WORK DESCRIPTION 
Eligibility and Entitlement





2NA00728
Service Delivery Agent 

Department/Agency:
Department of Human Resources Social Development

Section:

Division:

Branch:


Income Security Programs

Geographic location:

Security clearance:

Enhanced reliability

Language requirements:

Departmental use:




Immediate supervisor:

Version: Final



Classification:  PM-02
Effective Date of Decision:  April 1, 1996 to September 13, 2006
Model identifier:  2NA00728
Client-Service Results

Decisions are made on initial and on-going benefits under the Canada Pension Plan (CPP) and Old Age Security Act (OAS).
Provide case management services.
Payment of benefits (approval) made under GIS, OAS and CPP legislation to Canadian or international clients; and processing of claims for foreign social security benefits.
Key Activities

· Determines client eligibility and entitlement for benefits under the Canada Pension Plan and Old Age Security Act and regulations; obtains additional information as required and advises clients of the reasons for non-entitlement and of their right to appeal. Payment of benefits under CPP/QPP in a timely fashion and correctly, and case management, including retirement, survivor, disability, child benefits, death benefit, child rearing drop out; processes, determines and ensures payment in cases of combined benefits, credit splitting, assignment of pension, using payment authority under Section 33 of the Financial Administration Act.

· Analyses cases and makes decisions or recommendations about eligibility, recovery, and adjustment in cases where documents are unclear, identifies clients eligible for other benefits, and deals with tax issues in cases of adjustments or refunds, using knowledge of agreements in place for 45 countries and through jurisprudence, researching prior unusual cases.

· Gathers information as required from, and liaises with, clients, medical personnel, municipal and provincial governments, other federal government departments, executors, lawyers, accountants, trustees, school officials, and private insurance companies in order to process payments, to cancel or to process recoveries.
· Examines existing benefits, determines revisions based on new or revised information, advises the clients of any adjustments, re-considerations, overpayments, underpayments and options available to resolve eligibility or entitlement issues.
· Analyses cases and makes payment authorization decisions involving eligibility, recovery, and adjustment, and takes action to recover overpayments as required, using authority under Section 33 of the Financial Administration Act and according to the Act, regulations, policy, guidelines, and training provided.

· Provides reassessment of disability benefit cases for CPP purposes based on information provided by the medical section, assesses automatic reinstatement payment after periods of ineligibility, reviews cases files in cases of appeals, which may involve either simple benefits and applications or reconsideration for medical or other reasons.

· Examines first level appeal (level 81) and completes reconsideration of decisions rendered. The incumbent will uphold, vary or reverse decisions as needed.
· Prepares a written rationale (case submission) outlining the reasons for decisions on cases to be heard at Review Tribunal (Level 82).  The incumbent may be required to represent the Minister at Review Tribunal.

Work Characteristics

Responsibility

(1) Information for the Use of Others
Examines request for reconsideration (level 81) The incumbent reverses, varies or upholds an original decision, prepares the report to substantiate the review and advises the client of the results of the reconsideration and of their right to appeal to the Office of the Commissioner of Review Tribunal.(OCRT) (Level 82 appeal).
Should the client appeal to the Level 82 appeal, the incumbent will prepare a case summary/explanation of the department's decision.  This information is used by the Minister's Representative (the incumbent or another employee) and the members of the Review Tribunal panel to re-examine the case and make a decision regarding the client's eligibility to benefits.
Should the client forward documentation after the Review Tribunal has made a decision and the OCRT decides that another hearing will be scheduled, the new documentation is returned to the incumbent, who then prepares an Explanation for a re-opening of the appeal under the new facts provision, prepares a case submission when required and forwards to the appropriate authority for disposition.

Researches and obtains facts, prepares reports and provides recommendations as to the action required (suspend, cease or continue benefits), concerning Third Party and/or client complaints regarding CPP/OAS benefit recipients.  This information can be used by management under the Erroneous Advice/Administrative Error, Overpayment, and criminal provisions of the CPP/OAS Act to make decisions regarding specific client files.
Explains the provisions of the Canada Pension Plan (CPP) and Old Age Security Act (OAS), regulations and departmental application procedures to applicants/beneficiaries, their representatives and/or members of the general public.  

