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Educati on

| NTRODUCTI ON

The positions allocated to this occupational group are divided into three sub-groups:

Language Teachi ng
El enentary and Secondary Teachi ng
Education Services

The first two sub-groups include teachers and their inmediate supervisors. In accordance
with established practice in the teaching comrunity, basic pay for incunbents of positions
in these two sub-groups is to be determ ned by the incunbent's academc training and

experi ence. The classification standard for each of these subgroups distingui shes between the
several levels of admnistrative and supervisory responsibility for which additional remuneration
is provided in the formof an al | owance.

The third sub-group consists of specialists, advisers, consultants and admnistrators in the
education field. The classification standard for this sub-group is a point rating
st andar d.

Al ocation to one or other of the three sub-groups is to be determned by reference to the sub-
group definitions.

M ni mum Qual i fi cations

Each of the group definitions in the category includes a statement of "Mninum Qualifications".
These requirenents are to apply without nodification to all new entrants appointed to
positions in the category on or after July 1, 1967. Wth respect to experienced public servants who
may not possess the fornal education

prescribed in the definitions but who are certified or who are qualified for certification in
their jobs on June 30, 1967, in classes prescribed by the Public Service Comm ssion, the statements
are intended to indicate the norns agai nst which the qualifications of the individual nay be
assessed in order to judge whether or not the conbination of his education, training and
experience provides, for the particular job being filled, qualifications equal to or higher
than those prescribed in the "M ninum Qualifications" of the relevant occupational group
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Educati on

CATEGORY DEFI NI Tl ON

Qccupational categories were repeal ed by the Public Service ReformAct (PSRA), effective
April 1, 1993. Therefore, the occupational category definitions have been del eted from
the classification standards.
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GROUP DEFI NI TI ON

For occupational group allocation, it is recormmended that you use the Occupational
Group Definition Maps, which provide the 1999 group definition and their
correspondi ng inclusion and exclusion statenents. The maps explicitly link the
relevant parts of the overall 1999 occupational group definition to each
classification standard.
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Educati on
Sub- group: Language Teachi ng

| NTRODUCTI ON

The classification standard for the Language Teaching Sub-group is to be used to eval uate the duties
of language teachers and their immedi ate supervisors. The standard includes an introduction,
a definition of the sub-group and | evel descriptions.

The standard provides for the classification of positions in one of three levels of difficulty which are
Language Teaching 1, provided for Teachers, Language Teachi ng 2, provided for Senior Teachers and
Language Teaching 3, provided for Principals. However, in accordance with established practice in the
teaching community, the basic pay, regardl ess of level, is to be deternined by the i ncunbent's acadenic
training and experience. An allowance, determ ned by the |level and the nunbers

supervi sed, is added to the basic rate.

The standard is to be applied by conparing the duties of the position to the descripti ons of |evels.
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Educat i on
Sub- group: Language Teachi ng

SUB- GROUP DEFI NI TI ON

The teaching, or the supervision of the teaching, of an official or a foreign |anguage to
nenbers of the Public Service of Canada and such other persons as may be authorized from tinme to
tinme.

I ncl usi ons

Positions included in this sub-group are those in which one or nore of the following duties is of
primary inportance:

- The teaching of English, French or a foreign |anguage to nenbers of the
Public Service of Canada and such other persons as nay be authorized from
tine to tine.

- The provision of guidance and direction to | anguage teachers by a seni or
t eacher.

- The admnistration by a school principal of a |anguage school of the
Public Service of Canada.

Excl usi ons

Posi ti ons excluded fromthis sub-group are those in which one or nmore of the followi ng duties is
of primary inportance’s

- The teaching of elenentary, secondary or vocational curricula in Indian and
northern schools and in other institutions of the Public Service of Canada.

- The teaching of basic or literacy education classes in Indian and northern
communi ties.

- The direction of an education-program or part of a program

- The planning, devel oprment or eval uation 6f educational prograns.

- The conduct of education research, the devel opnent of curricula or
tests, or the provision of advice.

- The planning, teaching, direction or guidance of education prograns for
adults other than those carried out in |anguage schools of the Public Service
of Canada.
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Educat i on
Sub- group: Language Teachi ng

DESCRI PTI ON CF LEVELS

Language Teaching 1 - TEACHER

Under general supervision

- Teaches a second | anguage, English, French or a foreign |anguage -
by devel opi ng | esson plans and cl assroom exerci ses, - by instructing
students using sel ected teaching aids, and - by giving remedial
instruction to slow achi evers.

- Tests students for the purpose of deternining and recording the |evel of

profi ci ency.

- Keeps inforned of devel opnents in the | anguage teaching field.

Language Teaching 2 - SEN OR TEACHER

Under direction

- Fosters the devel opnent of teaching skills in |anguage teachers
by reviewi ng and constructively criticizing the work of teachers in the
cl assroom
- by discussion of problemareas with teachers,
- by review ng and, when required, reconmendi ng nodification of course
cont ent,
- by assessing the response and perfornmance of students, and
- by reviewing and conparing test results and teacher eval uation of students.
- Assigns teachers to classes follow ng consultation with the principal, training
of ficers and inspectors.
- Cccasionally teaches a class to denonstrate teachi ng net hodol ogy.

Language Teaching 3 - PRI NCl PAL

Under direction

- Drects, evaluates and guides the work of senior teachers and teachers
- by observing teaching in progress in classroorns,
- by reviewi ng students' achi evenents, and
- by meeting periodically with the senior teachers and teachers to di scuss
t eachi ng bei ng done.
- Provides the necessary school facilities
- by allocating space
- by procuring equi prent and teaching materials, and - by
arrangi ng teaching tinetables.
- Inspects school facilities at intervals to ensure that they are adequate and
are properly maintained.
- May direct extra-curricular activities of a social and cultural nature for the
st udent group
- May direct housekeepi ng servi ces.
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Educat i on
Sub- group: El enentary and
Secondary Teachi ng

| NTRODUCTI ON

The cl assification standard for the El ementary and Secondary Teachi ng Sub-group is to
be used to evaluate the duties of teachers and their inmedi ate supervisors. The standard
i ncl udes an introduction, a definition of the sub-group and | evel descriptions.

The standard provides for the classification of positions in one of four |evels of
difficulty which may be briefly described as Teacher, Departnent Head, Assistant
Princi pal and Principal. However, in accordance with established practice in the
teaching community, the basic pay, regardless of level, is to be determ ned by the

i ncunbent's acadenic training and experience. An allowance, determ ned by the |evel and
by the nunbers supervised, is added to the basic rate

The standard is to be applied by conparing the duties of the position to the descriptions
of |evels.
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Educati on
Sub- group: El enentary and
Secondary Teachi ng

SUB- GROUP DEFI NI TI ON

The teaching and counseling of students in el enentary and secondary school s; the teachi ng and
counsel ing of youths and adults; the supervision of teaching and counseling activities.

I ncl usi ons

Positions included in this sub-group are those in which one or nore of the follow ng duties is of
primary inportance

- The teaching of el ementary, secondary or vocational curricula in Indian and northern
school s and acadenic, technical and vocational subjects in other institutions of the
Publ i ¢ Service of Canada
The teaching of classes in literacy and adult education in Indian and northern communiti es.
- The counsel i ng of Indian students and students in northern communities.
- The supervision of any of the above duties as provided by departnent heads,

assistant principals and principals in Indian and northern school s and by

their counterparts in other institutions of the Public Service of Canada.

Excl usi ons

Positions excluded fromthis sub-group are those in which one or nore of the follow ng duties is of
primary inportance:

- The direction of an education program or part of a program
- The pl anni ng, devel opment or eval uation of education prograns such as
elenentary and secondary teachi ng, |anguage teaching, vocational training,
adul t education, literacy education and heal th education
- The conduct of educational research, the devel opment of curricula or tests,
or the provision of advice.
- The teaching of an official or a foreign |l anguage to nenbers of the Canadian Public
Service, or the supervision of these duties by senior teachers or principals.
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Educat i on
Sub- group: Elenentary and
Secondary Teachi ng

DESCRI PTI ON OF LEVELS,

El ementary and Secondary Teaching 1 - TEACHER OR EQUIVALENT

Under general supervision may performeither or both of the follow ng sets of duties:

Teaches academ c, technical, vocational, or adult education subjects
- by devel opi ng | esson plans and cl assroom exer ci ses,
- by instructing students using a variety of teaching aids, and
- by providing remedial instruction to slow achievers.
- Tests students for the purpose of determning and recording their |evels of
proficiency.
- Keeps inforned of devel oprments in the teaching field.
- Perfornms admnistrative and related duties as required.

OR

- Quides and counsel s students
- by means of individual or group interviews,
- by arranging diagnostic or other referral service for students with speci al
difficulties,
- by discussing students' behavioral and personal problens, and
- by providing students with information about vocational and technical
courses which are avail abl e.
- onsults with teaching staff to ensure that students are taking courses in keepi ng
with their occupational goals.
- Pronotes activities that informthe teachers, parents and students about
occupational training and job opportunities.
Perfornms related duties as required.

El ementary and Secondary Teachi ng 2 - DEPARTMENT HEAD OR EQUIVALENT Under

direction

- Plans, inplenments and supervises the teaching of a particular area or subject in the
academ ¢ school programin accordance with the approved curricul um- by advi sing
t eachers on net hodol ogy,
- by selecting appropriate resource and reference naterial for teachers' use,
- by evaluating instructional nethods and materials and revising them when
required.
- Keeps inforned of devel opnents in the teaching field. -
Teaches classes if required.
- Perfornms related duties as required.
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Educati on
Sub- group: El enentary and
Secondary Teachi ng

el enentary and Secondary Teaching 3 - ASSI STANT PRI NCl PAL OR EQUI VALENT

Under direction

- Assists the principal with the admnistration of a school or a simlar institution of

| earni ng
- by allocating classroons and equi prent to the teaching staff,
- by disciplining students for m sbehavior or infractions of regulations, - by

performng such related duties as may be assigned by the principal .
- Teaches cl asses, if required.
El ementary and Secondary Teaching 4 - PRI NCI PAL OR EQUI VALENT

Under direction

- Admi ni sters the academic or vocational program and supporting services in a
school or asimilar institution of |earning
- by supervising classroominstruction,
- by evaluating the acadenic or vocational programto ensure conformance to

st andar ds,
- by review ng students' achi evenents,

- by neeting periodically with the teaching staff to discuss teaching being
done,
- by supervi sing assignnment of teachers and students to cl asses,
- by inspecting school facilities to ensure that they are adequate and are
properly maintai ned
- by requesting building alterations and requisitioning supplies, equiprent and
instructional material, and
- by ensuring that adequate admnistrative records are established and
mai nt ai ned.
- Teaches part-tinme when size of school permts.
- Performs related duties as required.
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Educati on
Sub- group: Education Services

I NTRODUCTI ON

The classification standard for the Education Services Sub-group is a point-rating plan consisting of
an introduction, a definition of the sub-group, point-rating scal es and bench-mark position
descriptions.

Point rating is an anal ytical, quantitative nethod of determning the relative val ues of jobs. It
is particularly suited to heterogeneous occupational groups or sub-groups in which jobs
consist of a variety of conbinations of duties and tasks. Essentially, point-rating plans define
characteristics of factors common to the jobs bei ng eval uated. They defi ne degrees of each
factor and allocate point values to each degree. The total val ue deternined for each job is the
sumof the point values assi gned by the raters.

A-11 nethods of job evaluation require the exercise of judgnent and the orderly collection and

anal ysis of information in order that consistent judgnents can be nade. The point-rating nethod
facilitates rational discussion and resolution of differences in deternmining the relative
val ues of | obs.

Factors

The conbined factors do not describe all aspects of jobs. They deal only with those
characteristics that can be defined and distingui shed and that are useful in determ ni ng the
relative val ues of | obs.

Four factors are used in this plan. Three of the factors are two-di mensi onal and have
been defined in terns of two related el erents.

Poi nt Val ues

The maxi mum poi nt val ue assigned to each factor reflects its relative inportance. Sinilarly,
poi nt val ues have been assigned to the degrees of the factors.

Poi nt val ues of the degrees of each factor increase arithmetically. The m ni mum point
val ues for Know edge, Problem Sol ving and Responsibility for Contacts are one-fifth of the
maxi mum val ue. The mi ni num poi nt value for Supervision is one tenth of the maximum
value. There will be positions in this sub-group to which the Supervision factor will
not apply.

Rati ng Pl an

In the rating plan the followi ng factors, el ements, weights and point values are used:
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Educati on
Sub- group: Education Services

Per cent age of Poi nt Val ues
Fact or El ement Total Points M ni mum Maxi mum
Know edge 35 70 350
Pr obl em Sol vi ng 35 0 350
Scope for Initiative
and | magi nation
| npact of Activities
Responsibility 15 30 150
for Contacts
Pur pose and Nature of
Cont act s
Per sons Cont act ed
Super vi si on 15 15 150
Number of Enpl oyees
Supervi sed
Level of Enployees
Supervi sed
100

Bench-mar k Positions

Bench- mark position descriptions are used to exenplify degrees of each factor or el ement. Each

description consists of a brief summary, a list of the principal duties with the
percentage of time devoted to each, and a specification describing each of the factors being
rated. The bench-mark positions have been eval uated, and the degree and point val ues assi gned
to each factor are shown in the specifications

The rating scales identify the bench-mark descriptions that exenplify each degree. These
descriptions are an integral part of the point-rating plan and are used to ensure consistency in
application of the rating scal es.

Use of the Standard

There are six steps in the application of this classification standard

1. Allocation of the position to the category, group and sub-group is
confirmed by reference to the definitions and the descriptions of inclusions
and excl usi ons.

2. The position description is studied to ensure understanding of the
position as a whole and of each factor. The relation of the position
being rated to the positions above and belowit in the organi zation is al so
st udi ed.

3. Tentative degrees of each factor in the position being rated are
deternmined by conparison with degree definitions in the rating scal es.

Uni form application of degree definitions requires
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Sub- group: Education Services

frequent reference to the descriptions of factors and the notes to
raters.

4. The description of the factor in each of the bench-mark positions
exenplifying the degree tentatively established is conpared with the
description of the factor in the position being rated. Conparisons are
al so made with descriptions of the factor in benchnark positions for the
degrees above and bel ow the one tentatively established.

5. The point values for all factors are added to determne the tentative total
poi nt rating.

6. The position being rated is conpared as a whole with positions to which
simlar total point values have been assigned, as a check on the
validity of the total rating.

Det erm nation of Levels,

The ultinate objective of job evaluation is the deternination of the relative values of jobs in
each occupational group and sub-group. Jobs that fall within a designated range of point val ues
will be regarded as of equal difficulty and will be allocated to the sane |evel.
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Educati on
Sub- group: Education Services

SUB- GROUP DEFI NI TI ON

The planni ng, devel opnent, direction or evaluation of education prograns such as
| anguage teaching, vocational training, elementary and secondary teaching, adult
education, literacy education and health education; the conduct of educational research;
t he provision of advice.

