M&P IT Occupational Guidelines overview
For writing Job Descriptions
M&P staff appointments at UBC start first with a review of the type of work the the position will do – what Job Family they should belong to – then a review of the scope of the work – what level within the family the position should be classified as. 

There are 38 M&P Job Families on the UBC campus.  Each Job Family has a description that correlates to M&P Occupational Guidelines.  The guidelines are used to determine a position’s level by assigning minimums and scope that are unique to each. 
The Information Systems & Technology Job Family has guidelines for Levels ranging from A – H.  UBC IT has employees in three other M&P Job Families but these will not be addressed in this phase of the Career Framework.   
The Job Family is described as: 
INFORMATION SYSTEMS & TECHNOLOGY (12)

Positions in the Information Systems & Technology job family provide information technology systems support and development services to administrative units. Positions at the entry level are responsible for computer programming, providing technical advice and managing small local area networks. Intermediate level positions provide consultative and technical support for campus-wide systems or manage large, complex local area networks and units. Senior level positions manage core campus-wide information systems and provide strategic leadership for the development of information systems and technologies across the university.

M&P Occupational Guidelines 
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The guidelines address the following areas:





Level Definition 


Describes the type of work (Eg. Basic programming and systems support) as well as the complexity of the these (Eg.  Modifying existing programming logic). 





Typical Responsibilities


Offers a sampling of typical duties that an incumbent at a given level would perform.   Some may apply to the Job Description you are writing, others may not, however the intent is to provide a flavor for the type and scope of work. (Eg. providing first level programming and systems technical service support to users by modifying existing programming logic).





Decision Making / Level of Accountability


Describes the level of decision making.  (Eg. Makes decisions regarding the programming and technical support through the application of basic information processing principles, theories and concepts.).





Supervision Received


Describes the type of Supervision the incumbent will receive.  (Eg. Works under supervision and receives detailed instructions on assignments).





Supervision Exercised


Describes the Supervision the incumbent will exercise. (Eg.  None).





Minimum Qualifications 


Sets minimum requirements for qualifications.  This cannot be upgraded within a given level. (Eg. Undergraduate degree in a relevant discipline. Minimum of one year of related experience, or the equivalent combination of education and experience).
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