Provides information, analysis and complex explanations to respond to Ministerial enquiries. This can include client phone calls, client correspondence or input to Ministerial correspondence.
Maintains accurate and complete client benefit account history on electronic remarks screen and in a hard copy file.  This information is accessed by other employees to make benefit decisions and answer client inquiries.
Prepares reports and provides information (within the constraints of  legislation) about client accounts when responding to enquiries from outside agencies(i.e. Canada Revenue Agency for lump sum breakdowns, payment history, Public Trustee payment history, etc)  This information is used by the agencies to update their client files and could be used to determine eligibility to other benefits.
(2) Well-Being of Individuals
Determines the eligibility, amount and entitlement of clients to benefits under the CPP and OAS Acts and regulations, and where other services may be of benefit to a client, refers to other department/agencies.  These decisions impacts on the amount and type of benefits the client may receive from other Federal/Provincial/Municipal agencies.  It requires reviewing applications, follow-up on missing or unclear information collaborating and advising clients of various options under CPP and OAS, to ensure that clients receive all the benefits to which they are entitled.  Based on the client's individual circumstances, expedites payment of special cheques for clients in dire need, including the hand delivery of payments by staff at in-person centres and mail centres, when required.
Decisions are made on the recovery rate of an overpayment on active and inactive accounts.  Consideration of the client's personal financial circumstances may be taken into account to determine a suitable repayment schedule.
(3) Leadership of Human Resources
The work is carried out in a team environment, where each member of the team contributes towards the development and the achievement of team performance goals, assesses team performance and coaching and mentoring new team members.  This team environment provides for the opportunity of staff to impart knowledge on work related processes, share in the chairing and/or facilitation of staff meetings, providing constructive input towards the resolution of operational and workload issues and to verify the work of co-workers and subordinates.  Recommendations for operational improvements are made by the team leaders.  This responsibility is shared amongst all team members.
(4) Money
a) Planning and Controlling
N/A

b) Acquiring Funds 

N/A
c) Spending
Calculates and authorises payment for income benefits under the CPP and OAS legislation in compliance with Financial Administration Act delegation of authority (full signing authority).  The incumbent has the authority to change, pay, revise, suspend and /or cancel benefits.  These decisions are made in accordance with departmental policy guidelines.
Produces duplicate benefit payments, redirects returned payments, cancels payments on-line through Public Works and Government Services, Standard Payment System and initiates investigative procedures for cheques negotiated by someone other than the recipient named.
The SDA-02 is responsible for establishing underpayments and overpayments for cases involving incorrect payment or misrepresentation of CPP or OAS payments.  The incumbent negotiates with clients for an acceptable rate of repayment, if required, and in situations of financial hardship, has the authority to remit and/or write-off overpayments up to 5K.  These decisions are made in accordance with departmental policy and procedural guidelines.

Actions withhold requests on CPP and OAS entitlements and reissues these funds to the Department of Justice, Employment Insurance, Canada Revenue Agency, Veteran Affairs, Social Services, Insurance Companies, etc., as a result of a Family Order, Statutory Set-Off, or Reimbursement Orders.  
Incurs and accounts for expenditures when in travel status in accordance with national and regional travel directives.
(5)  Physical Assets and Products
Operates a personal computer, software, manuals, bulletins, guidelines, reference books, printer and other office equipment such as photocopiers and fax machines used to perform ones own work.  While costly, it is easily replaceable through normal departmental channels.
Has temporary custody and control of client applications and original documents (birth, marriage, medical, income tax) which contain sensitive information.  It would be difficult (time factor) to replace original documents.
Has temporary custody and control of evidence related to client benefit files which could be used in a court of law. The loss of evidence could be costly to the department.
(6) Ensuring Compliance
Examines all applications and correspondence received from CPP and OAS clients and verifies that they have all been completed in accordance with departmental policies, CPP and OAS Acts, and Regulations. The SDA-02 has the authority to reject applications and request additional information.  Rejected applications result in the denial or delay of benefits to the client.
Incumbent may be required to review files to confirm that decisions taken are in accordance with the policies and procedures of the department and the OAS/CPP Acts and Regulations.  This is done through random sampling, the review of month end reports, Level 81 appeals and Level 82 appeals to the Review Tribunal.  The incumbent has the authority to correct or suspend benefits and report anomalies to the team leader.  Decisional errors can result in suspension of benefits and the establishment of over/underpayments etc.
Analyses and weighs facts taken from clients to ensure there is entitlement to benefits under the OAS/CPP Acts.  The main focus of the work is the examination of complex and/or contentious cases where a client has given vague or conflicting information.  This involves collecting information from various sources, weighing the evidence and making an informed decision.
Reviews and does clerical investigations of Third Party complaints to ensure continuing entitlement to benefits.  The incumbent has the authority to cancel/suspend benefits if client has not adhered to the legislation.  The decision of the SDA-02 can only be changed through the reconsideration/appeal process.  The impact of these decisions is often one of financial loss to the client.
Skills