I ncl usi ons

Positions included in this sub-group are those in which one or nore of the following duties is of
primary inportance:

- The conduct of education research, such as curriculumor test research and
devel opnent .

- The eval uation of course or programcontent and the pl anni ng and devel opnent of new
pr ogr ans.

- The eval uation of teaching nethodol ogy and of teacher perfornmance.

- The direction of an education program or part of a program

- The provision of advice on any of the aforementioned duties.

- The supervision or direction of any of these duties.

Excl usi ons

Posi tions excluded fromthis sub-group are those in which one or nore of the followi ng duties is
of primary inportance

- The teaching of an official or foreign | anguage to nenbers of the Canadi an Public
Service, or the supervision of these duties by senior teachers or principals.

- The teaching of elementary, secondary or vocational subjects in Indian and northern
school s and acadenic, technical and vocational subjects in other Canadi an
Government institutions.

- The teaching of classes in literacy and adult education in Indian and northern
conmuni ti es.

- The counsel i ng of Indian students and students in northern commnities. - The

supervi sion or direction of teaching activities by departnent heads,
assistant principals and principals in Indian and northern schools and by
their counterparts in other Canadi an Governnent institutions.

- The admnistration of a district or region wthin which the adm ni strati on
of the education systemis one conponent.
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Educati on
Sub- group: Education Services

RATI NG SCALES, EDUCATI ON SERVI CES

SUB- GROUP FACTOR WEI GHTS

KNOWLEDGE 350
PROBLEM SOLVI NG 350
RESPONSI BI LI TY FOR CONTACTS 150
SUPERVI SI ON 150

1, 000
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Educati on
Sub- group: Education Services

KNOW.EDGE

This factor is used to measure the difficulty of the work in terns of the know edge and skill
required to performthe duties of the position.

Definitions

"Know edge" refers to the understanding of the nature of the teachi ng-Iearning process, of
pedagogi cal principles, concepts, practices and techni ques, of basic theory in such
speci al i zed fields of education as adult education, vocational training, health education

| anguage teaching, and el enentary and secondary teaching in a cross-cultural setting, and of
program obj ectives, admnistrative practice, |egislation and regul ati ons.

"Skill" refers to facility in conceiving, devel oping or evaluating courses, texts, curricula,
testing procedures, plans and projects for school or adult prograns; in devising, applying, or
gui ding the application of pedagogi cal procedures and techniques; or in coordinating
directing, controlling and eval uati ng education prograns or portions of prograns and rel ated
activities.

Notes to Raters

Know edge and skill beyond that associated with the m ninumqualifications required for the
group is nornmal Iy acquired by conbinati ons of on-the-job training, in-service training,
continuing study of professional literature, conpletion of postgraduate studi es and experience in
rel ated and progressively nore responsibl e jobs.

The seven degrees of the Know edge factor assigned to bench-mark positions have been

est abl i shed by the conparative ranking of key positions in the Education Services Sub-group.
In applying the standard, the degree of the factor tentatively selected is to be
confirmed by conparing the duties of the position being rated with the duties and specifications
of the bench-nark positions.
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Degree of Know edge
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RATI NG SCALE -

Educati on

Sub- group: Education Services

KNOW._EDGE

Poi nts

70

116

162

209

256

303

350

Benchmar k Position Descriptions

Area Adult Educator, Rankin Inlet,
Keewat i n Regi on, N. Admi n. Branch
Regi onal Language Arts Speciali st,

I ndi an Affairs Branch

Regi onal Supervisor of Adult
Education, Baffin |Island Region,

Nort hern Adm ni stration Branch

Regi onal Supervi sor of Home Econ.,
Al berta Reg., Indian Affairs Br

Test Specialist, Language
Bur eau

Reg. Supt. of Schools, Arctic Que.
Reg., Northern Admi n. Branch
Seni or Test Devel opnent Speciali st,
Language Bureau

Chi ef, Curriculum and Met hodol ogy
Unit, Language Bureau

Head, Adult Education Section,
I ndi an Affairs Branch

Chi ef, Vocational Training and
Spec. Servi ces, |Ind. Aff.Branch

Di strict Superintendent of Schools,
Arctic District, Northern Adni ni
stration Branch

Chi ef of Education, Northern
Adm ni stration Branch

Page
28

50

60

63

72

53

66

31

47

39

43

35



Educati on
Sub- group: Education Services

PROBLEM SOM NG

This factor is used to measure the difficulty of the duties of the position as indicated
by the scope for initiative and i nagi nation in solving problens and by the inpact of
activities.

Definitions

"Problemsol ving" refers to the requirenent to identify courses of action and to select or nodify
the one to be taken to neet the imedi ate educati onal needs of individuals, groups or
communities, or to formulate plans or proposals to neet their |ong-term needs.

"Scope" refers to the latitude all owed, both by the nature of the work and by freedomfromthe
control of superiors, for nodification, adaptation and innovation, and hence for the exercise of
initiative, judgment and inagination

"Inmpact of activities" refers to the inportance of the activities in terns of their effect on

i ndi vidual s, groups and conmunities and on the resources commtted or affected. It also refers to
the effect of activities on other governnment or private agencies, the effect on the educationa

pr ogram provi ded, and the significance of precedents and projects that are established.

"Program! refers to the plans of action devel oped and i npl enented by an organi zation t o achi eve
its objectives.

Notes to Raters

The three degrees of the Inpact of Activities el ement have been established by ranki ng key
positions and are illustrated by the bench-mark position descriptions. The follow ng
characteristics of the work are to be considered in determining a tentative degree for this
el ement :

1. The effect of decisions on individuals, groups or communities, taking into
account the kind and significance of the effect and the nunber of persons affected.

2. The effect of the professional guidance and technical direction provided by the
i ncunbent of the position to persons engaged in inplenmenting public service teaching
prograns, taking into account the significance of the effect and the nunber of
persons affected.

3. The extent to which the incunbent's activities require the utilization of
departnental resources, in terns of their size, value and kind, or require the
devel opment and utilization of community resources such as vol unteer teachers and
i nstructors.
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Educat i on
Sub- group: Education Services

4. The extent to which the incunbent of the position being rated is the effective
recomrendi ng or inplenenting authority, which is usually related to the |l eve
of the position in the organization

5. The consequences of an error in judgment in naking recomendations or
deci si ons.

Any one characteristic is only an indication of the Inpact of Activities elenment, and the
whol e context within which the work is perforned is to be considered. The degree of
the el ement tentatively selected is then to be confirmed by conparing the duties of the
position being rated with the duties and specifications of bench-nmark positions.

The degree of the Probl em Solving factor tentatively selected is to be confirmed by conparing the

position being rated with the descriptions of the duties and specifications of the bench-mark
posi tions.
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| rpact of
Activities,
and Degree

Novenber,

RATI NG SCALE -

PROBLEM SOLVI NG

Scope for
in the Solving of Problens, and

Probl emrs are sol ved
by the sel ection of
of one severa

known techni ques or
net hods and by a
noder at e degree

of nodification or
adaptation of the
net hod sel ect ed.
There is scope for
initiative and
judgnment in the

sel ection of the
alternatives.
Direction sought to
ensure that
solutions to
problenms are in
keeping with
establ i shed program
obj ecti ves.

70 Page

Area Adul t

Educat or,

Rankin Inlet,
Keewat i n Regi on,

N. Adm n. Branch

Reg. Language Arts
Spec., I nd. Aff. Br.
Teacher Consultant,
Arctic Que. Reg.

N. Adm n. Br anch

139

Reg. Supt. of
School s,

Arctic Que. Reg.,
N. Admi n. Branch
Reg. Sup. of Adul t
Ed.,

Baffin |Island Reg.
N. Adni n. Branch

208

1968

Initiative and

Probl emrs are sol ved
by substanti al

nodi fication or
adapt ati on of known
t echni ques or

net hods. There is
scope for the
exer ci se of
initiative and

i magi nation in the
devi si ng of new

t echni ques and

net hods and in the
recomrendi ng of
changes in activities
or program content.

N, Adm n. Branch
60Head, Adult Educ.
Sec., I nd. Aff.Br. 47

279

| magi nati on
Degr ee

The problens to
sol ved are
typically those
for which
precedent exi sts.
Sol utions require
exercise of a
hi gh degree of

i magi nati on

and judgnent in
formul ati on and
devel opment of
fresh approaches.
Sol uti ons

devel oped
frequently

i nfl uence program
content or the
formul ati on of
program

obj ectives and
poli cy.

B
141 Page212
Seni or Test
Devel opnent
Speci al i st ,
Language Bureau 66
28
50
“"210 281
Chi ef, Curriculum Chi ef, Vocati onal
and Met hodol ogy Unit, Trai ni ng and
Language Bureau 31 Special Services,
53Di strict Supt. of Indian Affairs
School s, Arctic Br anch
Di st ., 43

350
Chi ef of
Educati on,

Nor t hern Admi ni -
stration Branch

Pace

39

35



Educat i on
Sub- group: Education Services

RESPONSI BI LI TY FOR CONTACTS

This factor is used to neasure the difficulty and i nportance of contacts that occur as an
integral part of the work and the requirenents inposed by these contacts to work and comuni cate
with others in person, by telephone or in witing. The elenents of the factor are the
purpose and nature of contacts and the persons contacted.

Definitions

"Col | eagues" refers to enployees in the federal public service who are engaged in sinilar
fields of work and who have no authority to control or affect the extent and scope of the
prograns of the departnent.

"Associ ates" refers to persons with whomcontacts are custonarily established over |ong
periods of time and in circunstances that devel op an awareness of each other's requirenents.

"Cfficials" refers to admnistrators or other persons with sonme degree of executive authority
who are not associ ates or col |l eagues.

Notes to Raters,

Oly those contacts that are an integral part of the work and that result fromthe duties
assi gned or sanctioned by nanagerment are to be consi dered.

An officer of a departnent, another |evel of governnent, educational institution, private
organi zation or industry may be an associate or an official, depending on the
ci rcunst ances under which the contacts occur.

If the duties of the position include contacts involving nore than one conbi nati on of persons
contacted and the purpose and nature of contacts, the points for each degree are to be
det erm ned and t he hi ghest point val ue used.

Points are to be assigned for witten contacts only if the duties of the position being rated

i nclude responsibility for signing letters or nenoranda. Points will not be assigned if
responsibility is limted to contacts by formor pattern letters.
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RATI NG SCALE - RESPONSIBILITY FCR OONTACTS, Education
Sub- groups Educati on Services

Purpose and Nature of contacts , and degree

To give, To persuade and To act as a To act as a
obtain obt ai n assi stance representative of representative of
and exchange or agreenent of the departnment or the
i nformation ot hers. agency at fornal department or
requiring nmeeti ngs where agency in
di scussi on, differences in negotiating
expl anati on interest may be agr eenent s
and co- expected, with of considerabl e
Per sons operati on. authority to significance with
Cont act ed di scuss probl ens authority to
and seek conmon fornul ate
and Degree ground on which progr ams
base sol utions or wi thin
to negotiate est abl i shed
agreenents of obj ecti ves.
noder at e
si gni fi cance.
A B C D
Page
30 58 Page 86 page 115 Page
Such persons as school Area Adul t
children, parents, Educat or,
adul t students, Rankin Inlet,
associ ates and Keewatin Reg., 28
col | eagues in other 1 N Adm n. Branch
departments and agen-
cies, and enpl oyees in
the sane departnent.
47 75 103 132
Such persons as Seni or Test Reg. Language Testing and
officials in other Dev Arts Eval uati on
departnents and Speci al i st Spec., Indian Speci al i st ,
agenci es, and Language Affairs Branch 50 Northern Adninis-
associ ates in other Bur . 66 Reg. Supt. of tration Branch 75
| evel s of government, Test School s, Arctic
ot her countries, 2 Speciali st, Que. Reg., N Ad. Br. 53
uni versities and Language Reg. Sup. of Home
col | eges, research Bur. 72 Economi cs, Ata.
centres, private Reg.,Indian Aff. 63
organi zations or Branch
i ndustry. Teacher
consul tant, 69

Artic Que. Reg.,
N. Admi n. Branch

65 931 121

150

Oficials of other Chief, Qurriculum Chi ef of
| evel s of governnent, and Met hodol ogy Educat i on,
other countries, Uni t, Language N. Admi ni stration 35
uni versities and Bur eau 31 Branch
col | eges, D st. Supt. of Chi ef, Vocation
research centres, School s, Arctic al Training and
private organizations g Dist., N Ad.Br. 43 Special Serv.,
or industry. Reg. Supt ., Voca- Indian Affairs 39

tional Training Branch

and Spec. Serv.,

Sask. Reg., Indian

Affairs Branch 56
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Sub- group: Education Services

SUPERVI SI ON

This factor is used to neasure the continuing responsibility that the incunbent of

the position assunes for the work and gui dance of other enployees. The factor has two el ements. The
first element is the nunber of enployees supervised. The second elenent is the nature of
supervi sory responsibility and the | evel of enpl oyees supervi sed.

Definition

"Nunber of enpl oyees supervised" refers to the total nunber of enployees for whomthe i ncunbent

of the position exercises supervisory responsibility.

"Level of enployees supervised' refers to the highest |evel supervised.

Notes to Raters

Ol y those positions whose i ncunbents have a continuing and substantive responsibility for the
supervi sion of the work of other enployees are to be assigned points under this factor.
Characteristically, "substantive responsibility" includes allocating staff to various work
projects, proposing disciplinary action, informing staff of their strengths and weaknesses,

appr ai si ng enpl oyee performance, recommendi ng enpl oynent, pronotions and transfers, proposing
trai ni ng and devel opnent action, proposing changes in nunbers and cl assification of positions, and
ensuring that work standards are naintained.

Qxcasi onal supervision, such as that perforned during absences of the supervisor on annual or
sick leave, is not to be rated.

The provision of professional guidance or technical direction to persons engaged in

i mpl ementing public service teaching progranms should not be recognized here. The
requi rement to direct or guide such enpl oyees on professional natters is recognized in the
"lInpact of Activities" elenment of the "Problem Sol ving" factor.

For the purpose of the standard, "nunber of enpl oyees supervised" includes the total of the
fol | ow ng:

1. The nunber of enployees in the departnent or agency for whomthe incunbent has
continuing supervisory responsibility directly or through subordinate supervisors.

2. The nunber of man-years of work performed by casual, part-tinme and seasonal
enpl oyees who are supervised by the incunbent.

3. The nunmber of enployees in the departnent or agency for whomthe incunbent has
responsi bility for functional supervision.
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Educat i on
Sub- group: Education Services

The term"functional supervision" applies to staff of units for which the i ncunmbent of
the position being eval uated

1. has authority to prescribe objectives or programs and the nmethods and
procedures to be followed in carrying out a specialized functi on,

and

2. has responsibility for ensuring adherence to established prograns,
net hods and procedures,

and

3. has authority to nake effective recommendati ons on enpl oynent,
pronotions or transfers.

