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PROFESSIONAL SUPPORT
POSITION FACT SHEET

This questionnaire is designed to support the creation of a new Professional Support position or a request for a reclassification of an existing position.   

The information you provide concerning the duties, responsibilities and other requirements is necessary in order to provide a proper evaluation.  

The following information is required in order to support your request for a reclassification:

A completed job fact sheet, signed by the incumbent(s), the manager(s) and 
the appropriate next level in the reporting structure, and appropriate VP.

For multi-incumbent positions sign off by all employees is required.

For reclassification requests a memorandum which outlines the areas of significant change in the scope of the role.

When completed and all signatures obtained the package can be submitted directly to your HR Lead.  Please note that your HR Lead will require the original hard copy as well as an electronic copy.  

Please note that Human Resources may be required to obtain additional signatures throughout this process. 

Classification:    PS 2
Organizational Structure: 
Describe the reporting structure of this position within the department 

The EAL Support Specialist reports directly to the Manager of Libraries & Learning Commons within the Libraries & Learning Commons Department with functional guidance from the Learning Commons Coordinator.
.
Section 1: Position Identification
	Position Title:
	English as an Additional Language (EAL) Support Specialist

	Department:
	Libraries & Learning Commons

	Location:
	IT Campus (Central)

	Current Incumbent(s):
	

	Date:
	 Updated March 2022




Section 2: General Purpose
Briefly describe the general purpose of this position.  Consider “Why does this position exist?” and “What is the position responsible for?”

Reporting to the Manager, Libraries and Learning Commons and under the functional guidance of the Learning Commons Coordinator, the EAL Support Specialist will prioritize English as an Additional Language (EAL) as an area of service development and growth. The English as an Additional Language Support Specialist (EAL Support Specialist) works collaboratively with the Learning Commons Coordinator, Student Affairs, Campus teams, Academic Schools and other internal and external stakeholders to support academic excellence and the success of international, new Canadian and domestic EAL students. 

Section 3: Key Activities:
Consider the key activities or responsibilities undertaken and describe each of them in detail below.  Estimate (to the nearest 5%) the percentage of time per year spent on each (combined total = 100%). Add or remove activities as required.

Activity A: Training & Development 	(55%)

· Recommend, develop, deliver, and evaluate EAL services and supports at all stages of the student life cycle for both in-person and online delivery.
· Facilitate individual and group support sessions for international,new Canadian and domestic EAL students across the College, in-person and online.
· Develop, maintain, and update educational resources in a variety of formats.
· With the functional guidance of the Learning Commons Coordinator, liaise with Academic partners to plan, develop, deliver, and evaluate workshops, and instructional programming, as well as non-academic programming (e.g., conversation circles), that support international, New Canadian and domestic EAL and other students in meeting educational outcomes. 
· With the functional guidance of the Learning Commons Coordinator, liaise with  Student Services Advisors, faculty and other stakeholders to provide advice and guidance in supporting students. 
· Assist with and provide scheduled hours in Writing Centres and be a referral for EAL related support needs.
· With the functional guidance of the Learning Commons Coordinator, provide guidance and support to Peer Assisted Learning Supports (PALS) facilitators as required. 
· Assist in the development and delivery of workshops and modules for faculty and staff in partnership with the Learning Commons Coordinator.
	
Activity B: Administration	(20%)

· Collect and analyze service data and usage statistics to use in making recommendations and continuous improvement in EAL services and supports.
· Assist in the analysis and interpretation of incoming and current international student information/data to identify and prepare for EAL (English as an Additional Language) support requirements.
· Coordinate and partner with other Libraries and Learning Commons staff, Academic, Student Affairs, International Office, and other College stakeholders on EAL supports and services for students. 
· Gather user feedback and assist in evaluating programs and services for continuous improvement.
· Identify areas for planning and growth of EAL supports and programming in alignment with college priorities.
· With the functional guidance of the Learning Commons Coordinator, collaborate with external partners (e.g., EduNova, ISANS) on projects, initiatives and activities that promote learning and development throughout the student life cycle. 
· Contribute to the College community through committee work and participation on strategic initiatives.
· Research EAL supports in post-secondary environments and apply best practices as appropriate.