(7) Job Content Knowledge
The work requires knowledge of mathematics to conduct earnings investigations, perform complex manual calculations for benefit entitlements, to determine over/underpayments and rates of repayment for overpayments.  
The work requires knowledge of basic analytical and research methods to assess benefits, determine information gaps and individual entitlement to benefits; analytical methods to analyze, interpret and apply legislation, policies and procedures to complex and contentious situations:  interviewing techniques to interact with clients, their representatives, and the general public to obtain information;  quality review and coaching skills to mentor and coach colleagues in the performances of their duties;  research and fact-finding to obtain information regarding contentious cases in order to make accurate decisions and/or recommendations, and to apply the legislation regarding benefit entitlement.
(8) Contextual Knowledge
Own Work Unit:
The work requires knowledge of the work unit to:  apply processing procedures to adjudicate and process applications for CPP and OAS benefits; process appeals and case submissions for Review Tribunal; carry out coaching activities which assist colleagues in the adjudication and processing of benefits;  understand the roles and responsibilities of all staff within the work unit in order to provide and/or seek advice; use personal computer to prepare correspondence; function effectively in a team environment.
The work requires knowledge of data entry, manipulation and retrieval techniques using a variety of automated systems and software programs:  electronic mail system to receive, respond and provide information; security procedures for the handling of personal and sensitive information; grammar, spelling and composition to prepare correspondence and case summaries; teamwork methods and practices to be a contributing member of the work team.

Department:
Thorough knowledge of Income Security Programs benefits, policies, procedures and directives is required to:

·  Determine eligibility, entitlements and amount of benefit payable.
· Understand departmental structure, mandate and vision related to goals, objectives and priorities and provide support services.
· Refer clients to other areas within department with reference to other programs and to answer inquiries about the programs and services available to them.
· Use departmental on-line systems to establish and maintain client benefit accounts.
· Knowledge of the protocol in the Office of the Commissioner of Review Tribunals to prepare explanation of departmental decision, case preparation and presentation to be used at Review Tribunal hearings.
· Knowledge of points of contact within the OCRT in order to refer clients appropriately and in the processing centres to assist in the timely completion of case submissions.

· Knowledge of D.A.R.S. ( Departmental Accounts Receivable System) to refer client files and discuss cases.

Other Departments:
The work requires knowledge of roles, responsibilities, accountabilities and authorities within a variety of federal government departments, in order to facilitate the determination and eligibility to benefits.  Some of these include the Departments of National Defence, Indian Affairs and Veterans Affairs on such items as pensions and benefits, the Royal Canadian Mounted Police in reference to fraud, Immigration and Citizenship for information on citizenship, status, date of entry, Canada Revenue Agency to share/obtain information on income earnings and with Public Works Government Services Canada for the issuance of benefit payments.
Canadian Private and Public Sectors:
The work requires knowledge of provincial/territorial/municipal levels of government, senior’s federations, nursing homes and applicable information sharing agreements, to refer clients in need of other social assistance or disability programs. Information is shared with all levels to determine client eligibility and entitlement to benefits.
The work requires knowledge of such institutions as Vital Statistics for birth, death and marriage certificates, Insurance companies for information, Workers Compensation Insurance Board for benefit entitlement, funeral homes for dates of death, schools for verification and confirmation of attendance, Financial Institutions for income verification, Provincial Ministries for confirmation of residence and legal status, lawyers for lines of succession in such issues as death benefits, physicians for medical reports and a variety of special interest volunteer groups in order to gather and/or exchange information to assist in determining client eligibility and/or on-going entitlement to benefits.
International Private and Public Sector:
The work requires the knowledge of reciprocal social security agreements to assist in establishing entitlements.  Knowledge of points of contact (U.S.A. Immigration and Naturalization) to establish citizenship/residency, and foreign institutions and consulates to confirm entitlement.