In 3 above, the term"has authority" refers to established practices that require senior
officials to exercise significant influence on the enpl oynent, pronotion or transfer of

enpl oyees who are not under their direct supervision. It does not inply, however, authority to
i npose their views on |ine officers.

Enpl oyees at all levels are to be included in the nunbers subject to functional supervision,
al though the third criterion nmay not apply to those at junior levels to the same degree as
to nore senior enpl oyees.

Nature of Supervisory Responsibility and Level of Enpl oyees Supervised is the second element of this
factor. In determining the degree of this el enent to which a supervisory position is to be assigned
raters are to interpret the phrase, "positions classified .... at equivalent levels in other
groups or sub-groups" that appears in the definitions of Degrees 2 and 3to nean that the
nmaxi mum salary rate established for their |evel does not exceed the maxi numsal ary rate establ i shed
for the ED EDS level s designated in the respective degree definitions. Gonpensation earned by an

i ncunbent of a position above the established maximumrate for the | evel such as perfornance pay, or any
allowance, is not to be taken into account for this purpose.
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Level of

Enpl oyees
Super vi sed,

and Dear ee 1-3
A

1 15

2 29

3 44

Sub- gr oup:

RATI NG SCALE - SUPERVI SI ON
Nunber of Enpl oyees Supervised
4-10 11-25 26-75 76-200
B C D E
32 49 67 85
46 63 81 99
61 78 96 114

Nat ure of Supervisory Responsibility and Level

of Enpl oyees Supervised, and Degree

Conti nui ng and substantive supervi sion
of enpl oyees in any category.

Conti nui ng and substantive supervi sion

of enpl oyees,
positions classified at

2 and 3,

one or

or at equival ent

groups or sub-groups.

nore of whom occupy
| evel s ED- EDS- 1,

| evel s in other

Conti nui ng and substantive supervi sion of

enpl oyees,
positions classified at

5, 6 and 7, or at equival ent

one or nore of whom occupy
| evel s ED- EDS- 4,

levels in

ot her groups or sub-groups.

Novenber, 1968
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Educati on
Educati on Services

and Degree
401 and
201-400  Over
F G
103 121
117 135
132 150

Bench-mark Position Descriptions

Regi onal Supervisor of Home Page
Econoni cs, Al berta Region,
I ndi an Affairs Branch 63

Chief, Curriculum and Methodol ogy
Unit, Language Bureau 31
Head, Adult Education Section,

> I ndian Affairs Branch 47
Reg. Supt. of Schools, Arctic Que.
Reg., N. Administration Branch 53
Chi ef of Education, N. Admi n.Br. 35
Chi ef, Vocational Training and

3 Spec. Serv.,lndian Aff. Branch 39
District Supt. of Schools, Arctic
District, N. Admin. Branch 43



BENCH- MARK
POSI TI ON NO.

~N O

10

11

12
13

14
15

November ,

1968

Sub- gr oup:

PERCH- MARK POSI TI ON DESCRI PTI ON | NDEX

I n Al phabetical Order

DESCRI PTI VE TI TLE

Area Adult Educator, Rankin Inlet, Keewatin Region,
Northern Adm nistration Branch
Chi ef, Qurriculumand Methodol ogy Unit, Language Bureau
Chi ef of Education, Northern Adm ni strati on Branch
Chi ef, Vocational Training and Special Services, Indian
Af fairs Branch
D strict Superintendent of Schools, Arctic District,
Nort hern Adm ni stration Branch
Head, Adult Education Section, Indian Affairs Branch
Regi onal Language Arts Specialist, Indian Affairs Branch

Regi onal Superintendent of Schools, Arctic Quebec
Regi on, Northern Adm nistration Branch

Regi onal Superintendent of Vocational Training and Special
Servi ces, Saskatchewan Region, Indian Affairs Branch
Regi onal Supervi sor of Adult Education, Baffin Island
Regi on, Northern Adm nistration Branch

Regi onal Supervi sor of Home Econonics, Al berta Region,

I ndian Affairs Branch

Seni or Test Devel oprment Speci al i st, Language Bureau

Teacher Consultant, Arctic Quebec Region, Northern
Admi ni stration Branch

Test Specialist, Language Bureau

Testing and Eval uation Specialist, Northern

Admi ni stration Branch

Educati on
Educati on Services

PAGE

28
31
35

39

43

47
50

53

56

60

63
66

69
72

75



Educati on
Sub- group: Education Services

BENCH MARK POSI TI ON DESCRI PTI ON | NDEX I n Ascendi na Order of Point Val ues

BENCH MARK
DESCRI PTI VE TI TLE PCSITION NO poy NTS PAGE
Regi onal Language Arts Specialist, Indian Affairs

Branch 7 215 50
Teacher Consultant, Arctic Quebec Region, Northern

Adm ni stration Branch 13 215 69
Area Adult Educator, Rankin Inlet, Keewatin Region,

Nort hern Adninistration Branch 1 230 28
Test Specialist, Language Bureau 14 279 72
Regi onal Supervi sor of Horme Econom cs, Al berta Region,

I ndian Affairs Branch 11 310 63
Regi onal Supervisor of Adult Education, Baffin Island

Regi on, Northern Admi nistration Branch 10 376 60
Seni or Test Devel opnent Speci al i st, Language Bureau 12 443 66
Regi onal Superintendent of Schools, Arctic Quebec

Regi on, Northern Adninistration Branch 8 522 53

Testing and Eval uation Specialist, Northern Adm nistra-

tion Branch 15 522 75
Head, Adult Education Section, Indian Affairs Branch 6 570 47
Regi onal Superintendent, Vocational Training and Speci al

Servi ces, Saskatchewan Region, Indian Affairs Branch 9 650 56
Chi ef, CQurriculumand Methodol ogy Unit, Language Bureau 2 650 31
D strict Superintendent of Schools, Arctic District,

Nort hern Adm ni stration Branch 5 766 43
Chi ef, Vocational Training and Special Services, |ndian

Affairs Branch 4 848 39
Chi ef of Education, Northern Adm nistration Branch 3 1, 000 35
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Sub- group: Education Services

BENCH- MARK POSI TI ON DESCRI PTI ON

Bench-mark Position Nunber: 1 Level :

Descriptive Title: AREA ADULT EDUCATOR, Poi nt Rating: 230
RANKI N | NLET, KEEWATI N REGQ ON,
NORTHERN ADM NI STRATI ON BRANCH

y

Under the direction of the Regional Superintendent of Schools, Keewatin Region, Northern
Admi ni stration Branch, plans, organizes and directs adult education activities at the area
level that are designed to assist the indigenous people in living and working within a
culture different fromtheir native culture

Duti es % of Ti e,

- Plans and organi zes projects, courses and other activities in such
areas of adult education as literacy education, citizenship,
housi ng, home managenent, wildlife conservation, co-operatives
comuni ty devel opment and | eadership training to help the
i ndi genous popul ati on understand and adapt to an alien culture
and to fit themfor particul ar soci o-econom c changes
- by surveying the social and educational needs of the
adults in the area and relating these to industrial
econom ¢ and community needs, 35
- by defining long-termarea objectives and short-term
course or project objectives and determning the nmost
ef fective means of achieving the objectives,
- by devel opi ng outlines of courses or projects, and
- by adapting avail able adult education materials to the
ver nacul ar | anguage of the indigenous people or to other
requirements of the particular situation

- Staffs and directs the activities of the adult education program

- by recruiting, selecting and engagi ng | eaders, instructors,
resource persons and interpreters on a volunteer or con
tract basis,

- by arranging training or by training such personnel

- by supervising the work of volunteer and contract personnel 30
and day-school teachers engaged on a part-tinme basis for
adul t education instruction,

- by guiding voluntary | eaders in the devel opment of a frane
work for the conduct of their prograns, and

- by evaluating the courses and projects for suitability of
net hods, content and results achi eved, and the |eaders
instructors and resource personnel for the adequacy of their
per f or mance.

- Controls the activities of the adult education programto ensure
that the nost effective programis carried out with the resources
avail abl e
- by ensuring that departnental policy, directives and procedures 15
are foll owed
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Educati on

Sub- group: Education Services
B.MP.D. No. 1

% of Tine

- by estimating cost of courses and projects and ensuring
that expenditures remain within the agreed budget,

- by relating plans for projects and activities to available
area facilities and to hunman and fi nanci al resources,

- by nmaintaining accurate statistical data on adult participation

in courses and projects,

- by recording costs of projects, as reference data for use
in conmpiling future estimates,

- by mai ntaining an educational inventory for all adults in
the area, as reference data for project planning or for
the enpl oynment of the adults, and

- by obtaining and mai ntai ni ng an adequate supply of teaching
ai ds and educational materials.

- Promotes community interest in and support for adult education
activities in the area to obtain greater participation of |ocal
| eaders in defining needs and setting project objectives
- by addressing community groups and organi zati ons on depart - 5
ment al program obj ectives and on the results achieved,
- by arranging and participating in conmunity meetings, work
shops and conferences, and
- by witing news rel eases and newspaper copy and giving tal ks
over radio.

- Solicits the co-operation of departnental colleagues and of other
agenci es, both public and private, in collaborative planning to avoid
duplication of effort and to increase the area of mutual benefit
- by attending formal neetings as departnental or branch
representative, and 5
- by conducting correspondence with departnental colleagues
and representatives of public agencies, business and
communi ty organi zati ons.

- Advi ses the Regional Superintendent of Education on regional and
departmental adult education policies as they affect the area
operation
- by devel opi ng and reconmendi ng new policies and procedures 2
or the revision of existing ones when area experience
i ndi cates the need for adjustnent, and
- by submtting statistical and substantive reports.

- Perforns rel ated duties such as teaching adult education courses

when staff is not avail able. 8
Speci fications degree Points
Knowl edge

The work requires a good know edge of adult education theory
and practice, of the facilities and resources available in
the Rankin Inlet Area, and of the policies and regul ations
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Sub- group: Education Services
B.MP.D. No. 1

Degr ee points

governing adult education activities. It also requires a good
know edge and appreciation of the problens inherent in the accul -
turation process of an indigenous people. The work requires
experience in adult education or comrunity devel opment, or
preferably, recent and successful adult education experience

with I ndians and Eskinps. It also requires experience in
conducting neetings with representatives of other governnent 1 70
departnents and agencies, and with representatives of community

and church groups. This know edge is nornmally acquired through
uni versity graduation and courses in adult education, community

devel oprment or a social science, plus experience in the field of
adul t educati on.

Pr obl em Sol vi ng

The work requires identifying the problens and sel ecting from

several possible techniques or nethods the appropriate sol ution

required to achi eve the objectives of the adult education program

in the area. Sonme nodification of technique may be required to

adapt the adult education activities to the peculiarities of a

gi ven community. Recomrendations on the priorities to be applied
to the use of human and financial resources are nade to superiors.
Initiative is required in devising and devel opi ng courses and

projects to overcone the soci o-econonic problens resulting froman A 70
under - educated and culturally different people attenpting to adapt
to the dom nant Canadi an cultures. The recruiting and training
of

vol unteer workers, in addition to those on contract or salary, has

consi derabl e i npact on the success of the projects undertaken

Responsi bility for Contacts

The work requires contacts with | ocal indigenous |eaders, councils
and committees to solicit support and interest in adult education,
with representatives of |ocal church and comunity organi zati ons
to obtain their assistance and co-operation in adult education
projects of mutual interest, with the Regional Supervisor of Adult

Education to obtain technical direction and guidance, with the B 58
Regi onal Housing O ficer to provide honermaki ng courses for the 1
Eskimos who will live in new housing projects, and wth various

branch admi nistrators to ensure adherence to departnental policies
and directives.

Super vi sor

The work requires supervising four nan-years of paid part-tine B, 32
i nstructors.

November, 1968 -30 -



Education

Sub- group: Education Services
BENCH- MARK POSI TI ON DESCRI PTI ON
Bench-mark Position Nunber: 2 Level :

Descriptive Title: CHI EF, CURRI CULUM AND

Sunmary

METHODOLOGY UNI'T, LANGUAGE BUREAU

Poi nt Rating: 650

Under the direction of the Chief, CQurriculumand Test Devel opnent Section, plans, directs and
co-ordi nates research in and devel opment of second | anguage teachi ng progranms and
which are used to provide | anguage training to nenbers of the Public Service of

nmet hods,
Canada.

Duti es

- Plans and co-ordinates the devel opnent and production of second
| anguage teachi ng prograns and net hods through two Seni or
Qurricul um Speci alists to ensure that the Language Bureau
school s are provided with second | anguage courses that are
l'i nguistically and pedagogically sound and that meet the particul ar
needs of the public service

by deternmining, in consultation with the Chief of the

Qurriculumand Test Devel opent Section and renbers of

Instructional Prograns and Pl anning sections, the requirenents of the
Language Bureau for general and specialized

second | anguage courses and determi ning the type and | evel

of such courses,

by establishing objectives, deternining priorities, setting

up work schedul es and assigning regular curricul umstaff

and part-time teaching staff to various projects,

by ensuring that an appropriate progression of |inguistic

el ements is established for each second | anguage curricul um
according to such criteria as frequency, productivity,

usability, difficulty and | evel of inportance,

by reviewi ng the progress and format of such course conponents

bei ng produced as teachers' nanuals, students'

texts and workbooks, filns, filnstrips, slides and

proj ectual s, and

by approving, for printing or production, prograns and

audi o-vi sual materials devel oped bythe Section and the
school s' teaching staff.

- Co-ordinates the work of Senior Qurricul um Speci al i sts conducting
a continui ng apprai sal program in the classroom of curricula,
teachi ng methods and instructional material in order to assess
the effectiveness of newy created or revised programns

November ,

by pl anning, and assigning the Senior CQurricul um Specialists
to conduct trials of newmaterials in the school s,

by observing teachers at work whenever a major program
revision has been undertaken,

by conferring with senior teachers and teachers on results
achi eved, and
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% of Tine

- by studying reports made by the Instructional Prograns Section
and by the Assessnment and Eval uation Unit.
- Plans and directs the research programin linguistics and in
curricul um and mnet hodol ogy devel opnent
- by review ng the linguistic requirements of general and
speci al i zed second | anguage cour ses,
- by evaluating and approving the |linguistic and pedagogi ca
obj ectives of each research project,
- by directing the linguistic description of spoken and witten
| anguage sanpl es, using |exical, morphological, syntactical
phonem ¢ and semantic anal ytical techniques, 20
- by initiating contrastive linguistic studies and conparative
studi es in nethods and techni ques,
- by arranging for special |inguistic research studies or
surveys under contract to universities, and
- by estinmating the cost of the research programand maki ng
recommendat i ons for appropriation of budgetary allotnents.

