

Issues are not readily apparent, symptoms may be vague and facts may be incomplete.
Further investigation is necessary. Interpretation of information/data is needed with some
independent judgment and risk.

D

Issues are difficult to identify and facts may be insufficient or misleading. Extensive
investigation or research may be necessary. Analysis and/or problem solving requires
considerable independent judgment and integration of unrelated or variable information is
required.

D

Issues are highly complex, abstract or poorly defined. Expert level judgment is required for
strategic thinking or abstract reasoning where precedent or policy is not established. This
may involve the development of new theoretical opinions, policies or techniques.

Please provide an example/s to support your selection in the following table. In the right hand
column please describe the guidelines available; processes, procedures, policies, strategies,
technical/professional practices etc. and the resulting level of freedom to make decisions.
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TOWN OF OAKVILLE
MPTA Job Information Questionnaire
Communication Skills
Tick all of the following statements which apply to the typical, regular and recurring
requirements of your job. Using the statements as a guide, describe typical communication
examples following.
I exchange straightforward and factual information

D
D
D
D
D
D
D
D
D
D
D
D
D
D
D
D
D
D
D
D
D
D
D
D
D
D
D
D
D
D
D

I listen and interacting with courtesy
I write lists, logs, complete form and form letters
I exchange multi-faceted, primarily factual information
I demonstrate support and respect for others
I describe and clarify primarily factual information
I provide routine direction to others
I train others where the information is factual
I exchange conceptual information requiring explanation to ensure understanding
I lead meetings on straightforward topics (e.g. procedures)
I train others where information is conceptual
I lead meetings on moderately complex topics
I influence people towards a point of view
I develop consensus with/among others
I calm angry/upset people
I give feedback and mentor others
I train others where information is multi-faceted concepts
I lead meetings on complex topics
I effectively communicate sensitive or controversial information
I train others where information is conceptually intricate and detailed
I coach and counsel others
I defuse volati Ie situations
I develop consensus in adversarial situations
I persuade others use knowledge of communication theories
I lead meetings in potentially adverse conditions on contentious and sensitive issues
I persuade or negotiate with others in sensitive situations where the outcome is significant to
the organization
I deal with public situations with the potential for significant impact on the organization formally representing the organization
I negotiate contracts, agreements and other arrangements where knowledge of negotiate
theory is required to achieve an acceptable outcome
I lead meetings in adversarial conditions on sensitive and contentious issues of importance to
the organization
I negotiate major and complex contracts, agreements and other arrangements that significantly
impact the organization, where advanced application of negotiate theory is required to achieve
an optimal outcome
I persuade or negotiate with others in potentially adversarial situations where the outcome is
critical to the organization
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TOWN OF OAKVILLE
MPTA Job Information Questionnaire
Communication Skills cont'd
Please describe typical examples of the types of communication described above in the
following table. In the second column, describe the nature of the audience's receptivity, in
terms of the following.
Co-operative refers to relationships where both parties are interested in a shared outcome.
Internal relationships are usually categorized here, although there may be particular situations
that are more challenging in nature. There will be some challenging relationships (see below),
but these will apply to less than 25% of interactions.

My job involves co-operative audiences approximately

% of the time

Challenging refers to relationships where parties consistently have identifiably opposing aims
in the communication process. This usually applies to external parties. It would exclude,
however, interactions such as supplier negotiations where both parties have an interest in
achieving a result.

My job involves challenging audiences approximately
Communication Example
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TOWN OF OAKVILLE

MPTA Job Information Questionnaire
Co-ordinating and Planning
This refers to the scope and degree of responsibility for developing plans and schedules in
advance of performing activities, and/or the requirement to co-ordinate activities to deliver
according to plans. Assess the planning responsibility first, then identify the typical time
horizon for which planning is conducted according to the following:

A.
B.
C.
D.

Immediate: daily, weekly, monthly
Short term: quarterly to annual
Mid Term: one to three years
Long Term: more than 3 years

B

C

Planning

A

I co-ordinate materials and
resources to carry out my
daily tasks. I prioritize work
according to shifting
deadlines.

D D D D

I co-ordinate materials,
resources and the input of
others to carry out projects
or complex
processes/activities.

D D D D

I co-ordinate projects or
resources for projects
processes or activities
involving others.

D D D D

I plan projects or resources
for integrated/similar
activities.

D D D D

I plan multifaceted projects
or processes involving
significant resources.

D D D D

I create operational or
developmental plans for a
division.

D D D D

I create focused strategic
and operational plans for a
department.

D D D D

I create broad strategic plans
for a Commission.

D D D D
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TOWN OF OAKVILLE

MPTA Job Information Questionnaire
People Management
Please select from the following table the type of responsibility you have for guiding,
overseeing or supervising others. In the second column describe the positions you manage
(include names of divisions or departments) and the number of incumbents. In the third
column please describe the type of activities undertaken by those employees, in terms of their
similarity or diversity.
Similar activities relate to employees:
•
•
•

carrying out essentially similar duties
rotating between duties focussed on delivery of a specialized service
carrying out different but integrated duties focussed on delivery of a specialized service.

Differing activities will involve several specialisations that are distinctly separate. For
example:
Finance area specializations:
Budgeting
Internal Audit
Treasury

Revenue

Human Resource area specializations:
Industrial Relations
Cornpensation & Benefits
Developrnent

General Accounting

Recruitrnent

Training &

Type of Supervision/Mgmt

Describe/No.
employees

Similarity/diversity of
Activities

I do not have formal
supervisory requirements,
although sometimes I assist
new employees in learning
their job.