Legislation:
The work requires in-depth knowledge of the Canada Pension Plan (CPP) and Old Age Security Acts and regulations in order to apply the provisions in the adjudication of applications as well as to interpret and explain them to clients, their representatives, other federal government departments, MP`s, MLA`s, private insurers, provincial government agencies and the general public.  Knowledge of provincial legislation to review and accept powers of attorney, public trusteeship and spousal agreement, wills, divorce decrees, separation agreements and other provincial acts which may relate to CPP or OAS benefits.
The work requires knowledge of the provincial educational system to understand the semester system and the differences within each Canadian province, to approve or deny child benefits.
Reviewing and analysing cases and paying benefits requires knowledge of the Canada and Quebec Pension Plan Acts, Old Age Security Act, Unemployment Insurance Act, and associated regulations, policies and guidelines, and of some 45 agreements that are in place with other countries, acquired through departmental training courses, as well as skill in their application; knowledge of the Financial Administration Act, particularly Section 33 and Section 34 to authorize payments, and the Access to Information and Privacy Acts and Canadian Human Rights Act to exchange information with foreign and domestic governments in accordance with regulations

The work requires knowledge of Privacy and Access to Information Act to ensure compliance with the handling of sensitive information, as well as to respect policies dealing with the exchange of information with third parties.
The work requires some knowledge of the Financial Administration Act, the Income Tax Act, Citizenship and Immigration Acts and the Family Enforcement Act in order to assist in the adjudication of and maintenance of benefits payable under the CPP and OAS Acts.
(9) Communication
Communication Out:
Verbal Skills (Communication Skill)
· To interview clients and/or their representatives to obtain facts, clarification and/or missing information on their application. These interactions can be difficult as clients are from diverse segments of the population characterised by different languages, educational background, cultural differences and financial needs.  The clients may also suffer disabilities such as hearing loss, visual impairment, psychiatric, etc.
· To interpret explain and complex legislation to clients and/or their representatives, Review Tribunals and courts in a manner which can be understood by them and assist them in making decisions about applications for benefits.
· To explain to clients delays in payment, overpayments or non-entitlement to benefits.  These interactions are difficult for the reasons noted above, but are further complicated by the fact that these benefits may be the only source of income for many individuals.  In cases of reduced benefits or overpayments, may cause the client undue financial hardship.  There is a need to be prepared to provide options or referral to other income support programs at other levels of government.

· To explain work processes, legislation, etc. to new employees or existing employees who have made a processing error.  This type of interaction can be difficult as the incumbent must ensure that feedback is "constructive" rather than a critical opinion.
· To present views, opinions and provide constructive feedback to team members on different operational issues.  This process can be difficult as opinions differ and views must be presented in a diplomatic way.
Writing Skills (communication skills):
· To prepare correspondence for external clients (benefit recipients, their representatives, MP's, lawyers, etc.,) to answer inquiries, provide a summary of the benefits received to date and options available.  There is a need to take technical information and present in a clear manner for those who do not understand the legislation.

· To prepare and write case submissions (explanation of decisions) outlining   reasons for decisions to assist Review Tribunal panel members in reaching a decision regarding a client application.  This involves presenting, in a clear and concise format, complex legislation.
Communication In:
Reading Skills (Communication skills)
· To understand new and complex directives, legislation, policies and procedures, in order to determine client eligibility and entitlement for benefits and to provide explanations to manager, clients and/or client representatives 
· To read and decipher handwritten documents provided by clients and/or their representatives, lawyers, physicians, etc.
Listening Skills (Communication skills)
· To listen to other members of the team and facilitate their input to the team environment.

(10) Motor and Sensory Skills
The work requires the daily use of a keyboard to work with on-line systems to enter, manipulate and interpret data related to benefit adjudication and processing which requires eye hand co-ordination. There is no specified timing required, however, there is a need to input and interpret data accurately (often while simultaneously talking to clients) in order to ensure proper payment, decisions and information are provided to the client.
Alternate arrangements can be made for persons with disabilities. 

