Administrative

Procedure 400.107 Job Descrlptlons

September 2023

Background

Prairie Land Public School Division is committed to ensuring that the description of jobs
is accurate, complies with legislation and provides coverage for the tasks required to
carry out the work of each unit.

The Superintendent and/or designate is responsible for writing job descriptions in a
format consistent with the template established by the Superintendent, and assigning
appropriate job titles, so that the strategic goals of Prairie Land Public School Division
may be met. Final authority for job descriptions rests with the Superintendent in
consultation with the Prairie Land Public School Division Board of Trustees.

Procedures

1. Job descriptions should include the tasks and responsibilities of the position, the
position’s relationship to other positions, the conditions under which the work is
performed and the qualifications required.

2. Job titles should be brief and descriptive of the position, and, where possible, be
consistent with other similar positions in Prairie Land Public School Division.

3. Proposed changes to job descriptions must be submitted to the Superintendent for
review to ensure alignment with category benchmarks, compliance with human
rights legislation, and fulfillment of employment equity objectives.
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