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	JOB DESCRIPTION CLASSIFICATION AND POSTING REQUEST

	                              Position #                                                  Job ID #


	All fields in blue MUST be completed  

Please forward completed form to: Michelle Ho, HR Clerk 
email:  Michelle.Ho@pathology.ubc.ca  Phone: (604) 827-3327

	EMPLOYMENT GROUP:

 FORMCHECKBOX 
 Non-Union Tech Job Title: 
 FORMCHECKBOX 
 M&P Job Family, Level: 
               Business Title: 
 FORMCHECKBOX 
 Clerical/ Secretarial      

 FORMCHECKBOX 
 Other:

	Status of position:

 FORMCHECKBOX 
 New        FORMCHECKBOX 
 Vacant        FORMCHECKBOX 
 Leave Replacement

	Full Time/Part Time:

 FORMCHECKBOX 
 FT   FORMCHECKBOX 
 PT     
 FORMTEXT 

     
% Time        Hourly

	Funding:

 FORMCHECKBOX 
  Budget   FORMCHECKBOX 
  Grant    FORMCHECKBOX 
  Self

Speedchart: 
Proposed Salary: 

	Position Duration
Start date: 
End Date: 
 FORMCHECKBOX 
 Ongoing 

 FORMCHECKBOX 
 Term    FORMCHECKBOX 
  Possibility of Extension

	Location Code:           (See page 2 for Location Codes) 



	Posting Duration (if applicable): 
(See Page 2 for notes on posting requirements)


	Internal Rider (M&P and Non-Union Techs only):      FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No     

Employee Name: 

	Requires a criminal record check:     FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

For more information on when criminal record checks are required, please Click Here


	Please remember to include a copy of the job description As an attachment
Please ensure that ALL Job Descriptions have the following sections:

1. Position Identification

2. Job/Position Summary

3. Organizational Status

4. Work Performed

5. Consequence of Error/Judgment

6. Supervision Received

7. Supervision Given

8. Education/Work Experience

9. Skills




Pi’s signature: 
___________________________       Date: _______________________________
Note: All requests must have a signature from the PG Holder

Helpful Tips:
1. Non-Union Tech Job Standards can be found here.

2. Occupational Guidelines for M&P Staff can be found here.
3. A job description template with explanations on each section is available upon request.
4. Current Salary Scales for all employment groups can be found here.

5. Posting requirements: Positions must be posted if they fall within the following criteria:

· Non-Union Technicians: for positions one year or longer

· M&P: for positions one year or longer 

· CUPE 2950: for positions three months or longer  

6. Location Codes: 
(If your location does not appear on the list below, please let me know.)

[image: image1.emf]Dept. Location

Location 

Code

Dept. Location

Location 

Code

Dept. Location

Location 

Code

Abotsfrd Reg Hosp-Hemtlogy Lab  AH1  D. Mowafaghian Ctr for Br Hlth CBH Prov.Lab,BCCDC-655 W. 12th Ave  LAB 

Acute Care Unit  ACU  Deeley Research Centre  DEE 

Purdy Pavilion PUR

Animal Health Centre  AHC  Detweiller Pavillion  DEG  Robert H.N. Ho Research Centre  RHN 

B.C. Research Institute  SRC  Diamond Health Care Centre  DHC  Royal Columbian Hospital  RCH 

BC Biomedical Laboratories  BCB  Eye Care Centre  V22  Royal Inland Hospital  RIH 

BC Cancer Agency - 3430D  CA2  Fraser Valley Cancer Centre  FVC  Royal Jubilee Hospital  RJH 

BC Cancer Agency  CCA  Heather Pavilion  V40  SFU - School of Communication  SFU 

BC Cancer Research Centre  BCC  ICORD, BlussonSpinalCordCentre  BSC  Shaughnessy Hospital  SHA 

BC Cancer Research Ctr - 207  CR1  Island Lab Serv - Vic Gen Hosp  ILS  St Paul's Hospital  SPH 

BC Cancer Research Ctr 9-112  CR2  Jack Bell Research Centre  RIN  St. Paul's, iCAPTURE Center  MAR 

BC Children's Hospital - 2K51  CW1  Jimmy Pattison Pavilion North  JPN  St. Paul's, iCAPTURE Center  MRW 

BC's Agency-Pathology&LabMed PLM Jimmy Pattison Pavilion North  V30  StPaul's-Healthy Heart Program  HHP 

Biomedical Research Centre  BRC  Jimmy Pattison Pavilion South  JPS  Surrey Memorial Hospital  SRM 

Brimacombe Building BMC Kelowna General Hospital  KG1  Terry Fox Laboratory  TFL 

Burnaby General Hospital BGH Koerner Pavilion  KOE  Valley Medical Labs  VML 

Cdn Extrnl Qlty Assessment Lab  CEL  Laurel Medical Centre - 310  LMC  Van Hosp. Research Pavillion  V10 

Centre for Disease Control  CDC  Laurel Pavilion  LAU  Vanc Hosp & Health Sc. Centre  HSC 

Child&Family Res Inst - Rm3082 CF4 Life Sciences Centre  LSC  Vernon Jubilee Hospital  VJH 

Child&Family Res Inst A4-130  CF3  LifeLabs Medical Laboratory Se  LLM  Virology Lab - St.Paul's Hosp.  VIR 

Childrens & Women's Health Ctr  CWM  Medical Block C  MEC  Wesbrook Building  WES 

Childrens Hospital  CHH  Mill Memorial Hospital  MMH  Willow Pavilion  V11 

Children's&Women's - Room 2G3 CW2 Nanaimo Regional General Hosp  NGH  Wrinch Memorial Hospital  WRH 

Copp Building  MEA  PhenoPath Labs  PPL 

Ctr. for Molecular Med. Bldg.  CMM  PrinceGeorge Regional Hospital  PGH 