- O gani zes and co-ordinates, through Senior CQurricul um Speci alists,

the anal ysis and eval uati on of commrercially avail abl e second
| anguage instructional prograns and the eval uati on, purchase,
classification and mai ntenance of library material to ensure
that curriculumand test specialists have the necessary resource
material required in curriculumand test research and devel opnent

- by providing guidance to Senior Qurricul um Specialists

eval uating or classifying instructional prograns and other

mat eri al s,
- by approving the mcrofil mng of unpublished studies in
linguistics or |anguage teachi ng and | earning, 10

- by devel oping a classification systemof books and articles

by subject areas for quick reference

by supervising the classification and coding of all itens

received,

- by recommending policies with respect to library practice
and library | oans, and

- by acquiring reference books, reports, articles, journals
and reviews dealing with |inguistics, research findings,
testing, statistics and psychol ogy.

- Supervises, directly and through subordinate supervisors, professional and
admi ni strative support staff
- by revi ewi ng and anal yzi ng personnel progress reports sub-
mtted by Senior Curriculum Specialists,
- by evaluating the conpetence and potential of subordinate
staff and recommendi ng ways for inproving the qualifications of
per sonnel
- by recommendi ng di sciplinary action, pronotions and transfers,
- by approving work and | eave schedul es, and
- by arranging for on-the-job training of personnel

20
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% of Tinme

- Performs related duties such as allocating office space and equi prment
to staff, keeping abreast of new devel opnents in | anguage
teachi ng and | earning techni ques through reading relevant texts and
journals and consulting with senior university officials, witing
annual and periodic progress reports that discuss the linguistic
and curricul um devel opnment research of the Section, and recomrendi ng 14
annual budget allotnents for research projects and for staff
trai ning and devel opnent within the Section.

Speci fications Degree Points

Know edge

The work requires a thorough know edge of the devel opnent, production

and application of second | anguage teachi ng prograns.

It also requires an intinmate know edge of research procedures and

second | anguage teaching techni ques and net hods. The work requires of
a good know edge of the |anguage requirenents of the public service
and of the testing programcarried out to determ ne students
aptitude, proficiency and achi evenent in |anguage training. This
knowl edge is normally acquired through conpletion of a master's
degree in linguistics, education or psychol ogy, plus experience

in second | anguage teaching, curriculumresearch and devel oprent,
and experience as an adm nistrator.

5 256

Pr obl em Sol vi ng

The work requires devising new, and nodi fying or adapting existing
courses, nethods and techniques that formthe basis of the

second | anguage teaching curriculum of the Language Bureau.
Initiative and imagination are required in identifying and sol ving
probl ems inherent in teaching a second | anguage to public servants
with various |levels of formal education and | anguage training
experience. A high degree of judgment is required in evaluating B, 210
and approving the linguistic and pedagogi cal content of research
proj ects and second | anguage curricula. Decisions and recom
nendati ons nmade to the Chief, CQurriculumand Test Devel opnent

Section, affect the quality and success of the | anguage training
program adm ni stered by the Language Bureau.

Responsi bility for Contacts

The work requires contacts with section heads in the Language

Bureau to keep abreast of plans and devel opments in other areas

of the Language Bureau; with |anguage school teaching staff to

i nform t hem of new courses, methods and techni ques in | anguage

teaching; with representatives of the Canadi an Educati on Association to
i nformand advi se on the trends and devel opnents in

second | anguage teaching; with the QurriculumD rector of the
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Decr ee Poi nts
Qurriculum Branch, Onhtario Departnent of Education, to advise
and recomend on second | anguage teaching nmethods and techni ques
for use in public, separate and secondary schools; with the
Director CGeneral of Education, Department of National Defense,
to evaluate elementary school and second | anguage teaching curricula
of schools abroad and to assist and advi se in teacher
training, teacher evaluation and curriculumrevisions; with the C 121
Drector, Departnent of Applied Linguistics, University of
Montreal, to negotiate the cost, target date and requirenents of 3
research projects to be carried out under contract by the university for the
Language Bureau; and with heads of |inguistic departnents of Canadi an and
foreign universities to exchange research findi ngs.
Super vi si on
The work requires supervising, through 2 subordinate supervisors, c 63
a, staff of 17 enployees at the internmediate | evel of the Scientific
and Prof essional Category and four enployees in the Adnministrative 2

Support Category.
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BENCH MARK PGOSI TI ON DESCRI PTI ON

Bench-mark Position Nunber: 3 Level :

Descriptive Title: CH EF OF EDUCATI ON, Poi nt Rating: 1,000
NCRTHERN ADM N STRATI ON BRANCH

Sunmmary

Under the general direction of the Director, Northern Administration Branch, plans,
organi zes and directs the activities of the Education Division, which is responsible for
al | aspects of education in the North; provides professional advice and guidance to the
Branch on all educational matters; provides advice and gui dance on the financial and
construction agreenents nmade with the Yukon Territory; and co-ordinates publicity and
public relations for the Division

Duti es % of Ti e,

- Plans, organizes and directs the activities of the Education
D vision, which is responsible for providing pre-school, prinary,
secondary,, postsecondary, vocational and adult education, vocational
training, and counseling and job placement services, to
ensure that educational opportunities consistent wth sound
phi | osophi cal, social and econonic principles are devel oped for
the whol e popul ation of the Northwest Territories and the Eskinop
popul ati on of Northern Quebec and Churchill, Manitoba
- by assessing the adequacy of existing policies and prograns
in the light of changing social, technical, economc and 35
political conditions,
by establishing the objectives for the northern education
system
by conducting in-depth studies or directing the study of
educational problens of northern residents to devel op new
policies, prograns and approaches,
- by establishing priorities for prograns consistent with
avai |l abl e personnel, financial and physical resources
- by consulting with |ine nanagerment on the allocation of staff
and financial resources to the various activities of the
educati on program and
- by establishing guide-lines for the effective enpl oynent of
staff and optimumutilization of physical and financial
resources.

- Provides professional advice and guidance to the Branch on the
i npl erentati on of the federal -provincial and federal-territoria
agreenents for the adm nistration and devel opnent of an integrated
education systemin the Northwest Territories, Northern Quebec and
Churchill, Manitoba
- by studying the recomrendati ons of subordi nates and consi deri ng ot her
pertinent and available information to devel op new 25
i deas and concepts and policy proposals,
- by devel opi ng and recommendi ng | egi sl ati on and regul ati ons
for schools and school districts, apprenticeship prograns,
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financi al assistance for postsecondary education and vocati onal
training, operation of pupil residences, and

- by drafting, subnmitting and defendi ng proposals and recom
mendations to be used for consultations with the Council of the
Nort hwest Territories.

- Provi des advi ce and gui dance to the Department on financial and
construction policy for the Yukon Territory to ensure that educati onal
affairs are soundly and economically admnistered in conpliance with the
federal -territorial agreenent and that the educational needs of the
i ndi genous peopl e are net
- by studyi ng proposal s nade, mnaki ng counter proposals through
correspondence and neetings with senior federal and territorial
officials, and
- by participating in formulating the five-year federal -
territorial financial agreenents. S

- Secures additional education services outside the Branch such as
the training of Northern Indians and Eskinos at the occupational
training centres run by the Departnent of National Defense in
Sout hern Canada, or the vocational training of |Indians and Eski nos
t hrough agreenents with the Departnent of Manpower and | nmm gration
- by neeting with senior officials of the departnents concerned
to discuss the details of arrangenents, and 10
- by entering into witten agreenents on behal f of the Branch
with the departnments concerned.

- Co-ordinates publicity and public relations for the Division to
ensure a consi stent approach
- by drafting speeches or statenments to be made by the Mnister
on northern educati on,
- by witing or reviewing articles for publication in professional

journal s or other nedia, 10
- by directing the preparation of an annual education review,
and

- by establishing and naintaining effective comunication with
the I nformation Services Division.

- Conducts negotiations on behalf of the Department w th senior
officials of other |evels of government, universities, school boards,
| abor unions and industry on such matters as purchase and use of
provi nci al school curricula and vocational training facilities 15
for northern schools and residents, on-the-job training, apprentice
ship training, specific vocational training prograns and projects,
rel ocation of workers, and counseling and pl acenent services, in
order to nmake opti mumuse of educational resources and facilities
avai |l abl e el sewhere in Canada.
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Educati on
Sub- group: Education Services
B.MP.D. No. 3

Speci fications Dearee Poi is

Knowl edge

The work requires a broad know edge of all aspects of educationa
theory and practice. It also requires specific know edge of the
school and training facilities in the northern areas for which

the Division is responsible, of the various acts, policies and
regul ati ons concerning the administration of these facilities,

and a thorough know edge of governnent financial and personne
practices. It also requires a thorough know edge of the social
econom ¢ and cul tural characteristics of scattered commnities

conpri sed of people ranging fromthose at a conparatively high

I evel of sophistication to those who are seni-nonmadi c and at

various |levels of social and econoni c devel opnent. The work
requi res experience in directing and co-coordinating a |arge

wi dely dispersed and politically sensitive educati on program 7 350
designed for all age groups of a racially and linguistically

m xed popul ation. It also requires experience in representing
the Departrment at meetings and in discussions with senior

officials of government, educational institutions and organizations,
i ndustry and | abor. This know edge is nornmally acquired

through conpl etion of a master's degree in education which wll

have i ncl uded undergraduate or graduate courses in educationa
adm ni stration, anthropol ogy, sociology or child psychol ogy,

pl us experience as a teacher, principal and school superintendent
and as an admini strator at a senior |evel.

Pr obl em Sol vi ng

The work requires devel opi ng progranms, and nethods and procedures for
staffing, in-service training, curriculumdevel oprment, financial

assi stance and school construction to achi eve the | ong-range
educational goals of the Departnment in the North. The work al so requires
identifying and defining future requirenments for establishing

priorities and determning financial needs for a rapidly expanding
education system Proposed plans and recommendati ons, and

nodi fications thereto are devel oped and, when approved, are inplenented
in accordance with general guide-lines and indications of priorities
provided by the Director of the Northern Admi nistration Branch. c3 350
Deci si ons and recommendations directly affect the effectiveness of

all educational services in the North and infl uence the devel opnent,
enpl oyabi lity, productivity and i ndependence of the people. Decisions
and reconmendations al so affect the utilization of a staff of over 600
enpl oyees and an annual budget of $25 million.

Responsi bility for Contacts

The work requires contacts with the Mnister, Deputy Mnister
and Assistant Deputy Mnister of the Departnent to give advice
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Educati on
Sub- group: Education Services
B.MP.D. No. 3

Degree Points

and to interpret and explain plans, policies and procedures;
with the Assistant Deputy Mnister and Director General,

Manpower, Departnent of Manpower and Inmigration, to negotiate
agreenents on behal f of the Northwest Territories on vocational
training and nmanpower placenent; with provincial deputy mnisters

of education to negotiate for services on behal f of the Government of
the Northwest Territories and the Departrent; w th Conm ssioners of the
Northwest Territories to interpret departmental policies; with Bishops

of the Anglican and Roman Cat holic Churches to determ ne educati onal D3 150
policies on religion; and with officials of universities and national

educati on organi zations to explain and interpret departmental policies

and obtain their assistance in furthering education in the North.

Super vi si on

The work requires supervising 50 headquarters enpl oyees through

supervisors at the senior level of the Scientific and Prof essional

Category and at the internediate | evel of the Admnistrative and

Foreign Service Category. It also requires the functional super- 150

vision, through two supervisors at the senior |evel of the &3
Scientific and Professional Category, of a field staff of approx-
i mtely 550 enpl oyees.
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Educati on
Sub- group: Education Services

BENCH- MARK POSI TI ON DESCRI PTI ON

Bench- mark Position Nunber: 4 Level :

Descriptive Title: CHIEF, VOCATI ONAL TRAI NI NG AND Poi nt
SPECI AL SERVI CES,
I NDI AN AFFAI RS BRANCH

Rati ng: 848

Summary

Under the general direction of the Director of Education, Indian Affairs Branch, and according to

pol i ci es established by seni or managenent, devel ops and directs the inplenentati on and co-ordination
of a program of vocational training, vocational counseling, adult education and rel ocation to provide
adult Indians with the skills and opportuniti es needed for gainful enploynment, an operation
conducted on a nationwde basis and requiring and annual budget of $7.75 mllion and a staff of
approxi mat el y 125 enpl oyees.

Duti es % of Time

- Devel ops prograns of vocational training, vocational counseling,
adult education and rel ocation to provide the adult |ndian
popul ation with the skills and training and the opportunities
needed for gainful enployment
- by reviewing the | ong-range goal s of the Departnent,
- by analyzing the results of surveys and research on popul ati on grow h
and enpl oynment trends to establish new and
revi sed objectives for specific projects,
- by conveni ng conferences to di scuss proposed objectives
and to ensure that they are feasible,
- by devel opi ng and reconmrendi ng policy to be followed in
the achi evenent of objectives,
- by deciding when further infornmation is required and initiating
projects on a limted or trial basis, 25
- by estimating the costs of individual projects to ensure
that funds are available to neet established objectives, and
- by determ ni ng whether the training, enploynent and rel ocation
services offered by the Departnent of Manpower and | mmi gration and by
provinci al organizations can be used in the program and
negotiating for their purchase.

- Inplements vocational training, counseling, adult education and
rel ocati on prograns to achieve the long-termgoals of the
Depar t ment
- by providing directiont o the heads of the Special Training,
Adult Education, and Enpl oynment and Rel ocation sections to
ensure co-ordi nation of activities,
- by issuing directives to regional and district staff to
explain objectives and to interpret policy,
- by following up directives with field visits to provide 20
addi ti onal guidance to the staff, and

- by establishing priorities, allocating staff and allotting
funds.
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- Evaluates projects to determine that results obtained warrant the
funds and effort expended

by devel opi ng appropriate data-collecting procedures to
obtain relevant information fromthe field,

by visiting field locations to discuss the projects with

the persons responsible for their inplementation

by initiating and anal yzi ng studi es and reports of student

enrol ment, drop-outs, failures, successes and achi evenents, and
by review ng progress reports fromthe regions and districts
and taking corrective action if necessary.

- (pbtains and all ocates the funds necessary to carry out the program

by compiling and review ng estinmated costs of individua
proj ect s,

by transferring funds between projects,

by projecting financial needs,

by conpiling and subnitting information for inclusion in
the five-year programreview, and

by maki ng subm ssions to Treasury Board

- Conducts a programof training and devel opnment for field and head
quarters staff

by gi ving gui dance and instruction,

by establishing performance standards and appraising staff,
by recommendi ng the pronotion, transfer and disciplining of
vocati onal education staff in the field

by arrangi ng and pronoti ng neeti ngs, conferences and seninars,

and

by advising staff of departnental training opportunities and
maki ng arrangenents for enpl oyee participation

- Performs related duties such as attending interdivisional neetings
to co-ordinate activities, devel oping and maintaining effective
communi cation with other federal departnments and with provincia
educational agencies to avoid duplication of effort and to ensure
that existing prograns are utilized where feasible, and witing
reports and conducting correspondence.

