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1. Why is this change happening? 
A key project goal is to streamline the process of creating, classifying, and ultimately posting 
USW jobs. The new job description format will bring greater consistency to how similar work is 
described across the University, thereby reducing the amount of work and guesswork for hiring 
managers and HR.  
 

2. How are the job descriptions changing? 
Going forward, job descriptions will describe the core duties of a position rather than a detailed 
list of tasks. They are meant to be a less contextual representative example of what an 
incumbent does. For example: by not including in a Job Description the names of specific 
committees an incumbent may support, managers have the flexibility to assign a staff member 
to support various committees without having to update the job description.  
 
In the new job descriptions, the qualifications will be condensed to only those skills that are 
required to evaluate a position.  All other qualifications required for recruitment purposes will 
be documented in the job posting. 
 

3. Where will soft skills and contextual detail be documented? 
Soft skills required for the positon can be documented as part of the hiring criteria in the job 
posting.  Contextual details may be defined in service standard documents, or standard 
operating procedures.  Such documentation is not compulsory and will be left to the discretion 
of individual managers. Contact your HR Consultant for appropriate resources.  
 

4. Will this change the pay band or classification of any of my employees’ positions? 
No. USW positions are not being re-evaluated as part of the project.  
 

5. Where can I see the new job descriptions of my staff? 
Once their job descriptions have been converted into the new format, you will be able to view 
them on JDXpert. 
 

6. When will the job descriptions in my unit be converted into the new format? 
The conversion of individual job descriptions is being rolled out on a division-by-division basis in 
phase 2 of the project. If you would like to know when your division is scheduled for conversion, 
please contact your HR Consultant.  
 

7. What if one of my staff is in the middle of the reclassification process? 
Their reclassification request will not be affected by the implementation of the new consistent 
job descriptions. 

 
 
 
 



8. How will I hold my employees accountable for specific tasks that will no longer be spelled out 
in their Job Descriptions? 

 
Since managers have the right to assign work, you are able to instruct your employees on the 
duties they are expected to fulfil and any associated performance standards. If an employee is 
not following work instructions, you have the right to manage accordingly. For example: 

o In the event of a refusal (or failure) to perform specific assigned duties and/or follow 
specific job instructions, progressive discipline may be appropriate, depending on the 
circumstances, etc.  Please consult with your divisional HR office as soon as possible. 

o When performance expectations more generally are not being met, coaching and/or 
performance management, potentially including progressive discipline and/or other 
measures may be appropriate. Again, please consult with your divisional HR office. 

 
9. If the JDs do not contain the same level of detail regarding recruitment qualifications as in the 

past, how will I defend hiring decisions?  
 

The job posting is intended for recruitment purposes, including establishing salient criteria for 
qualifications, experience, performance, etc. Together with the job description, the job posting 
can be used to defend hiring decisions and identify the areas in which a candidate may not 
meet the job requirements. It is important to ensure that qualifications listed in the job posting 
are legitimate requirements that are rationally connected and consistent with the duties set 
out in the JD. 

 
  