Activity C: Promotion & Internal Relations  (20%)

· Assist the Learning Commons Coordinator in developing creative and effective strategies to promote and market services and supports.
· Promote and market services and activities  under the functional guidance of the Learning Commons Coordinator.
· Develop and nurture effective relationships and communications with students, Academic, campus administration, Libraries and Learning Commons, Student Services, International Office, International Student Ambassadors and other College stakeholders to promote and enhance resources, programs and services. 
· Liaise and collaborate with campus teams to assess and respond to EAL support needs. 

Activity D: Professional Development    (5%)

· Develop and maintain collaborative relationships with EAL colleagues at other post-secondary institutions to share best practices, research and new developments in the industry.  
· Participate in relevant professional development and lifelong learning opportunities to maintain currency in professional practice and emerging trends.
· Contribute to the profession through active engagement in professional associations, research, publishing, presentations and services.


Section 4: Education and Specific Training
What should be the minimum education or formal training for a new person being hired in this position?

	Secondary School                                                                 
	☐

	Trade School                                                                         
	☐

	Community College 
	☐ 1 Year
☐ 2 Years  
☐ 3 Years

	University Undergraduate Degree                                         
	☒

	Masters                                                                                 
	☐

	Doctorate                                                                               
	☐

	Recognized Professional Certificate 
or Degree Designation
	☒ (Please Specify): In addition to a relevant bachelor’s degree, Certification to Teach English as an Additional Language is required



Please list any additional skills or training required for this position, including assets:

· Supervised practicum that is recognized by TESL Canada.



Section 5: Relevant Experience 
How much relevant experience, gained prior to and/or in the position, is required for a new person with the education as specified in section 4, to meet the performance activities of the position.  Please check the estimated time period in months (M) or years (Y).
	Required Previous Related Position Experience
	
	Time in the Position

	☐
	☐
	☐
	☒
	☐
	☐
	☐
	☐
	☐
	☐
	
	☐
	☐
	☐
	☒
	☐
	☐

	3M
	6M
	1Y
	3Y
	5Y
	7Y
	10Y
	12Y
	15Y
	+
	
	1M
	3M
	6M
	1Y
	2Y
	3Y




Please list the related required experience for the position (i.e. years of occupational experience, computer skills, etc.)

· 3 years recent relevant experience teaching English as an Additional Language (EAL).
· Training and experience working with English as an Additional Language (EAL) learners. 
· Experience teaching in higher education or working with adult learners, with a focus on language education and writing development. 
· Knowledge of trends in the field of English as an Additional Language (EAL).
· Experience with facilitation and training, in-person and online. 
· Exceptional interpersonal and influence skills; positive client service perspective.
· Ability to communicate effectively, both orally and in writing.
· Analytical, organizational, problem-solving and leadership skills.
· Ability to work effectively independently and in a team environment.
· Demonstrated commitment to diversity, equity, and inclusion.
· Ability to multitask and prioritize in a fast-paced, distributed and remote environment. 
· Ability to develop and maintain effective working relationships with other staff, internal/external partners and departments. 
· Strong demonstrated computer literacy including, but not limited to, the Microsoft Office Suite, Microsoft Teams. 


Section 6: Judgment
A) When there is a situation I have not come across before (check all responses that apply):

	1 = Almost Never
	2 = Once in a While
	3 = Often
	4 = Most of the Time



	
	1
	2
	3
	4

	I immediately ask my manager what to do
	☐
	☒
	☐
	☐

	I ask co-workers for help in deciding what to do
	☐
	☐
	☒
	☐

	I read manuals and figure out what to do
	☐
	☐
	☐
	☐

	My manager and I together decide what to do
	☐
	☐
	☒
	☐

	I decide what to do based on my previous experience as well as checking guidelines and procedures
	☐
	☐
	☐
	☒

	I get advice on problems from management and other sources (e.g. professional resources)
	☐
	☐
	☒
	☐

	Other: (specify)
Click or tap here to enter text.
	☐
	☐
	☐
	☐



B) In your position, do you (please check all that apply)
	Follow specific instructions/procedures exactly	
	☐

	Use well-defined methods and procedures as guidelines
	☐

	Use established guidelines to achieve desired end results
	☐

	Modify or change established methods and procedures, but stay within prescribed standards (e.g. customer specifications, legislative boundaries, regulatory requirements
	☒