Speci fications

Know edge

The work requires a thorough know edge of education theory, of
teachi ng practice, of branch prograns and objectives in the

field of adult and vocational education for Indians, of the
various acts, policies and regul ati ons concerning the provision

of training, counseling and enpl oynent services, and a good

know edge of government financial and personnel practices. It
al so requires a good know edge of the social, econonc and

cul tura

characteristics of Indian communities both |arge and

smal |, dispersed across the country and often found in renote
and isol ated areas. The work requires experience in directing
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Educati on
Sub- group: Education Services
B.MP.D. No. 4

Decree Points

the inplementati on and co-ordi nation of politically sensitive and
mul ti-faceted prograns on a nation-w de basis. It also requires
experience in representing the Division in nmeetings and di scussi ons
with senior officials of governnent, and educational institutions
and organi zations. This know edge is normally acquired through
conpletion of a master's degree in education which will have

i ncl uded undergraduate or graduate courses in educationa

adm ni stration, vocational education, anthropology or sociol ogy, plus
experience as a teacher in the field of adult or vocational education and
experience as an adm nistrator.

Pr obl em Sol vi ng

The work requires adapting established nethods and procedures to
conditions, attitudes and | evel of devel opment of a gi ven community
to achi eve the program objectives of the Branch. The i npl enentation
of new prograns such as housing gives rise to a requirenent
to co-ordinate the activities of existing training prograns, such
as training in constructi on and honenaki ng skills with housi ng
prograns to ensure the optinumreturn on the funds allotted for
bot h purposes and to avoid duplication of effort. Tact and good
judgment are required in resisting pressure fromlndian comunities
to establish training schemes that will have no imredi ate benefit
or for which resources are not imrediately available. Initiative
is required in devel oping prograns to meet specific conditions in
accordance with policy and broad gui de-lines established by senior G 231
managerent, such as for exanmpl e the tenporary novenent of 600 | ndi ans
froman area where no training facilities exist to a training centre.
Proposed prograns, plans and adaptations of existing plans are subject
to the approval of the Chief of Education. The activities have a
direct bearing on the effectiveness of the training and counseling
program provided to the adult Indian population and affect the |iving
condi tions and social and econonic devel opnent of communities across
the country, the effective enployment of a staff of 125 and the
use of an annual budget of $7.75 mllion

opti mum

Responsi bility for Contacts

The work requires contacts with directors of training and operations
branches and regional directors in other federal departments and
agenci es concerned with the training, retraining and pl aci ng of

adult workers, to exchange information and to obtain co-operation

and agreenent in achieving the objectives of the Branch. It also
requires representing the Branch at neetings with principals of
vocational training schools and officials of private industry to

di scuss training and enpl oynent opportunities for adult Indians

and with provincial deputy mnisters of education to negotiate
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Educati on
Sub- group: Education Services
B.MP.D. No. 4

Degree Points

the purchase of services and participation in joint training
and enpl oynent prograns.

Super vi si on

The work requires the supervision of seven headquarters enpl oyees

at the senior level of the Adninistrative and Foreign Service

Category and in the Adm nistrative Support Category. It also

requi res the functional supervision, through eight senior

Scientific and Professional enpl oyees, of 107 counsel ors, Es
trai ning specialists and enpl oynent and rel ocation officers.

114
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Educat i on
Sub- group: Education Services

BENCH- MARK PGCsI TI ON DESCRI PTI ON

Bench-mark Position Nunber: 5 Level :

Descriptive Title: DI STRICT SUPERI NTENDENT OF Poi nt Rating: 766
SCHOOLS, ARCTI C DI STRI CT
NORTHERN ADM NI STRATI ON BRANCH

Sunmary

Under the general direction of the Adm nistrator of the Arctic District, Northern

Adm ni stration Branch, and according to policies established by senior managenent, directs
a program of el ementary, secondary, postsecondary, vocational and adult education and the rel ated
support services for the total population of the Keewatin and Baffin Island regions and for the
Eski mo popul ati on of Arctic Quebec, an operation spread over one mllion square niles and
requiring an annual budget of $5.3 million and a staff of approxinately 250 enpl oyees in 30
school s, 22 pupil residences, 3 regional and a district headquarters.

Duti es % of Tine

- Drects the activities of district and regional staff who are engaged
in inplementing the education programfor the Arctic District
- by conducting general school inspections,
- by ensuring that curricula are conpatible with the social
and cul tural backgrounds of the Arctic District popul ation
- by providing guide-lines for the operation of pupil
resi dences and approving the selection and training of
resi dence parents and supervi sors,
- by approving the sel ection of pupils for schools and
resi dences, for vocational training and enpl oynent, and by 40
approving arrangenents for transportation, acconmodati on,
and supervision of the pupils concerned
- by ensuring that vocational and adult education courses neet
the needs of the indigenous popul ation and the broad objectives
of the Branch,
- by providing guide-lines for the devel opnent and i npl enentati on
of a programof extra-curricular activities for each school
- by recommendi ng the pronotion, transfer or disciplining of
education staff in the District. and

- Recruits and places all teachers in the Arctic D strict education
system

- by determning the advertising methods to be used in the
recrui tnment of teachers and directing the inplenmentation of
t hese net hods,

- by establishing guide-lines for and overseei ng the screening
of applicants,

- by planning and directing a cross-Canada schedule for inter
viewi ng applicants remaining after the initial screening, and

- by personally interview ng each of the applicants to nmake the
final selection and pl acenent.

15
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Educati on
Sub- group: Education Services
B.MP.D. No. 5

% of Tine

- Plans and directs orientation and in-service training prograns
for all principals, teachers, classroomassistants, dormtory
_supervisors and other staff of the Arctic District education
system
- by arranging orientation courses in district and regi onal
headquarters to prepare new staff for service in the North,
- by overseei ng the organization of workshops at the regional
level for principals, teachers and other staff during the 15
academi c year, and
- by arrangi ng special courses and conferences in the North
and in the provinces for supervisors and principals during
the academ c year.

- Manages the budget for the Arctic D strict education system
- by supervising the preparation and presentati on of annual
estinmates, both territorial and federal, for all personnel
and material requirenents, and 10
- by approving through established channels all requisitions
for material, equipnent and supplies.

- Devel ops and recommends new and revi sed policies, prograns,
practices and priorities for education in the Arctic D strict
- by assessing existing policies, practices and prograns
to determne their adequacy in the |light of social, 10
t echnol ogi cal, economic and political changes,
- by designing and carrying out surveys throughout the Arctic
Dstrict to obtain information as a basis for planni ng new
prograns and revising existing prograns, and
- by studying the progranms devel oped by other countries for
the education of indigenous people.

- Perfornms related duties such as attending staff meetings, conducting
di scussions with officials of provincial governments regarding the
use of provincial education facilities by northern residents, persuading
officials of teachers'' colleges to provide teacher training 10
courses that specialize in northern teaching probl ens, guiding
and participating in a public relations program and witing
progress reports and conducting correspondence.

Speci fications Degree Points

Knowl edge

The work requires a thorough know edge of educational facilities in the
Arctic District, of the various acts, policies and regul ati ons
concerning the admnistration of these facilities, of all aspects of
educati on and school admnistration, and a good know edge of governnent
financial and personnel practices. It also requires a good know edge
of the social, economc and cultural characteristics of widely scattered
groups of people ranging fromthose at a high | evel of sophistication to
those who are sem nomadic and at various |evels of social devel oprent.
The work
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Sub- group: Education Services
B.MP.D. No. 5

Decr ee Poi nt s

requi res experience in directing and co-coordinating a |arge and
geogr aphi cal | y di spersed educational systemserving a racially
and linguistically mxed population. It also requires experience
inrepresenting the District in meetings and di scussions with

senior officials of government, educational institutions and

organi zations, industry and |abor. This know edge is normally
acqui red through conpletion of a master's degree in education which
wi | I have included undergraduate or graduate courses in educationa
adm ni stration, anthropol ogy, sociology or child psychol ogy, plus
experience as a teacher, principal and inspector or superintendent
of school s.

6 303

Probl em Sol vi ng

The work requires adapting established nmethods and procedures to

conditions, attitudes and | evel of devel opment in communities

within the District to achieve the educational objectives of the

Departnment. Unforeseen increases in school enrolnments resulting

fromthe novenments of popul ati on caused by m ning devel opnents

and ot her ecol ogi cal factors necessitate finding staff and facilities at

short notice. Tact and good judgnent are required in

per suadi ng | ndi an and Eskinp parents to send their children to a

central residential school. Initiative is required in directing,

devel opi ng and inplenenting a program of orientation and in-service B 210
training for teachers and principals posted in isolated comunities. 2
Initiative is also required in devel opi ng proposal s for prograns

to neet the special needs of individuals and communities, such as

a program of education in southern schools for selected students.

The activities affect the provision of an effective program of

el ementary, secondary, postsecondary, vocational and adult education

prograns to the popul ati on, both indigenous and white, of the Arctic

Dstrict, the effective enpl oynent of a staff of 250 enpl oyees and

the opti mumuse of an annual budget of $5.3 nmillion

Responsi bility for Contacts

The work requires contacts with district superintendents of welfare,

the district engineer, section heads, finance and personnel officers

in other branches to exchange infornmation and to obtain co-operation

and agreement in achieving the educational objectives of the Departnent.

It also requires contacts with deans and professors of

education in universities and provincial school inspectors concerning

the recruitment and qualifications of teachers, with chief C 121
superintendents of schools, educational specialists and research officers 3
fromother countries to discuss the education of indigenous peopl e,

with enployers in the area to seek participation in training and

enmpl oynent prograns, and with officials of provincial governnents

to arrange use of provincial education facilities by northern

resi dents.
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Degr ee Poi nt s,

Super vi si on

The work requires supervising a headquarters staff of 13 enpl oyees

at the intermediate |evel of the Scientific and Professional and
Adm ni strative Support categories. It also requires the functional
supervi si on, through three senior enployees in the Scientific and

Prof essi onal Category, of 250 enpl oyees conpri sing teachers,

adult and vocational educators, housekeepi ng and of fice staff. F3 132
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Educati on
Sub- group: Education Services

BENCH- MARK POSI TI ON DESCRIPTION

Bench-nark Position Nunbers 6 Level :

Descriptive Title: HEAD, ADULT EDUCATI ON SECTI ON, Poi nt Rating: 570
| NDI AN AFFAI RS BRANCH

Sunmar y

Under the general direction of the Chief, Vocational Training and Special Services, |ndian
Affairs Branch, establishes guide-Ilines, procedures and methods for the organi zati on and

i npl ement ati on of adult education prograns directed towards the Indian popul ati on and
designed to elimnate illiteracy, raise education |evels and provide the hormenmaki ng skills,

i ncl udi ng consurer education, required in conjuncti on with council or departmental housing
progr ans.

Duti es, % of Tinme

- Establishes guide-lines, procedures and nethods for the organization and
i npl ementation of adult education prograns directed towards the adult |ndian
popul ation and for co-ordination of homemaki ng and housi ng prograns
- by devel opi ng systematic data gathering procedures in
co-operation with Regional Supervisors of Adult Education
- by devel opi ng and keeping up to date a field nanual that 5
covers all aspects of adult education, and
- by devel opi ng procedures for the purchase of services on
a contract basis.

- Provides professional advice and gui dance to regi onal supervisors
of adult education to ensure that established policies are being
followed and that the prograns are neeting the needs and interests
of adult Indians

- by witing directives for issue to field personnel to

expl ain objectives and interpret policy,

by locating, adapting and witing teaching and study

material for the adult education program

by visiting field personnel to discuss problens arising o5

fromthe inplementati on of prograns,

- by replying to correspondence fromfield personne
outlining problens and requesting assi stance, and

- by planni ng and devel opi ng i n-servi ce traini ng prograns
for adult education staff.

- Drects the home econonics program designed to inprove |iving
standards on Indian Reserves and to help Indian famlies to acquire
the horenaking skills and attitudes required for nmovenent off
reserves

- by hol di ng di scussions with the Field Supervisor of

Hone Econonics to determne the needs of the adul t 20
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Educati on
Sub- group: Education Services
B.MP.D. No. 6

% of Time

I ndi an popul ation, to decide on the program content and
to establish priorities,

- by locating, adapting and witing teaching and study
material for the hone econonmi cs program and

- by recommendi ng changes in program content or in nmethods
and procedures.

- Eval uates the organization and activities of the Adult Education
Section to determ ne effectiveness, areas of expansion or
i mprovenmrent and the extent to which objectives are being attained
- by analyzing and appraising progress reports fromthe regions
to assess the degree of success achieved in inplenmenting
the program
- by visiting field locations to discuss the programs and 15
progress being made with the staff, and
- by devel opi ng and recomendi ng changes in policy, nethods
and procedures to expedite and inprove the inplenmentation
of the programns.

- Perfornms related duties such as establishing and maintaining effective
communi cation with governnent and nongovernnental agencies to ensure
co-ordination of effort, collecting data on adult education for
inclusion in annual estimates and the five-year programreview
providing information relevant to the prograns of the Branch,
establishing co-operative relations with Indian people through field 15
trips to maintain an awareness of their needs, conducting correspon-
dence and drafting reports and subm ssions to Treasury Board.

Speci fi cati ons, Degr ee, Poi nt s
Know edge

The work requires a thorough know edge of the theory and practice

of adult education, of the objectives of branch prograns pertaining
to adult education for Indians, of the various acts, policies

and regul ati ons concerning the provision of training, and a good
knowl edge of government financial and personnel practices. It

al so requires a good know edge of the techniques used in training

a widely scattered population that is basically or functionally
illiterate. The work requires experience in searching out,

revi ewi ng, devel oping, adapting and witing material for use in

t he homenmeki ng and adult education prograns. It also requires
experience in launching pilot projects to test the soundness of 5 256
proposed adult education plans and to provide the basis for further
devel opnent and el aboration. This know edge is normally acquired

t hrough conpl etion of a master's degree in education which wll
have included undergraduate or graduate courses in adult education
educational admnistration, teaching theory and practice, or

psychol ogy, plus experience in the field of adult education as a
teacher and supervisor.
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Sub- group: Education Services
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Degree Points

Pr obl em Sol vi ng

The work requires adapting established nethods, procedures and

materials to neet the educational needs of adult Indians |iving

in communities at varying |l evels of devel opment and sophi stication
Communi ty changes, such as industrial devel opment, necessitate an

apprai sal of existing prograns and anal ysis of the educationa

needs of the adult population to ensure that |ndians are being

provided with the skills needed to take advant age of new enpl oynent
opportunities. Tact and good judgment are required in

provi di ng advi ce and guidance to field staff over whomthe

i ncunbent exerci ses no supervisory responsibility and in persuadi ng them
to adopt new nethods and techniques. Initiative is required in
devel opi ng guide-lines and training progranms to enable staff to deal with
probl ens such as those arising fromthe decision to co-ordinate training

i n honmemaki ng with the housi ng program The activities ensure the By
ef fective and tinmely provision of teaching and study material suited to
adult needs and interests. The activities also affect the workl oad
and the effective enploynent of six regional supervisors of adult educa-
tion, six regional supervisors of home econom cs and a nunber of

area adult educators, part-time instructors and vol unteers.