Effort

(11) Intellectual Effort
Adjudicates applications and answers inquiries for CPP and/or OAS, verifies that the information is complete and accurate, applies the legislation, policy and procedures and determines the client's eligibility and entitlement to benefits.  Effort is required to identify incomplete or missing information and investigate accordingly. There is a need to resolve these applications or inquiries in a timely manner due to a requirement to meet service standards for payments to clients.
Calculates adjustments to a broad range of benefits and provisions, based on new or revised information. Effort is required when there is a need to use different criteria (old and new legislation) or where complex cases such as CPP combined benefits, better of two benefit entitlements or OAS residence cases are involved. There is a need to resolve these cases with accuracy and efficiency to meet quality service standards.
Examines requests for reconsiderations (Level 81) to determine if new facts are presented that may warrant a change to a co-worker’s decision.  The results of the reconsideration decision are summarised, highlighting relevant supporting arguments, and are provided to the client along with information regarding the right to appeal to the OCRT (Level 82 appeal).  Effort is required to examine the facts presented, to research and interpret the appropriate section of the CPP and/or OAS Act, to verify the accuracy of the statement or supporting documentation and/or to seek clarification from either the client or other parties (ex. third party).
Where the client appeals to the OCRT, the incumbent summarises the facts of the case, assembles reference material and indicates the reasons for the decision in the case submission for use at the Review Tribunal hearing. This information is used by the Minister's representative (the incumbent or another employee) and the members of the Review Tribunal panel to re-examine the case and make a decision regarding the client's eligibility to benefits.  There is a need to resolve these cases in a timely manner as the OCRT determines the schedule for these cases to be heard by a Review Tribunal panel.   
Intellectual effort is required to make recommendations regarding eligibility for Income Security Programs (ISP) benefits, under international agreements, in complex and contentious cases where no precedent has been established. This involves interpretation of international agreements, application of knowledge and experience with similar cases, analysis of jurisprudence in similar cases, and analysis of decision points of the case, in order to make and justify recommendations. Constraints include lack of exact precedents, the breadth and variety of agreements and case files to be considered, and the requirement to apply judgment.

Effort is required to examine new policies, procedures and directives, determine the best way to integrate these into the daily work and to recommend implementation considerations, such as training schedules or training approaches to team leaders. There is a need to consider operational issues while balancing the need to serve clients in a timely manner. This work is done while dealing with an ongoing requirement to change priorities in order to accommodate varying workloads and multiple tasks in an office environment with frequent distractions.
Analyses client requests for new decision under Erroneous Advice and Administrative Error to determine if the client is entitled to benefits or additional benefits under the CPP or OAS Acts.  Considerable effort is required to gather data from a variety of sources both internal and external.  The incumbent must weigh the facts of a case where discrepancies or conflicting statements from more than one party exist, prepare a submission and recommend to their manager a decision consistent with the application of the legislation.   
Intellectual effort is required to provide advisory services to regional offices on complex cases. This involves reviewing and analysing complex cases forwarded from regional offices and applying knowledge, expertise and judgment developed through experience, in order to determine key decision points, make recommendations, and justify same based on the Act, regulations and policies of the department. The effort is increased by missing or incomplete data or documentation, difficulty in accessing same, and by the nature of the cases, which require keen judgment in order to avoid dangerous precedents or decisions that might leave the department liable to lawsuits.

Reads and interprets foreign documents in order to expedite processing of applications.  This is done by use of lexicons, internet and internal reference material.  Official translation services are also available for use by the incumbent.

Works in a team environment where work processes are examined and constructive input is provided to improve service to clients and team members  to work together to meet unit goals.  Effort is required to examine new policies, procedures and directives, determine the best way to integrate these into the daily work and to recommend to team leaders implementation considerations, such as training schedules or training approaches.  There is a need to consider operational problems while balancing the need to meet production standards for benefit processing.
Intellectual effort is required to analyze and develop the client file and recommend whether a third party complaint is valid.  There is a need to resolve these cases in a timely and prudent manner to ensure benefits are only paid to those who are entitled and to ensure the public is well served. Constraints include interruptions from telephone calls, managers and colleagues.
Intellectual effort is required to perform manual and/or automated calculations for Family Court Order enforcement cases, combined benefit calculations, verify over/under payments, better of two benefit calculations and to make determinations of incapacity for trusteeship purposes.  These cases are time consuming and complex and the effort is increased by the requirement to explain the calculations to clients and/or their representatives, the many interruptions from telephone calls and colleagues.

