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

Process & Planning Coordinator  	 Manager, Workforce Development Process & Planning 

Section 1: Position Identification
	Position Title:
	Workforce Development Process & Planning Coordinator

	Department:
	Workforce Development

	Location:
	Central

	Current Incumbent(s):
	Two (2) - Karley Perrin, one vacant (new)

	Date:
	Updated August 2025







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?”

[bookmark: _Hlk122601407]The WFD Process Coordinator is responsible for supporting the planning, development, implementation, execution and stewardship of the workforce development processes including contract training and continuing education. 

Reporting to the Workforce Development Manager, Process and Planning and part of the overall Workforce Development Team, the Coordinator will work closely with academic schools and campuses through operationalizing contract training and continuing education.
 
The Coordinator will play a lead role in maintaining all data and records associated with learning opportunities. The implementation of flexible, yet coherent processes and the development of accurate and timely reporting to support these efforts will be an essential priority of this position. To ensure consistency, the Coordinator will work with the broader teams to ensure that these efforts are coordinated across five academic schools, thirteen campuses and one eCampus throughout the province. In addition, the coordinator will collaborate with other key stakeholders invested in the delivery of customized learning to leverage systems to support delivery.

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:  Project Coordination  (50%)

· Support and/or lead projects and initiatives associated with workforce development and contracts as required.
· Liaise with Curriculum consultants and Instructional Designers on development timelines, Brightspace readiness for course start. 
· Liaising with Faculty of each course/program before start (informing about encouraging student survey completion, providing class list if requested, confirming location if in-person), during (following-up re student surveys, checking on progress and retention) and after course (confirming final retention)
· Support the course registration processes, working closely with the Assistant Registrar. 
· Coordinate scheduling classes and programs working with various departments.
· Coordinate logistics for courses, workshops, etc. including sourcing space (campus/classroom) appropriate to the content, securing equipment required, etc. 
· Collaborate with Academic Equity and Quality Team on the development of the status of new development projects while supporting the Subject Matter Expert resources. 
· Support the onboarding process for Subject Matter Experts and Faculty for workforce development courses and programs.  
· Address student inquiries and concerns promptly and effectively, connecting them with services and resources throughout the college. 
· Liaise with external partners or funders as required to meet project requirements. 
· Serve as the primary point of contact for students providing information, answering questions and linking them to other services and stakeholders.
· Coordinate purchasing activities in alignment with the College’s procurement policy, including sourcing and obtaining quotes, preparing Departmental Purchase Orders (DPOs) for approval, and collecting invoices for submission to Accounts Payable.


Activity B: Processes, Tools and Resources (35%)

· Support the Workforce Development Team by monitoring and supporting opportunities as they move through the multi-stage process from opportunity, through proposal, contract execution, delivery and close out as well as supporting the processes of operationalizing the continuing education mix. 
· Monitor, review and contribute to the flow of information through the workforce development processes.
· Review, analyze and make recommendations for improvements and/or changes to workforce development processes and systems as required.
· Conduct research and analysis into best practices, tools, systems and supports for workforce development processes.
· Create and implement processes and supporting systems for continuous quality improvement as it relates to workforce development processes.
· Design, create, implement and maintain resources, tools and templates to support workforce development processes in collaboration with key stakeholders, implementing automation when applicable. 
· Work with the Manager, Contracts to effectively communicate and share workforce development processes, systems, tools and resources with all stakeholders as required.
· Develop efficient information management systems for the maintenance and housing of documentation supporting workforce development processes.
· Contribute to the development and maintenance of the Workforce Development SharePoint sites. 
· Build and maintain collaborative relationships with key internal stakeholders including Workforce Development Managers, School Deans, School Managers, Principals and roles throughout the Enrolment & Registrar’s Office and Applied Research department. 


Activity C: Reporting  (15%)

· Work collaboratively to align data collection, analysis and reporting processes both within our department and across other departments.
· Lead the continuous improvement of data management processes including the implementation of automated reporting processes.
· Conduct research and analysis to report on industry trends and post-secondary customized learning initiatives. up
· Prepare clear, comprehensive, and accurate reports on both a cyclical and ad-hoc basis.
· Provide recommendations and business decision support by identifying areas of opportunity and potential improvement. 
· Analyze, summarize and report on the data associated with each customized learning opportunity. 



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): Click or tap here to enter text.



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

· Diploma in Business Administration or equivalent, (a diploma in office management, paralegal, business intelligence or business analytics, could all be deemed equivalent)  

Additional Skills or Training: 
· Manage multiple assignments simultaneously; demonstrate initiative in taking on additional responsibilities when needed. 
· Strong project management skills and ability to work efficiently and effectively both autonomously and in small teams. 