210

Responsi bility for Contacts

The work requires contacts with chiefs of division and section, heads
in the departnent and in other federal departments and agenci es concerned
with the training and retraining of adult workers, to exchange
informati on and to discuss problens of mutual interest. It also
requires contacts with staff devel opnent specialists, program

| eaders and section heads in United States governnent agencies

and extension services and university professors and directors
of Canadi an and foreign university extension services to keep

abreast of developnents in adult education and to maintain a

conti nui ng awareness of services that are available on a purchase
basis and suitable for inclusion in the adult education program
of the Departnment.

75
52

Super vi si on

The work requires the supervision of one enpl oyee at the inter-
nediate | evel of the Scientific and Professional Category. A2 29
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Sub- group: Education Services

BENCH- MARK POSITION DESCRIPTION

Bench-mark Position Nunmber: 7 Level

Descriptive Title: REG ONAL LANGUAGE Poi nt Rating: 215
ARTS SPECIALIST,
| NDI AN AFFAI RS BRANCH

Sunmary

Under the direction of the Regional Superintendent of Schools, plans, directs and
eval uates | anguage arts instruction prograns, including speaking, reading, creative
writing, and thinking skills, at the pre-school, primary and elenentary levels in
federal Indian schools, to enable Indian pupils to attain and naintain the age-grade
standards of the provincial curriculum

Duti es, % of Ti ne,

- Plans the use of instructional materials and guide-lines for the
teachi ng of oral English or French as the | anguage of instruction
in federal schools to enable Indian pupils to achi eve an academ c
level equal to that of a sinmlar age group in the provincia
public school s
- by consulting with teachers and ot her Language Arts Specialists
about probl ens encountered in the provincial curriculum
wi th respect to Indian pupils,
- by observing in the classroomthe effectiveness of teaching
progranms and of the techni ques and net hods enpl oyed by the
t eachers, 25
- by assessing the degree of proficiency attained by the
pupils in the second | anguage and revising courses as the
pupi | s' requirements change, and
- by dermonstrati ng nodern | anguage teachi ng techniques at in
service training workshops for teachers.

- Qultivates good reading habits in Indian pupils

- by collaborating with librarians and ot her Regi onal Language
Arts Specialists in the selection of supplenentary reading
materials for Indian pupils,

- by studying and experimenting w th new nethods of teaching
reading to bilingual |earners and recomendi ng use of the
nost prom si ng net hods,

- by keeping teachers infornmed of new trends in the approaches
to readi ng, and
- by di agnosi ng probl em areas and recommendi ng ways of achi evi ng
i mprovenents.

20

- Drects the testing of Indian pupils' achieverment in learning to
read English or French, to determne their problens and to establish
nors commensurate with those of provincial school districts
- by selecting standardi zed test batteries in conjunction with 15
provinci al education authorities, and
- by prescribing uniformtesting procedures for all federa
school s in the Region.
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% of Tinme

- Organi zes, and recommends revisions to, the pre-school programfor
Indian children to prepare themfor primary school and to foster
conmuni cati on between hone and schoo

- by collaborating with universities and provincial departments of
education on teacher training prograns |eading to
a specialist certificate at the kindergarten |evel
- by evaluating the pre-school programwi thin the region, and
- by selecting naterials for kindergarten kits for distributionto
nmot hers of children in areas where the pre-school cl asses cannot be
hel d.

25

- Participates in the training of teachers

- by advising teachers in provincial schools with an Indian
pupi | enrol ment on the problens encountered in | anguage arts
t eachi ng,

- by giving lectures and | eading seninars and orientation
courses at the regional level, and

- by teaching university summer credit courses to teachers
teaching in geographically isolated areas.

10

- Perforns related duties such as witing reports and correspondence, and
providing information to and col laborating with universities and research 5
centres on their research projects

Speci fications Decree Points

Know edge

The work requires a thorough know edge of pedagogy and, in
particul ar, the teaching of a second | anguage to pre-school

primary and el enentary school age children and the testing of
achievenent in these areas. It also requires a know edge of
federal and provincial educational policies, curricula and

achi everrent norns at the primary. and el enentary school | evel

The work requires several years' teaching experience in federal 1 70
schools in a multicultural setting. This know edge is normally
acqui red through university graduati on and courses in | anguage

arts, child psychology or applied |inguistics, plus experience

as a teacher.

pr obl em Sol vi ng

The work requires the identification, elucidation and solution

of probl ens experienced in teaching English and French in the

classroom It also requires the adaptati on and revision of

teachi ng prograns and the devel opnent of new courses of study A 70
in accordance with the requirenents of the students. The work

requires the ability to explain or interpret the characteristics

of Indian culture to teachers. It also requires judgnment in

the interpretation of test results. Decisions affect the
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Degree Points

efficiency of teachers and the degree to which Indian children
nmast er a second | anguage

Responsi bility for Contacts

The work requires contacts with col | eagues such as other Regi ona

Language Arts Specialists, with the Director of Educational

Television in the Provincial Department of Education, concerning

the availability of services and of special prograns for |ndian

communi ties; with teachers in provincial schools where Indian

children are enrolled, to explain the | anguage arts program with

readi ng specialists and city school boards for the purpose of

obtai ning the services of resource people and of pronoting B2 75
interest in and support for Indian education; and with distributors of

educational texts and supplies to discuss the needs of |ndian schools.

Super vi si on

There is no responsibility for supervision. - -
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Bench-mark Position Nunber: 8 Level :

Descriptive Title: REG ONAL SUPERI NTENDENT OF SCHOOLS, Poi nt Rating: 522
ARCTI C QUEBEC REGQ ON, NORTHERN
ADM N STRATI ON BRANCH

Sunmary

Under the general direction of the Regional Adnministrator, Arctic Quebec Region, directs
and co-ordi nates an educational programincluding el ementary, secondary, postsecondary,
vocational and adult education and rel ated support services for the Eskinmo popul ation of
Arctic Quebec, an operation requiring an annual budget of $1.3 mllion and a staff of

approxi nately 90 enpl oyees.

Duti es % of Tinme

- Directs the activities of principals and teachers enployed in the
Arctic Quebec school system
- by visiting each school and cl assroomonce a term and
hol di ng di scussions w th individual s and groups,
- by ensuring that curricula and teaching aids are conpatible with the
social and cultural backgrounds of the
Arctic Quebec popul ati on,
- by indicating the areas in whicheducational consultants
are to work during their visits to the Region and i npl enenting or
subnitting their recommendations to higher
aut hority, 40
- by attendi ng nmeetings of school boards where such boards
exi st to proffer guidance and assistance on all natters
pertaining to the adnministration of the school system and
- by submtting reports to higher authority, describing the
action taken to resol ve probl ens involving personnel,
pupi |l s or educational naterial, and recommendi ng the action
to be taken or requesting a solution.

- Directs and co-ordinates the vocational and adult education
prograns in the Region
- by supervising the work of the Regional Superintendent of
Adul t Education, and 10
- by planning or approving joint health education projects
with the Departnent of National Health and Wl fare.

- Participates with the Dstrict Superintendent of Schools, Arctic
Quebec Region in the recruitment, selection, placenent and
transfer of teachers within the Region
- by advising the District Superintendent on the speci al
qualities and qualifications needed by teachers to effectively
fill vacancies as they occur, 15
- by participating in the personal interviews held in
conjunction with the recruiting tours, and
- by checking references and teaching certificates presented
by applicants.
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% of Tine,

- Organizes and inplenents training and devel opnent prograns for
principals, teachers, classroomassistants and other staff nenbers

- by advising the Dstrict Superintendent on the subject
matter to be included in the various courses,

- by making arrangenments for and ensuring that all new staff
undergo orientation prior to their service in the North

- by directing and participating in workshops and sem nars
for principals, teachers and other regional staff, and

- by selecting and recomrendi ng courses for principals.

15

- Manages the budget for the Arctic Quebec education system
- by compiling and presenting to the District Superintendent
the initial annual estimates on staff and financia
requi renents for the Region, and
- by reviewi ng and approving, in accordance with established
policy, requisitions for equiprment and supplies for the
regi onal school system

10

- Perfornms related duties such as attending staff and other meetings,
gathering infornation to eval uate existing prograns or devel op new
ones, devel opi ng and mai ntai ning effective communication with 10
uni versities, teachers' colleges and ot her educational organizations,
participating in public relations prograns, and conducting correspondence
and witing reports.

Speci fications Decree Points

Knowl edge,

The work requires a thorough know edge of educational theory and

practice, of school adm nistration, of educational facilities in

the Arctic Quebec Region, of the various acts, policies and regul ati ons
concerning the training and educati on of Eskinos, and a good know edge
of governnent financial and personnel practices. It also requires a
good knowl edge of the environnment, social, economc and cul tural
characteristics of the Eskino communities in Arctic Quebec. The work
requires experience in directing and co-coordinati ng a system

offering el ementary, secondary and postsecondary education, adult
education and vocational training and counseling. It also requires 4 209
experience in neeting and working with senior officials of provincia
educati onal organizations, industry and |abor. This know edge is
norral Iy acquired through conpletion of a naster's degree in education
which will have included undergraduate or graduate courses in

ant hr opol ogy, sociology or child psychol ogy, plus experience as a
teacher and principal of a |large school

Pr obl em Sol vi ng

The work requires adapting established methods and procedures to
conditions, attitudes and | evel of devel opnent of the Eskino
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Decr ee Poi nts

comunities in the Arctic Quebec Region to achi eve the educati onal

obj ectives of the Departnent. Initiative is required in providing

staff with in-service training and in assisting themto adjust to

life in the Arctic Quebec Region. Initiative is also required in

devel opi ng prograns to encourage participation in school affairs

t hrough home and school associations and to i nform uneducated

parents of the role of education in the nodern world.

Reconmendati ons concerning the placenment and transfer of teachers A2
and t he expansion of educational facilities within the Region directly 139
af fect the regional school program The activities determ ne the

degree of effectiveness of the total programof el ementary, secondary,

post secondary, vocational and adult education provided to the Eskinos of

Arctic Quebec and the effective enpl oynent of a staff of 90. The

activities are also designed to produce an optinumreturn on an annual

budget of $1.3 mllion.

Responsibility for Contacts

The work requires contacts with department heads, zone superintendents and

superintendents of nurses in other federal departnents or agencies to devel op

co-operative prograns in such fields as mental and physical health. It

al so requires contacts with provincial deputy mnisters of

education, school superintendents and inspectors, school boards,

general secretaries of provincial teachers' associations and

provincial curriculum devel opment commttees to co-ordinate prograns

and purchase training agreenents, and with associates in industry to discuss g2 75
enpl oynent prograns and seek participation in training.

Super vi si on,

The work requires supervising a staff of eight including enpl oyees

at the intermediate |level of the Scientific and Prof essional

Cat egory and enpl oyees in the Admnistrative Support Category and, 99
through 12 subordinate supervisors, a field staff of 68 teachers E2

and housekeepi ng enpl oyees.
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BENCH MARK PGSl TI1 ON, DESCRI PTI ON

Bench-mark Position Nunber: 9 Level

Descriptive Title: REG ONAL SUPERI NTENDENT OF
VOCATI ONAL TRAI NI NG AND Poi nt Rating: 650
SPECI AL SERVI CES, SASKATCHEWAN
REG ON, | NDI AN AFFAI RS BRAD H

Sunmar y

Under the general direction of the Regional Director, Saskatchewan Region, Indian Affairs
Branch, directs the inplenentation and co-ordination of a programof adult education
vocational training, vocational counseling, and relocation for the adult Indian

popul ation in the Saskatchewan Regi on, an operation requiring an annual budget of
$792, 000

Duti es, % of Time

- Directs the inplenentati on and co-ordi nati on of vocational training
programs w thin the Saskat chewan Region to ensure that adult
I ndians are provided with the occupational skills required for
ef fective enpl oynent
- by analyzing field reports, surveys and other data to
determ ne job vacancies and training needed to fill them
- by determning what training opportunities are avail able
within the Region and informng the regional and district

staff,
- by discussing training requirements with regional and
district staff to obtain information on which to base 30

trai ni ng projects,
- by establishing objectives for the proposed projects and
devel opi ng procedures and met hods for achieving them
- by determ ning which services offered by the Depart nent
of Manpower can be used in the progranms, and
- by visiting vocational training projects to observe the
i npl erentati on of the training prograns.

- Directs the inplenentation, on reserves, of such adult education
prograns as honeraki ng and basic |iteracy
- by hol di ng di scussions with the Regional Supervisor of
Adul t Education to deternine the imredi ate needs of the
adul t Indian popul ati on,
- by analyzing reports, results of surveys and other data,
by setting up projects on a trial or experinmental basis
when further information is required and when et hods and
procedures are to be tested,
- by establishing priorities, nethods and procedures for
i mpl ementing full-scale projects
- by co-coordinating the adult education programs in relation 30
to other divisional activities,
- by indicating that material fromthe citizenship training
program conduct ed by the Departnent of Manpower be used
in whole or in part, and
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of Time

- byvisiting areas in which prograns are under way to eval uate
their effectiveness.

- Directs the inplenmentation of enploynent and rel ocati on prograns
designed to find job opportunities for adult Indians and to nove
adult Indians to areas where enpl oynment is avail abl e
- byreviewing with the Regional Supervisor of Enpl oynent
and Rel ocation enpl oyment opportunities within the Region,
- by studying enpl oynent trends and reports and other informati on on
t he devel opment or expansion of industry to identify
j ob opportunities,
- by inplenenting enpl oyment and rel ocation projects on a
limted or trial basis to eval uate proposal s, nethods and 20
procedur es,
- by maintaining a close working relationship with the
Depart nent of Manpower to take advantage of their enpl oynent
servi ces wherever possible, and
- by making field trips to evaluate the progress bei ng made
in enpl oynment and rel ocation projects.

- Conducts a programof in-service training and staff devel opnent

- by giving guidance and instruction

- by appraising staff in accordance with established
performance standards,
by | eading and participating in meetings, conferences and
sem nars,
by interviewi ng and counsel i ng enpl oyees on work probl ens,
and
- by selecting and recommendi ng enpl oyees for departnenta

and ot her training courses.

10

- Perforns related duties such as attendi ng neetings, devel opi ng and
mai ntai ning effective commni cation with educational institutions
and with other organizations to obtain all training opportunities
possible for adult Indians, assenbling data and relevant information 10
for inclusion in the annual estimates and. five-year programreview,
and conducting correspondence.

Speci fi cati ons, Degree  Points

Know edge

The work requires a thorough know edge of teaching theory and
practice, of regional progranms and objectives in the field of
adult and vocational education for Indians, of the various

acts, policies and regul ations concerning the provision of

trai ning, counseling and enpl oynent services, and a good

know edge of governnent financial and personnel practices.

It also requires a good know edge of the social, econonic and
cultural characteristics of Indian communities, both |arge
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Degree. Points

and small, wthin the Saskatchewan Regi on. The work requires
experience in directing the inplenentation and co-ordination of
varied but interlocking prograns on a provi nce-w de basis and
often with the possibility of local interference or criticism

It also requires experience in conducting nmeetings with officials
of provincial education and | abor departnents, educational
institutions and with band councils fromIndian comunities.