	Develop new solutions to diverse and complex problems with conflicting requirements because there are no guidelines
	☒

	Other (specify)
Click or tap here to enter text.
	☐



C) Before making a decision, whom would you usually consult? Please check only ONE response.
	Team/Committee Members
	☐

	Immediate Manager/Leader
	☒

	Peers in Own Department
	☐

	Peers Organization Wide
	☐

	Department Management
	☐

	Senior Management
	☐

	Other (specify)
Click or tap here to enter text.
	☐



Section 7: Independence to Act
A) What kinds of guidelines, procedures, manuals, and documentation do you use in carrying out your job duties and making your recommendations or decisions?  Please give specific examples and indicate whether they are used as set procedures to be closely followed, guidelines to be generally followed, or broad parameters within which to function.
	
How Used?

	Set Policies and Procedures
	Guidelines or Professional Standards

	NSCC Academic Accommodations Policy
	Universal Design Principles

	
NSCC Academic Integrity Policy
	CAS Standards

	
NSCC Use of Copyright Materials Policy
	

	
Respectful Community Policy

	

	
Student Code of Conduct Policy
	

	
NSCC Educational Equity Policy
	





B) Please indicate how your work is checked by your manager/leader and the frequency of these checks.
	
	Frequency
	

	Types of checks
	Daily
	Weekly
	Monthly
	Rarely
	Examples

	
Most of work is checked
	☐
	☐
	☒
	☐
	
Day to day operations

	
Work is checked periodically
	☐
	☐
	☒
	☐
	Reporting on status of EAL support with students, work with College stakeholders, EAL resource development


	
Only final versions/outputs are checked
	☐
	☐
	☒
	☐
	Reports, schedules


	
Oral progress reports are requested from you
	☐
	☒
	☐
	☐
	
Weekly meetings with Writing Centre Coordinator and/or other NSCC staff


	
Discussion with manager/leader
	☐
	☒
	☐
	☐
	Bi-weekly meetings

	
Statistical Reports
	☐
	☐
	☒
	☐
	


	Other (please specify)
	☐
	☐
	☐
	☐
	



C) Please indicate your involvement in the budgetary process.
	☒
	No involvement with budget(s)

	☐
	Administer, monitor, prepare input to part of the program/department budget

	☐
	Accountable and/or control program/department budget

	☐
	Accountable and/or control organization budget



D) Financial processing and commitment.  Please check the boxes most appropriate to your position.
	☒
	Very little/no responsibility for handling or processing cash, cheques, contracts, purchase orders

	☐
	Some responsibility for handling or processing cash, cheques, contracts, purchase orders

	☐
	Responsible for signing or initiating request to make expenditures or recoveries according to detailed written procedures

	☐
	Responsible for activities which result in financial commitments, obligations or costs



Section 8: Consequences of Action
A) If you make an inaccurate or inappropriate decision or recommendation, would there be any financial and/or non-financial consequences (e.g. loss of time, impaired service to customers).  If yes, please provide examples.  Do not report an extreme circumstance where the risk of a specific situation occurring is unlikely.

· Untimely response to student, faculty, employee requirements for support impacting student success and retention. 



B) If you made an error or an incorrect recommendation/decision, who would normally become involved in correcting it?
	☒
	I could correct it myself

	☐
	My manager/leader would become involved and would advise me how to correct it

	☐
	My manager/leader would become involved and would provide instructions on how the problem should be corrected

	☐
	Senior management would become involved in developing a solution to the problem

	☒
	Other: Please specify: Depending on the type and complexity of the error, you may need to consult with a manager or peers



Section 9: Working Relationships
What are the typical working relationships necessary for your position?  For each contact listed below, check the appropriate codes that apply to your position.  (Do not include contact with those you supervise.)

Codes:	
1 = Exchange of factual or everyday information
2 = Explanation and interpretation of information or ideas
3 = Discussion of problems with a view to obtaining consent, cooperation and/or coordination of                          
      activities
4 = Counseling, coaching
5 = Negotiation of programs, policies or agreements on behalf of the Department, in which           
      cooperation is difficult to achieve
6 = Negotiation of programs, policies or agreements on behalf of the organization in which                                     
      cooperation is difficult to achieve

Record the frequency of the contact in the code box as:
D (daily); W (weekly); M (monthly); Q (quarterly); A (annually).