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 of experience overseeing projects, processes, and systems. 
· Excellent planning, organization and strategic thinking skills.
· Experience in managing, organizing and coordinating a high volume of information and documentation.
· Detail oriented, self-motivated with strong problem-solving skills and able to work independently with minimal supervision.
· Strong communication skills.
· Strong ability to build relationships with key stakeholders and collaborate effectively across a matrix organization.
· Demonstrated commitment to accuracy, details, and deadlines.
· Excellent computer skills including experience with Microsoft Office with a high level of proficiency in SharePoint, Power BI and Power Automate. 
· Strong reporting and data analysis skills.
· Ability to take initiative, exercise sound judgement, and work independently to meet deadlines.
· Values diversity and cultural proficiency while constantly encouraging cross-cultural understanding of all NSCC partners.

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)
Require problem solving but want consultation with manager in new situations
	☐
	☐
	☒
	☐



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)
Bring forward ideas and suggestions to improve processes and systems
	☒



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 Policies 
	Code of Conduct, Flexwork, Respectful Community. Email

	Workforce Development Processes – Contract Training & Continuing Education
	Risk Management Policy, Confidentiality and College Credentials

	College Policy on Website/SharePoint design and maintenance
	



· Need to ensure work is carried out in accordance with the above guidelines, procedures and policies. 


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
	☐
	☐
	☐
	☒
	


	
Work is checked periodically
	☐
	☐
	☐
	☒
	


	
Only final versions/outputs are checked
	☐
	☒
	☐
	☐
	Weekly check-in to ensure key timelines and deliverables are met. Independent work with discussions with Manager.

	
Oral progress reports are requested from you
	☐
	☒
	☐
	☐
	


	
Discussion with manager/leader
	☐
	☒
	☐
	☐
	


	
Statistical Reports
	☐
	☐
	☒
	☐
	


	Other (please specify)
	☐
	☐
	☒
	☐
	This position requires independence in completing work but ongoing review by Manager to ensure quality and meeting all deadlines/timelines



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.	Comment by Green Mombourquette,Jenna Lee: Manager will approve & sign but they would be the DPO initiator
	☐
	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.

An error or inappropriate decision related to processes, tools and resources could have negative impacts on the timeliness of workforce development deliveries.  An error or inappropriate decision in data management and reporting could negatively impact strategic decision making.

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:



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
	W
	W
	N/A

	Employees in another department
	D
	D
	D
	W
	W
	N/A

	Department Managers
	D
	D
	D
	N/A
	N/A
	N/A

	Business representatives (suppliers)
	M
	M
	M
	N/A
	N/A
	N/A

	Government regulatory representatives
	M
	M
	M
	N/A
	N/A
	N/A

	Industry Associations
	M
	M
	N/A
	N/A
	N/A
	N/A

	Representatives of professional agencies
	M
	M
	N/A
	N/A
	N/A
	N/A

	Students
	W
	W
	W
	N/A
	N/A
	N/A

	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.
	Task assignment to other key stakeholders (Workforce Development Managers, School Managers, Curriculum Team) as it relates to executing customized learning processes.

	Provide technical or functional guidance to other staff.
	Some cross departmental guidance with Registrar’s Office, Marketing, Web, IT Services, Admissions, Institutional Research, Business Intelligence, Finance, Academic


	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	Comment by Green Mombourquette,Jenna Lee: This person stewards the Processes under WFD. The Managers own the processes but the coordinators work daily with other managers an others within RWID to train them on the process, support them in completing tasks in the process acting as a main point of contact for questions & concerns
	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


	Computer work
	☐
	☐
	☒
	
	☐
	☐
	☒

	Meetings
	☐
	☒
	☐
	
	☐
	☒
	☐

	
	☐
	☐
	☐
	
	☐
	☐
	☐

	
	☐
	☐
	☐
	
	☐
	☐
	☐

	
	☐
	☐
	☐
	
	☐
	☐
	☐



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


	
Computer work
	☐
	☐
	☒
	
	☐
	☐
	☒

	Data quality

	☐
	☐
	☒
	
	☐
	☐
	☒

	

	☐
	☐
	☐
	
	☐
	☐
	☐

	

	☐
	☐
	☐
	
	☐
	☐
	☐

	

	☐
	☐
	☐
	
	☐
	☐
	☐



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


	Listening for information in meeting
	☐
	☒
	☐
	
	☐
	☒
	☐

	

	☐
	☐
	☐
	
	☐
	☐
	☐

	

	☐
	☐
	☐
	
	☐
	☐
	☐

	

	☐
	☐
	☐
	
	☐
	☐
	☐

	

	☐
	☐
	☐
	
	☐
	☐
	☐



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:
Click or tap here to enter text.


Section 14: Other Comments

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

Click or tap here to enter text.


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.



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



__________________________          ______________________            ______________
Print Name (2nd Signature)		                    Signature				Date



__________________________	   ______________________            ______________
Print Name (VP)	  		                   Signature				Date




Human Resources Use Only  					Date Received:






Updated November 2017
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