 (12) Sustained Attention
The work requires reviewing, assessing and adjudicating applications for CPP and/or OAS, which includes the verification of data and calculation of benefits. Complex application, where investigation is needed, may result in several hours to process. This activity is continuous and carried out in an environment designed to meet service standards.  The work is carried out within an open office concept which lends itself to distractions, such as telephone ringing, voices of colleagues, and/or questions being asked by colleagues.  There is no control over these distractions.  Failure to remain focused could result in an error being made which requires additional work to resolve, inconvenience to the client and potential embarrassment to the department.
Sustained attention is required when preparing case summaries for the Review Tribunal, proof-reading, receiving instructions about the documents to ensure the accuracy of the data/content of the documents. There are frequent interruptions from telephone calls, colleagues and office conversations. 
Sustained attention is required for up to 1 hour at a time when performing complex benefit calculations. Interruptions could result in mathematical errors, which have financial implications for the client and can be potentially embarrassing to the department.  Distractions such as telephone ringing, loud voices, etc. occur daily. There is no control over these distractions.
(13) Psychological/Emotional Effort
Interact with clients who are dealing with severe emotional trauma i.e. loss of a loved one, diagnosis of a terminal or debilitating disease, divorce and financial distress resulting from such events.   Such encounters require psychological/emotional effort to remain composed and empathetic when conducting the client interview.   Interviews can be lengthy due to the client's emotional state or inability to understand or state their service needs.  In some cases clients are hearing impaired or have limited understanding of either official language. There is no control over the occurrence of these situations in the workplace.
(14) Physical Effort

Processing applications and talking to clients by phone requires sitting and working with a keyboard continuously for up to 3 hours before a break. There is some control over the allowance for leaving this position, to obtain files, to seek work procedure clarification with colleagues or to speak to team leaders.  It is sometimes necessary to bend and lift boxes when trying to locate files stored at the workstation.
Working Conditions

(15) Work Environment

a) Physical 
Sitting and working with a keyboard continuously, processing applications, talking to clients by phone and exposure to glare from the monitor for up to 5 hours a day, can result in physical discomfort. The work involves exposure to noise and frequent interruptions from colleagues within an open office environment. This is a daily requirement and there is some control over the allowance for leaving this position, to obtain files, to seek work procedure clarification with colleagues or to speak to team leaders.  This type of work activity is carried out 6 to 7 hours per day.
b) Psychological 
The work requires interviewing clients who may be eligible and entitled to the various benefits payable under the Canada Pension Plan or Old Age Security. There is a need to be patient and understanding with clients from a diverse segment of the population characterised by different languages, educational backgrounds, cultural differences and financial needs.  Clients possess varying levels of understanding of the federal pension program in relation to the provincial program and may suffer from health problems such as hearing loss, memory lapses or other illnesses. The work is carried out in a production environment and with constant client contact. These activities occur throughout the whole of the working day.
Continuous requirement to deal with imposed deadlines, interruptions, noise, distractions and conflicting priorities, while attempting to meet quality service standards, can result in psychological stress.
The work also requires explaining reasons for non-entitlement or reasons for overpayments to clients who may have different reactions to the situation.  Emotional reactions can range from sadness to anger and there is a requirement to maintain composure and allow the client to vent.  There is no control over the number of times this type of situation would occur on a daily basis.
(16) Risk to Health

Sitting while processing applications, interviewing or answering inquiries may result in back strain due to lack of movement.  This type of physical restraint to movement occurs daily.
Keyboarding, while processing applications or answering inquiries, may result in muscle strain or injury to the wrists and arms.  This type of physical activity occurs up to 5 hours daily.
Repetitive work, carried out in a production environment with high service standards and constant contact with clients could result in fatigue and stress. These types of activities occur 7 hours per day, 5 days per week.
Exposure to the glare of a computer screen for three to four hours at a time on a daily basis may lead to eye fatigue and headaches.
The incumbent is at risk when dealing with a violent or uncontrollable client. This may result in physical injury.

Explaining reasons for non-entitlement or reasons for overpayments to clients who may have different emotional reactions to the situation, which may range from sadness to anger, requires composure. This can be stressful.




Employee’s statement:





I have been given the opportunity to comment on this work description.





__________________________________________		____________________


Employee’s signature					Date








Supervisor’s statement:





This work description accurately describes the activities and demands of the position.





__________________________________________		______________________


Supervisor’s signature					Date








Authorization:





__________________________________________		_______________________


Manager’s signature					Date
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