	Refer to codes & frequency under Section 9
	Codes

	Contact (Work Related)
	1
	2
	3
	4
	5
	6

	Employees in the same department as yours
	D
	D
	D-M
	
	
	

	Employees in another department
	D
	D-W
	W-M
	
	
	

	Department Managers
	W-M
	D-W
	W-M
	
	
	

	Business representatives (suppliers)
	
	
	
	
	
	

	Government regulatory representatives
	
	
	
	
	
	

	Industry Associations
	
	
	
	
	
	

	Representatives of professional agencies
	
	
	
	
	
	

	Students
	D
	D
	D
	D-W
	
	

	Other – Specify: 
	
	
	
	
	
	



Section 10: Leadership
Name any positions or work groups you manage/lead under one or more of these categories.

	Assign and check work of others doing work similar to yours.
	

	Provide technical or functional guidance to other staff.
	

	Supervise/lead a work group; assign work to be done, methods to be used, and take responsibility for all the work of the group.
	

	Manage the work, practices and procedures of a department.  Responsible for appraisal, discipline, hiring and replacement of personnel.
	

	Manage the work of a department, including planning, staffing, budgeting, setting objectives.
	

	Provides advanced technical leadership.
	

	Other (e.g. counseling, coaching and other human relations skills.)
	



Section 11: Supervision

	Does this position provide functional guidance to the work of others
	YES 
	NO ☒      



	Does this position supervise the work of others?
	YES ☐
	NO ☒

	If yes, what position(s) are supervised?
	Click or tap here to enter text.

	Total Number of Staff Supervised
	

	Number of Full Time Employees
	

	Number of Part Time Employees
	

	Number of Student(s)/Casual(s)
	




Section 12: Physical and Sensory Demands

Frequency:

	Occasional
	Means once in a while over a period of time (e.g. once in a while on a daily basis or several times daily, but not every day).

	Regular
	Means often over a period of time such as several times daily almost every day.

	Continuous
	Means that with the exception of breaks, the activity is continuous almost every day.



Physical Demands

	Guidelines & Explanations

	Definition
	Physical 

	Light effort, no undue fatigue
	Little physical effort required – some sitting, standing and walking.  Freedom to move at will.  Lifting, pushing, or pulling lightweight objects.

	Moderate effort
	May involve awkward positions causing strain or fatigue.  May require walking around, lifting, climbing ladders.

	Considerable effort
	Working in confined spaces 50% of the time.  Constant moving, walking around, climbing.  Standing between 50-80% of the workday.
Lifting, pushing, pulling heavy or awkward objects.

	Extended effort
	Standing over 80% of the work day.  Use of heavy tools.

	Continuous Effort
	Requires the continuous expenditure of effort causing major fatigue



A) What physical effort is required on a regular basis for your position?  Please indicate the activity as well as the frequency and duration of each activity (e.g. sitting, standing, walking, climbing, crouching, lifting and/or carrying light, medium or heavy objects, pushing, pulling, working in an awkward position or maintaining one position for a long period of time).

	Physical Demands
	Duration
	
	Frequency

	
ACTIVITY
	Less Than 1 Hour at a Time
	Between 1 and 2 Hours
	More Than 2 Hours at a Time
	
	Occasional
	Regular
	
Continuous


	Sitting
	☐
	☐
	☒
	
	☐
	☒
	☐

	Driving to all NSCC campuses
	☐
	☐
	☒
	
	☐
	☒
	☐

	
	☐
	☐
	☐
	
	☐
	☐
	☐

	
	☐
	☐
	☐
	
	☐
	☐
	☐

	
	☐
	☐
	☐
	
	☐
	☐
	☐



Sensory Demands
	GUIDELINES AND EXPLANATIONS

	DEFINITION
	SENSORY

	Light Effort, no Undue Fatigue
	Some sensory attention on various phases of work, reading, answering calls.  Interruptions are typical.

	Moderate Effort
	Sensory concentration is necessary in the preparation of written materials, word processing, periods of short interval driving.  Interruptions are permitted.

	Considerable Effort
	Concentration on precision work, report writing or multiple demands.  Frequent driving. Limited employee counseling, training, instruction.  Interruptions are controlled.