Tick if this applies, no
description required

nla

D

I do not have formal
supervisory responsibility,
but periodically I am required
to oversee the work of others
(e.g. summer students).
This involves allocating tasks
and providing assistance
when requested to enable
task completion.
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TOWN OF OAKVILLE
MPTA Job Information Questionnaire
Type of Supervision/Mgmt

Describe/No.
employees

Similarity/diversity of
Activities

I do not have formal
supervisory responsibility,
but I am regularly required to
provide
professional/technical
guidance to others.

I do not have formal
supervisory responsibility,
but I am required to allocate
tasks to others, such as
team members, volunteers,
co-operative students etc.,
and monitor task completion.
I have formal supervisory
responsibility including task
allocation, approving
schedules and vacations,
providing immediate
coaching and discipline and
making hiring/termination
decisions.
I have management
responsibility for employees
who report directly to me.
I have management
responsibility for supervisors
and may have nonsupervisory employees
reporting directly to me as
well.
I have management
responsibility for managers
and may have nonmanagement employees
reporting directly to me as
well.
I manage multiple levels of
managers and may have
non-management
employees reporting directly
to me as well.
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TOWN OF OAKVILLE
MPTA Job Information Questionnaire
Financial Responsibility
Management of parts of the overall Town budgets financial/operational and asset, are
delegated through various levels of employee. Select from the left hand column the
description that applies to your level of involvement in budget setting, maintenance and/or
management. Describe the specific requirements for your job in the second column, and to
what part of the overall Town budget it applies in the third column, in terms of: the Town as a
whole; a Department; a Division; or an Activity/Project within the Division.
Type of Responsibility

Describe

Scope

I do not have direct budget
involvement, but am
responsible for using
financial resources
efficiently.

Tick if this applies, no
description required

nla

D

I am required to
understand specific items
within budgets, and I
monitor or maintain
expense or revenue levels
within the budget.
I am responsible meeting a
defined portion of a budget
(e.g. staffing, supplies).
I plan budgets without
being responsible for
managing them. I monitor
budget progress and works
with the budget owner to
identify and act on
variances.
Budget ownership: has
direct responsibility for
managing achievement of
a budget; "owns" the
budget.
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TOWN OF OAKVILLE
MPTA Job Information Questionnaire

Effort
Please select from the following table any types of gross or fine (manual dexterity) effort, or
sensory demands that can lead to physical fatigue. Select the relevant frequency using the
following definitions:

A. Incidental impact:

May occur once in a while; not a usual feature of the job

B. Some impact:

Up to approximately 1/3 of time.
Typically short periods (less than 30 minutes) at a time and/or encountered a
few times a month.

C. Moderate impact:

Approximately 1/3 to 2/3 of time.
Typically moderate periods at a time (30 to 90 minutes), and/or encountered
weekly.

D. Significant impact:

Approximately 2/3 or more of time.
Typically encountered several times a week. May involve long periods at a
time, or less frequent but extended periods of time

Describe the specific type of effort required of your job in the right hand column.
Activity

A

B

C

D

Lifting, pulling,
maneuvering up to
than 10 pounds
(eg files)

D

D

D

D

Repetitive
movements (e.g.
data entry) where
accuracy is more
important than
speed

D

D

D

D

Operating
equipment
requiring fine motor
skills

D

D

D

D

Periods of
concentrated
listening that
exceed normal
concentration (e.g.
typing dictation)

D

D

D

D
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TOWN OF OAKVILLE
MPTA Job Information Questionnaire
Activity

A

B

C

D

Intense
concentration for
required multitasking or to
achieve multiple
deadlines

D

D

D

D

Extended periods
of sitting or walking

D

D

D

D

Lifting, pulling,
maneuvering 10 to
50 pound items

D

D

D

D

Repetitive
movements
requiring a high
degree or manual
dexterity/hand-eye
co-ordination for
both accuracy and
speed

D

D

D

D

Maintaining
concentration while
performing
repetitive tasks to
meet deadlines

D

D

D

D

Sitting for extended
periods with no
opportunity to
move around

D

D

D

D

Extended periods
of standing or
walking

D

D

D

D

Describe

Other:
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TOWN OF OAKVILLE
MPTA Job Information Questionnaire

Working Conditions
Please select from the following table any working conditions that impact your job. Select the
h f l l oWing de fInltlons:
"
re Ievant f requency uSing teo

A. Incidental impact:

May occur once in a while; not a usual feature of the job

B. Some impact:

Up to approximately 1/3 of time.
Typically short periods (less than 30 minutes) at a time and/or
encountered a few times a month.

C. Moderate impact:

Approximately 1/3 to 2/3 of time.
Typically moderate periods at a time (30 to 90 minutes), and/or
encountered weekly.

D. Significant
impact:

Approximately 2/3 or more of time.
Typically encountered several times a week. May involve long periods at
a time, or less frequent but extended periods of time

Describe the condition as it applies to your job in the right hand column.
Condition

A

B

C

D

Cold or hot
environments

D

D

D

D

Dangerous
activities
necessitating use
of safety
procedures and
equipment

D

D

D

D

Dusty and/or dirty
environments

D

D

D

D

Exposure to
moderate weather
conditions (rain,
sun)

D

D

D

D

Exposure to severe
weather conditions
(blizzard, dark ice)

D

D

D

D

Extensive travel;
extended periods
of time and/or
multi-night travel a
few times a month

D

D

D

D

Extremely loud or
persistently very
loud noise levels

D

D

D

D
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TOWN OF OAKVILLE
MPTA Job Information Questionnaire
Condition

A

B

C

D

Handling strong
chemicals,
cleaners etc.

D

D

D

D

Mild variations in
temperature

D

D

D

D

Noisy conditions

D

D

D

D

Regular travel
away from home

D

D

D

D

Subject to angry
customers

D

D

D

D

Subject to rude
behavior or verbal
abuse

D

D

D

D

Describe

Other:
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