Thi s know edge is nornal ly acquired through university graduation which 256
wi || have included courses in vocational education, anthropol ogy or
soci ol ogy, plus experience as a teacher in the field of adult or
vocational educati on and experience as an adm ni strator.

Probl em Sol vi ng

The work requires selecting and appl yi ng establ i shed net hods

and procedures to achi eve the objectives of the programs within

t he Saskat chewan Regi on. The work al so requires adaptation

and nodi fication to neet the peculiarities of a given area

or to avoid duplication of services offered by other federal

or provincial agencies. Tact and good judgnent are required

i n approachi ng | ocal industry to seek job opportunities for

adult Indians. Initiative is required in devel opi ng et hods

to extend training programs offered by other agencies to the

reserves. Proposed plans and adaptations of existing nethods 210
and procedures are subject to the approval of the Chief, B2
Vocational Training and Special Services. The activities deter

mne the degree of effectiveness of the programof training and

counseling provided to the adult Indian popul ation and af fect

the living conditions and the social and econom c devel oprment of

I ndi an communi ties wthin the Saskat chewan Regi on. The types of

activities undertaken and their effective pronotion have a

direct bearing on the participation and co-operation of educational
institutions and industry.

Responsibility for Contacts

The work requires contacts with regional directors in other

federal departnents and agencies to exchange infornati on and

to obtain co-operation in achieving the objectives of the

Branch in the Region. It also requires representing the Branch
at neetings with the Director of the Departnment of Education

deans of university extension services and directors of training
institutions and I ndian band councils in the Province of

Saskat chewan to di scuss training and enpl oynent, to purchase

and arrange for the extension of services to Indians and to

solicit participation in prograns wthin the Region.

3 121
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Degree Points

Super vi si on

The work requires supervising 12 enployees at the internediate

I evel of the Scientific and Professional Category and, through

two subordinate supervisors, an adult educator, three enpl oynent 107 63
and relocation officers and two support staff.
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BENCH- MARK PCSI TI ON DESCRI PTI ON

Bench-mark Position Nunber: 10 Level :

Descriptive Title: REG ONAL SUPERVI SOR OF ADULT Poi nt Rating: 376
EDUCATI ON, BAFFI N | SLAND REG ON,
NORTHERN ADM NI STRATI ON BRANCH

Sunmary

Under the direction of the Regional Superintendent of Schools, Baffin Island Region, devel ops,
and directs the inplementation and co-ordination of, the adult education programin the Baffin
I'sland Regi on, a programdesigned to acculturate the Eskinos, to instill in theman awareness

of commnity problens and of the need for social devel opnent and to supply themwith the skills
needed i n maki ng deci sions affecting their social and economic wel fare.

Duties % of Tine

- Devel ops and revises the adult education programin the Baffin
I sl and Regi on
- by consulting with subordinate staff and | ocal |eaders to
assess the educational and social needs of the various
settl ements,
- by arrangi ng regional conferences and wor kshops and studyi ng the
resulting proposal s to determ ne whet her they agree
with established policy,
- by studying current adult education activities to eval uate
the degree of success achieved in the attai nment of established
obj ectives and to deternine the need for revision,
- by studying reports on the projects and activities of the
Branch, other departments and vol untary agenci es concer ned 35
with adult education,
- by estimating staff and funds required and maki ng appropri ate
recomendati ons to senior officers, and
by initiating pilot projects to study the feasibility of a
proposed activity and to determne the need for nodification
of met hods and procedures.

- Drects the inplementation of the adult education programin the
Baffin Island Regi on
- by establishing priorities, allotting funds and assi gni ng
staff to ensure opti numuse of personnel and financial

resources,
- by determning the requirements for new material such as
teachi ng ai ds, workbooks and nmanual s, and controlling their 35

di stribution,

- by witing directives to guide regional staff concerned with
adult education and to explain objectives and interpret policy,
- by devel oping effective working relations with other departments
and with private or volunteer agencies to exchange information, to
clarify policy and obtain agreenent and support,
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% of Time
- by co-coordinating the field visits of resource and adult
education staff to derive the greatest benefit fromtheir
activities, and
- by making field trips to evaluate the effectiveness of
programactivities and to resol ve probl ens arising from
their inplenentation.
- Recruits and trains part-tinme instructors and vol unteer | eaders
- by establishing selection and perfornmance standards,
- by allotting and directing the use of funds for instructor
contracts,
- by briefing newinstructors on course content, methods and
t echni ques,
- by giving instruction on the use of equi pnment and vi sual 15

ai ds,

- by arranging and participating i n workshops, and

- by arranging for the assistance of resource staff and com
piling lists of source materi al

- Perforns related duties such as attendi ng nmeetings, conferences and
wor kshops, keeping records and assenbling data on the settlenents
within the Region, conpiling statistics and other data for inclusion in the 15
annual estimates and five-year programreview, and
conducti ng correspondence.

Speci fications Degree Points

Know edge

The work requires a good know edge of adult educational theory

and practice, of the facilities available for adult education

inthe Baffin Island Region, of the various acts, policies and
regul ati ons concerning the provision of such training in the

Regi on, and a know edge of government financial and personne
practices. It also requires a know edge of the characteristics
of racially and linguistically mxed communities within the
region and the speci al needs and probl ens of a peopl e undergoi ng

a cultural transition. The work requires experience in directing
rural extension and community devel opnent prograns that enphasize

horre econonics, health educati on and social welfare. It also 2 116
requi res experience in conducting nmeetings with associates in

ot her federal departnents and with representatives of church

groups and local councils. This knowl edge is nornally acquired

t hrough uni versity graduati on and courses in education, social

work or a social science, plus experience in the field of adult
educati on and experience as an adm ni strator.
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Probl em Sol vi ng

The work requires selecting and appl yi ng established met hods and
procedures to achi eve the objectives of the program devel oped for

the Region. There is roomfor sonme adaptation and nodification to
neet the peculiarities of a given community, but problens arising
fromstaff and financial limtations and fromthe proposed use

of resource or professional personnel or shared facilities are

referred to nore senior officers. Tact and good judgnment are

requi red in discussing the educational needs of a commnity with

i ndi genous | eaders to obtain information on which to base a

project. Initiative is required in devel oping courses to
support

other activities, such as a course in arithnmetic for the participants of
a co-operative business venture. Recommendations are nmade to the 139
Regi onal Superintendent of Schools. The recruiting and training of A2
vol unteer workers, in addition to those on contract and sal ary, has

consi derabl e i npact on the success of the projects undertaken. The
activities help to provide the Eskinos with the educati on and
training needed to enable themto assune greater responsibility for
determ ning and handling their own affairs. The activities are desi gned
to produce the naxi mumreturns possible fromthe annual budget of $83, 000
for adult education in the Region

Responsibility for Contacts

The work requires contacts with the Regional Wlfare Oficers in

the Department to give and receive information on peopl e receiving

wel fare assistance and with the Sel ection and Placenent Oificer in
the Region to relate adult education prograns to the special needs

of persons whose enpl oyment changes their cultural patterns and
provides leisure time. The work, requires contacts with the

nmedi cal officers and nursing staff of the Department of Health and

Wl fare to provide educational progranms in support of nedical work.
It also requires contacts with local comrmunity councils to assist
officers of the council with such tasks as keepi ng minutes, preparing
agendas and conducting neetings and with clergy and church | eaders

to secure their interest, their co-operation and their continued

support of the adult educati on program

b2 75

Super vi si on

The work requires supervising one enployee at the internmediate | eve

of the Scientific and Professional Category, one enpl oyee in the B 46
Adm ni strative Support Category, and seven nman-years of paid part 2

time instructors.
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BENCH- MARK PGCSI TI ON DESCRI PTI ON

Bench-mark Position Nunber: 11 Level

Descriptive Title: REG ONAL SUPERVI SOR OF Poi nt Rating: 310
HOVE ECONOM CS, ALBERTA REG ON,
| NDI AN AFFAI RS BRANCH

Summary

Under the general supervision of the Regional Supervisor of Adult Education, plans, organizes
and control s hone econonics education in the Al berta Region and provides | eadershi p, gui dance
and supervision in the pronotion of honmenmaki ng and hone managenent techni ques within the

Regi on.

Duti es % of Tine

- Plans and organi zes projects, courses and other activities in
horme economcs to inprove |iving standards on Indi an Reserves
and to help Indian famlies acquire the homenmaki ng and home
managenent techni ques and attitudes required for novenent off
Reserves
- by establishing priorities within the Regi on and drawi ng
up plans of action within the framework of the established
adul t education policy, and 25
- by analyzing conditions and interests in specific |ocations
to determne comunity and individual needs and to determ ne
the feasibility of introducing home econom cs projects and
activities.

- Pronotes home econom cs activities in coomunities within the

Regi on and encourages comunity and individual participation
- by assisting comunity | eaders to predict |ong- and

short-term obj ectives,

by recruiting and selecting |Indian wormen to be enpl oyed

as community project |eaders on a contract basis,

- by training or organizing training courses for sel ected 35

comunity | eaders,

by organi zing short-termtraining courses for voluntary

| eaders of | ocal honemaker clubs, and

by visiting community project |eaders and vol unt eer

workers to observe and assess their performance, to

provide in-service training and to carry out teaching

denonstrati ons.

- Controls hone econonics activities within the Region to provide
the nost effective utilization of resources avail abl e
- by estimating costs of projects and courses and ensuring
that expenditures remain within the established budget, 20
- by evaluating the effectiveness of current hone econom cs
courses and projects
- by witing statistical, narrative and annual reports as
required, and
- by coordinating the planning and inplenmentati on of hone
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% of Tine

econom cs projects and courses with other educational and
assi stance prograns in the Region
- Solicits the co-operation of commercial firns, and public and
private agencies in the Region in coordinati ng home econonics
projects for comunities and individuals, or purchases services
ot her agenci es have avail able to avoid duplication of effort and
to encourage community participation and self-help
- by conducting correspondence with departnmental coll eagues
and representatives of public agencies, private business, 10
service clubs and community organi zations, and
- by attending neetings and participating in comittee
activities to discuss and plan projects and activities
of mutual concern

- Perforns related duties such as maintaining files of reference
and resource materials, distributing reference materials for
use in local projects and activities, and review ng technical 10
reports, professional journals and rel ated publications to
keep up to date on social and economic changes that affect the
lives of the Indian people.

Speci fications Degree Points

Know edge

The work requires a good know edge of the theory and practices

of hone econom cs and adult education, a thorough know edge of

the social and econom c needs and interests of Indians living

in communities of varying | evel s of devel opnent, achi evenent

and accul turation, and a good know edge of the resources

avail able for their devel opnent. The work al so requires experience
i n devel opi ng and coordi nati ng regi onal hone econon cs

projects and in selecting and training local |eaders to assist

in the practical application of the program This know edge
is normal ly acquired through university graduation in home
economcs, training in the philosophy and techni ques of adult
education, plus experience in the field of adult education

2 116

Probl em Sol vi ng

The inpl enentation of home econom cs projects requires the
assessnent of the interests and hone managenent needs of I ndian
fanlies and cormunities and of the resources available for

their developnent. Initiative is required in scheduling projects
to meet the needs and interests of individuals and communities

at varying levels of social achieverent and in selecting and
training local |eaders and vol unteer workers to assist in project

i mpl erent ati on through denobnstrations and practical application
of hone managenent techni ques. The activities affect the living
conditions of Indian famlies and the social devel opnent of

I ndi an comuni ti es.

A 70
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De ree Points

Responsi bility for Contacts

The work requires contacts with Regi onal Superintendents of

School s, D strict Superintendents of Schools, Quiidance Counsel ors,
Teachers, Principals, Vocational Counselors and Sel ection

and Pl acement Officers, with university professors and directors

of university extension services and with regional representatives of
the Departnents of National Health and Wl fare, Fisheries, Agriculture,
and Provincial Departnents of Agriculture and Health, to discuss the
devel oprrent and i npl enentation of projects of mutual interest and to
provi de and obtain co-operative participation in adult education B2 75
prograns. It also requires contacts with representatives of |ndian
associ ations, the Tubercul osis Associ ation, |nsurance Conpanies, and
industrial firms, to keep inforned of devel opnents in hone econom cs
teachi ng nethods and the services and materials available on a

pur chase basi s.

Super vi si on

The work requires supervising 11 man-years of paid part-time al 49
hone economics instructors and indi genous | eaders.
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BENCH- MARK PCSI T1 ON DESCRI PTI ON

Bench-mark Position Nunber: 12 Level :

Descriptive Title: SENI OR TEST DEVELOPMENT Poi nt Rating: 443
SPECI ALI ST, LANGUAGE BUREAU

Sunmary

Under the direction of the Chief, Test Devel opnent Section, Language Bureau, directs
the production and standardi zati on of aptitude, placenent, diagnostic achievenent and
proficiency tests used in the |anguage schools of the Public Service Conmission in the
teaching of French as a second | anguage.

duties, % of Ti ne,

- Deternines test plan and rationale to ensure that the tests devel oped
will reflect the | anguage patterns and |inguistic skills required
at the various |levels of achievenment and proficiency in the teaching
and | earning of French as a second | anguage
- by defining the objectives of the test,
- by translating the given purpose of the test into neasurabl e
| anguage behavi or patterns and identifying the
associ ated | anguage skills,
- by detailing the | anguage skills to be neasured and outli ni ng
the linguistic content inplied by each skill, and
- by determning the weights to be given to each |inguistic
skill to be tested

15

- Drects the production of a variety of aptitude, placenent, diagnostic,
achi everrent and proficiency tests to determne the |evel
at which students should be placed in the | anguage school s, to
deternne the study needs of students and to neasure progress,
achi everrent and proficiency in French as a second | anguage

- by establishing guide-lines for the preparation of illustrative test

materi al and i ndi cati ng when outsi de assi stance
is required,

- by establishing guide-lines for the witing of the script
required for the recorded portion of the test and by sel ecting
staf f menbers whose voices reflect the tone and diction
qualities required to record the audi o conponents of the 40
tests,

- by evaluating audio and visual test conponents to ensure
conpatibility with the witten portion of the test,

- by reviewi ng and approving the conpilation and organi zati on
of the conpleted test, including the audio and visual test
conponents and test administration and scoring procedures,
and

- by assessing conpleted test itens for appropriateness of
formand content in relation to the level of |anguage
difficulty to be neasured and revising where necessary.
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% of Tine

- Supervises the standardi zation of conpleted tests to ensure conpliance
wi th predeterm ned specifications and objectives
- by selecting pre-test groups and supervising the test
adm ni stration,
- by establishing controls to ensure inter-rater correlations
when nmore than one rater is involved,
- by naking pre-test anal yses based on statistics of item
validity, on observations of the test adnministration and
on conments by reviewers,
- by designating those itens or groups of itens that are
to be re-witten or replaced, and
- by selecting a second pre-test group and supervising the
adm ni stration of the revised test.