	Extended Effort
	Regular or recurring employee counseling, preparation of complicated reports requiring considerable analysis in advance.

	Continuous Effort
	Requires the continuous expenditure of effort causing major fatigue.



A) What visual effort is required on a concentrated basis in your position? (e.g. reading data or input of data, report writing, operating a computer, product counting).
	Sensory Demands
	Duration
	
	Frequency

	
ACTIVITY
	Less Than 1 Hour at a Time
	Between 1 and 2 Hours
	More Than 2 Hours at a Time
	
	Occasional
	Regular
	
Continuous


	Operate computer
	☐
	☐
	☒
	
	☐
	☒
	☐

	Read data
	☐
	☒
	☐
	
	☐
	☒
	☐

	
Input data
	☒
	☐
	☐
	
	☐
	☒
	☐

	
Report writing
	☒
	☐
	☐
	
	☒
	☐
	☐

	
Research
	☐
	☐
	☐
	
	☒
	☐
	☐




B) Does your position require that you listen attentively (e.g. counseling, negotiating, taking telephone messages, operating a switchboard, etc.)?
	Sensory Demands
	Duration
	
	Frequency

	
ACTIVITY
	Less Than 1 Hour at a Time
	Between 1 and 2 Hours
	More Than 2 Hours at a Time
	
	Occasional
	Regular
	
Continuous


	
Telephone
	☒
	☒
	☐
	
	☒
	☐
	☐

	
Student Support
	☐
	☐
	☒
	
	☐
	☒
	☐

	
Stakeholder consultations
	☒
	☐
	☐
	
	☒
	☐
	☐




Section 13: Working Conditions

Frequency:

	Occasional
	Means once in a while over a period of time (e.g. once in a while on a daily basis or several times daily, but not every day).

	Regular
	Means often over a period of time such as several times daily almost every day.

	Continuous
	Means that with the exception of breaks, the activity is continuous almost every day.



Is there some degree of unpleasantness in the day-to-day activities of your position owing to: (disregard elements that do not apply to you, and check only one of “occasional,” “regular”, “continuous”)?
	Environment
	Occasional
	Regular
	Continuous

	Chemical Substances
	☐
	☐
	☐

	Heat
	☒
	☐
	☐

	Cold
	☐
	☐
	☐

	Extreme Temperature
	☐
	☐
	☐

	Noise
	☐
	☐
	☐

	Travel
	☐
	☒
	☐

	Irregular work hours
	☐
	☒
	☐

	Shift work
	☐
	☐
	☐

	Other (specify)
	☐
	☐
	☐



Is there some degree of hazards in the day-to-day activities of your position owing to: (disregard elements that do not apply to you, and check only one of “occasional’, “regular”, “continuous”).
	Hazards
	Occasional
	Regular
	Continuous

	Toxic Substances
	☐
	☐
	☐

	Mechanical Equipment
	☐
	☐
	☐

	Personal Injury
	☐
	☐
	☐

	Other (specify): 

	☐
	☐
	☐



Do you have to take certain precautions or wear protective clothing to avoid a work injury?  (Check one and provide an explanation or example of the type of precaution(s) normally taken)
	YES
	☐

	NO
	☒



If yes, please explain your answer:

Section 14: Other Comments

Please record any further information pertaining to the content of this position as appropriate


Signatures:

· The manager/direct supervisor should review, and provide input.  Once satisfied with the contents they can sign and then send the forms for a second level signature 

· The completed forms should then be reviewed and signed by the appropriate Vice President   

· In order to facilitate speedy collection of the second level and VP signature, the form can be sent via e-mail for approval. This e-mail approval should be attached to the recommendation to serve as signature approval

· The signed, completed forms and an electronic copy should be submitted to the HR Lead, Human Resources for review.



_Debbie Costelo___________	    _____________________             ______________
Print Name (Manager/Direct Supervisor) 	        Signature				Date



_Andrea Stewart______________          ______________________            ______________
Print Name (2nd Signature)		                    Signature				Date



__Taralee Hammond____________	   ______________________            ______________
Print Name (AVP)	  		                   Signature				Date


___Jill Provoe _________________	   ______________________            ______________
Print Name (VP)	  		                   Signature				Date




Human Resources Use Only  					Date Received:
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