Lol o s (o (B Te] 20 (AT LS (e LN IS\ Please attach a brief job description if available.

1 What are the main duties of the employee's job and how much time is allocated to each one weekly?

Duties | % Duties | %o
Duties | % Duties | %
For questions 2 and 3, FREQUENCY is defined as follows:
OCCASIONALLY: 0-15 % of the times FREQUENTLY: 16-50 % of the time ALWAYS: 51 % + of the time

2 Work environment - Does the employee's job require work in any of the following conditions?

FREQUENCY: O F A FREQUENCY: O F A FREQUENCY: 0O F A
|:| Qutside ogdagd I:l In a damp or humid environment Oogd I:] Above or below ground level oo
D In extremes of cold or heat [] [] [] D Toxic fume odd D Handling chemicals gog
Does the job involve other hazards? |:| Yes m No If "Yes", please list:
N/A
3 Check the items below that relate to the employee's job, and complete the information requested.

FREQUENCY: O F A FREQUENCY: O F A FREQUENCY: O F A
[l Standing OWQOd O Bending over IZ] 0 Ol Extending/reaching above head @ 0o
] walking 0w [] Kneeling 0O [] Climbing OdW
[ sitting OO0 O crouching [ [ [J Stairs (No.ofsteps 20 ) oao
O Keeping one's balance oon O Crawling Oadad [] Ladders (Height ) OoOonO
DESCRIBE ACTIVITY AND SPECIFY FREQUENCY AND WEIGHT: FREQUENCY: O F A | WEIGHT:

(] Pushing oOoad (b [IKg
] Puling ooad (b kg
] Lifting/carrying oo Ow Ckg
Please list any office equipment, motor vehicle, tools or other equipment that is used in the employee's job.

Type of equipment  Computer/mouse/keyboard | Times per day 80% of the day

Type of equipment | Times per day

4 Does the employee work in an extremely noisy environment, have to work at a fast pace, do repetitive movements or have short deadlines? [Ztes |:| No

If "Yes", please specify:
The employee works in the courts, on the phone and in the office with clients. Many tasks are repetative in nature and move fast at times depending

on the needs of the client. Very often there are short deadlines for clients and providing services for clients.

5 Does the employee's job require dexterity? |Z] Yes D No

If "Yes", please specify:
The employee is required to spend a lot of time on the computer and writing reports.

D - ADDITIONAL INFORMATION

This position requires the employee to work fast, do a lot of critical thinking for clients and often must meet short deadlines to ensure clients meet their

court deadlines.
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