- Supervises the collection of information on the required | anguage
content of tests to ensure conprehensive coverage

- by consulting with curriculumspecialists and teachers to
i dentify probl em areas,

- by review ng avail abl e research material on rel evant
I'i ngui stic problens, and

- by studying the structural patterns, |exical content and
other features of the |anguage for which the test is
i nt ended.

- Perforns related duties such as arrangi ng schedul es for and gi ving
gui dance to teachers assigned as part-time test witers, eval uating
new testing techni ques and procedures and attendi ng neeti ngs and
conferences on the testing and eval uati on of second | anguage
| ear ni ng.

Speci fications Degr ee

Know edge

The work requires a thorough know edge of the characteristics,
applications and limtations of a wide variety of testing procedures used
to measure aptitude for, study needs of, and progress

and proficiency attained in French as a second | anguage. It also
requires fluency in the | anguage for which the tests are being

witten. The work requires a good know edge of the |anguage
requirenents of the Public Service, of the various training pro

grans foll owed by the | anguage school s and of the devel opnent,
application and limtations of audio and visual teaching and 4
testing aids. The work requires experience in searching for,

revi ew ng, devel opi ng and adapting material to be incorporated

into a variety of |anguage tests. This know edge is normally
acquired through conpl etion of a master's degree in French,

|'i ngui stics or psychol ogy, plus experience as a | anguage teacher

and test specialist.

Novenber, 1968 - 67 -

20

15

10

Poi nt s

209



Educati on
Sub- group: Education Services
B.MP.D. No. 12

pearee, Points

Probl em Sol vi ng

The work i s perforned i n accordance with general instructions.
The work requires the nodification and adaptation of nethods and
procedures to resol ve problens identified by anal yses of tests

and requiring changes in established practices to nmeet situations
peculiar to the | anguage needs of the Public Service. There is a
continuing requirement to exercise initiative and judgments in

resol ving problens arising fromthe correlation of tests and
curricula, and fromthe selection of itens for a particular test.

The ability to effectively direct the work of teachers assigned

to test devel opment for tenporary periods has an effect on the B, 141
success of the program The decisions and recomendati ons affect
the sel ection of students for |anguage training, the accuracy

and effectiveness of the neasurenment of achi evenent and profici ency
in French as a second | anguage and the validity, reliability and
quality of the tests.

Responsibility for Contacts

The work requires contacts with curricul umspecialists, principals

and teachers in the Language Bureau and Col | eagues in ot her gover nnment
departnents to obtain and exchange informati on concerning test

adm ni stration and test scoring procedures, and with university

facul ty menbers and | anguage school staffs in Canada and abroad

to give and obtain informati on and to di scuss probl ens concerni ng 2
test admi nistration and scoring procedures.

Super vi si on

The work requires supervising four enpl oyees at the internediate
| evel of the Scientific and Professional Category and one enpl oyee B, 46
in the Adm nistrative Support Category.
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BENCH- MARK POSI TI ON DESCRI PTI ON

Bench-mark Position Nunmber: 13 Level s

Descriptive Title: TEACHERCONSULTANT, Point Rating: 215
ARCTI C QUEBEC REG ON,
NORTHERN ADMINISTRATION BRANCH

Summary

Under the direction of the Regional Superintendent of Schools, Arctic Quebec Region, provides

i nformati on and advi ce to teachers, principals, classroomassistants and superiors in the Northern
Adm ni stration Branch school systemon teaching nethods, teaching aids, new trends in education
theory and practice and Eskino and Indian life and culture to assist themin maintaining and
inproving the quality and effectiveness of teaching in northern school s.

Duti es, % of Time

- Advi ses teachers and principals on the problens affecting the
education of pupils in northern schools and on the use of teaching
ai ds and met hods designed to assist in overconm ng these problens

- by conducti ng workshops and training sessions for class
room assi stants, teachers and principals in the methodol ogy
and techni ques of teaching pupils fromdifferent cultural 50
backgrounds,

- by giving illustrative | ectures at workshops, training
sessions and during visits to schools to denonstrate the
use of teaching aids and teaching techni ques, and

- by assisting teachers in the planning and devel opnent of
cl assroom instruction.

- Encourages teaching staff to increase their know edge of Indian and
Eskino culture, history and environnent to bring about a better
under standi ng of the effects of increased contact by these cul tures
with the dom nant Canadi an cultures, and of the inportance of making
the educational systemrelevant to the needs and aspirations of
the I ndian and Eski no peopl es.

- byobtaining and nmaki ng avail abl e reference material on
the I ndian and Eskinp cul tures, and

- by leading discussions with the teaching staff on Indian
and Eskino culture and society during visits to the school s.

10

- Dissem nates information on pedagogi cal research and devel opnent,
particularly in the fields of |inguistics, education of multi
cultural groups and adult education, to keep the teaching staff
i nformed of the | atest ideas. 8

- Plans, co-ordinates and conducts training prograns for classroom
assi stants
- byestablishing objectives for individual courses,
- by preparing training course tinme-tables,
- by selecting resource personnel,
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- by counseling classroomassistants during the training
program and

- by assessing the value of the course in relation to the
pr edet er mi ned obj ecti ves.

- Participates with Qurricul um Speci alists, the Regional Superintendent
of Schools, and principals in the planning, co-ordination and con
duct of pre-service and in-service training prograns for the
teaching staff
- by recomrendi ng specific objectives for training courses, 8
based on assessment of teacher ability and performance,
- by preparing training course tinme-tables,
- by reconmendi ng the sel ection of specific resource personnel
and
- by assessing the value of the course inrelation to the pre
det erm ned obj ectives in conjunction with the other
i nstructors.

- Visits schools for extended periods to becone famliar with the
strengt hs and weaknesses of teachers and with the need for in
service training and to ensure that principals and teachers are 10
fully aware of the curriculumand naterials to be used in each
school situation

- Perforns related duties such as witing correspondence and
reports, assisting school superintendents to nake greater use of
Eski mo and Indian assistants in the classroom co-operating with
adult and vocational education specialists in pronoting adult 6
educati on and community devel opnent progranms, and naki ng recomrendati ons
concer ni ng the devel opnent and revision of the curricul um

Speci fications Degree Points
Knowl edge

The work requires a thorough know edge of educational theory

and practice, of educational facilities in the region, of the
various acts, policies and regul ati ons concerning the training

and education of Eskinmo and Indian children, and of the soci al
econom ¢ and cul tural characteristics of Eskino and Indian
communities in the Region. The work al so requires a know edge
of government financial and personnel practices. The work
requires experience in advising and counseling the teaching 1 70
staff and in organizing in-service training prograns. This
knowl edge is normal |y acquired through university graduation
and courses in pre-school, primary or el ementary education

pl us experience as a teacher in northern or |ndian schools.
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Degree, Points,
Pr obl em Sol vi ng

The work requires the identification and solution of problens

experi enced by teachers in specific classroomsituations. The

work al so requires the setting of objectives, devel opnent, and

organi zation of training prograns for classroom assistants. Ay 70
Recommendati ons for new training prograns for the teaching

staff, expansion of school facilities, curriculumdevel opnent,

and the acquisition of supplies and texts are nade to the

Regi onal Superintendent of Schools. The work directly affects

the effectiveness and norale of the teaching staff.

Responsi bility for Contacts

The work requires contacts with education consultants in and

outside the department as, for exanple, the Education Specialist,

Al aska Native Service, consultants in the Indian Affairs Branch

and specialists fromteacher training colleges and the Depart nment

of Education to exchange information of nutual interest, By 75
to discuss activities that might be jointly pronoted, or to

obtai n the services of resource persons who woul d contribute to

the effectiveness of teacher training. The work al so requires

contacts with the Chief of the QurriculumSection to discuss

nmeans of inproving the curriculumin each of the schools.

Super vi si on

There is no responsibility for supervision. - -
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JENGH MARK PGSI TI ON DESCRIPTION

Bench-mark Position Nunber: 14 Level :

Descriptive Title: TEST SPECI ALI ST, Poi nt Rating: 279
LANGUAGE BUREAU

Summary

Under the supervision of the Senior Test Devel opment Specialist, Language Bureau, devel ops
and standardi zes a variety of proficiency, achi evement, placenent, diagnostic and aptitude
tests for use by the Language Schools of the Public Service Commission in the teaching of
French as a second | anguage.

Duties % of Tine

- Qollects and anal yses linguistic information pertinent to second
| anguage teaching to be used as resource and reference materi a
intest itemwiting

- by consulting the curricul umspecialists concerning the
I i ngui stics content of specific courses,

- by review ng | esson pl ans, workbooks and audi o and vi sua
t eachi ng conponents used in the | anguage school s,

- by reading research publications on rel evant |inguistic
probl emrs, and

- by organizing linguistic naterial into vocabulary |ists
and representative exanpl es of grammatical structure.

10

- Constructs individual itens to be incorporated into specific tests

to neasure aptitude, achieverment and | evel of proficiency in

French as a second | anguage

- by choosing for the devel opnent of each itemthose phonenic,

nor phi c, syntactic and | exi cal conponents that wll serve
as questions and answers for the required test,
by ranki ng each itemaccording to frequency and val ue for
a specific teaching programor the | anguage in general,
- by exanmining each itemwth a view to conbi ning conponents

and avoi di ng duplication,
- by elimnating itens that indicate answers to other itens, 40
- by elimnating anbiguities fromquestions and the possibility
of automatic rejection of answers,

by searching for and identifying all possible cultural
interferences, and
- by submtting itens for review by the Senior Test Devel opnent
Speci al i st and maki ng revi sions as indicated.

- Conpil es and organizes itens into tests to nmeet the objectives
specified in the test plan
- by deternmining the difficulty level of the test with regard
to the expected ability of the candi dates,
- by selecting the test type, itemstyle and scoring system
best suited to the skills to be tested,
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% of Ti me

- by grouping approved itens into appropriate parts according
to the skills, linguistic content and difficulty involved,
- by witing instructions for candidates and test adninistrators,
- by witing scoring directions, including tables of response,
for objective itens and expl anations for subjective itens,
- by establishing guide-lines for audio and visual test conponents and 15
participating in their preparation, and
- by checking assenbled tests for clarity and freedom from
error.

- Standardizes tests to ensure validity of itens, conpliance with
predeterm ned test objectives and specifications and adequacy of
adm ni stering and scoring instructions
- by admnistering the tests to sel ected pre-test groups and
scoring the results,
- by assenbling programinput data fromanswer sheets for
el ectronic data processing,
- by making test evaluations based on itemstatistics, on
observations of the test adninistration and on comrents by
revi ewers,
- by rewiting and repl acing unsatisfactory itens or groups 20
of items,
- by reconmpiling and reorganizing the test,
- by admi nistering the revised test to a second pre-test group
and maki ng any necessary final changes and corrections, and
- by monitoring the admi nistration and scoring of tests
devel oped by other units of the Language Bureau.

- Quides the work of part-time enployees in test itemwiting, test
adninistration and test scoring procedures to ensure adherence to
the testing standards as defined by the Language Bureau
- by giving instruction in the witing of specific types of
test itemns,
- by reviewing conpleted test itens and di scussing possible 10
revisions, and
- by giving instruction in test adm nistration and test
scoring procedures.

- Perforns related duties such as attendi ng meetings and conferences
and readi ng professional journals and other publications to keep
up to date on the instruction and testing nethods in second
| anguage | ear ni ng.

Speci fications Degr ee Points

Know edge

The work requires a thorough know edge of the devel opnent, application and
limtations of techniques used to neasure the aptitude, achievenent and
proficiency in French as a second | anguage. It also requires
fluency in the language for which the tests are being witten. The
wor k requires a good know edge of the |anguage
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Decr ee Poi nt's

requirements of the Public Service and of the training prograns
foll owed by the | anguage schools. Experience is required in
searching for and evaluating material to be used in test item
writing. Experience is also required in witing items to be
incorporated into tests for use in the | anguage schools to

nmeasure skill and proficiency in French as a second | anguage. 3 162
Thi s know edge is normal |y acquired through university graduation and
postgraduate study in French, |inguistics or psychol ogy plus experience

in teaching and test devel opnent.

Pr obl em Sol vi ng

The work is performed in accordance with general instructions

and established guide-lines. It requires departures fromthese
gui de-lines, subject to the approval of the supervisor, to

resol ve problens identified by test anal yses or arising from

group discussions. There is a continuing requirenent to exercise
initiative and judgnment in selecting conponents for

test itens and in correlating conponents with the linguistic
framework of the French | anguage. There is also a requirenent

to give | eadership and advice to teans of |anguage teachers who A
are engaged in test itemwiting on a part-tine basis. The
deci si ons and recommendati ons nade affect the accuracy and ef-
fectiveness and the psychol ogical and linguistic qualities of

the test. Recommendations are made to the Senior Test Devel opment
Speci al i st .

Responsi bility for Contacts

The work requires contacts with teachers, recording technicians

and test admnistrators in the Language Bureau to obtain and

exchange information concerning test adm nistration and test

scoring procedures. It also requires contacts with test experts,

such as the Chief, Defense Language Institute, Lackland Air A 47
Force Base, Texas, and the Director, Testing Certification, 2

Engl i sh Language Institute, University of Mchigan, to obtain

advi ce and constructive criticismon current tests.

Super vi si on

The work involves no continuing or substantive responsibility - -
for the supervision of other enployees.
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$ENCH-MARK POSITION DESCRIPTION

Bench-nmark Position Nunmber: 15 Level :

Descriptive Title: TESTING AND Point Rating: 522

EVALUATI ON SPECI ALI ST,
NORTHERN ADM NI STRATI ON BRANCH

Sunmary

Under the direction of the Head, Qurricul umDepartnent, Northern Adninistration Branch, provides
consultative and advi sory services in the field of education testing and conducts a systematic
program of eval uation, including scholastic achievenent testing, general ability testing and
testing designed to assist in the vocational guidance of youth and school children with various
cul tural backgrounds.

Duti es % of Tinme

- Plans, devel ops and inplenments a program of neasurement and eval uation of
the educational achi evenent of children in northern school s
to determne the curriculumrequirenents of the schools and the
pupi | gui dance required
- by arranging for teachers and seni or education officers to
assist, in commttees, with itemwiting, test devel opnent,
construction and validati on,
- by organi zi ng systemw de achi everrent testing of children, 20
anal yzing results and establishing norns for each ethnic
group, and
- by analyzing the results obtai ned by the Northwest Territories
pupils on provincial departnental exam nations

- Pl ans, develops and inplenents a programof intelligence testing

- by selecting, fromworld-w de research studies of
intelligence testing in cross-cultural settings, the nost
sui table tests avail abl e,

- by sanpl e testing and devel opi ng norns appropriate to the
popul ati on of northern schools, and

- by ensuring the continuing use of intelligence tests and
the recording of results.

20

- Provides professional advice, through visits to the area and
correspondence, to teachers and counsel ors on the nature of the
gui dance needed to hel p students derive the maxi num advant age
fromtheir schooling

- by interpreting achievenent and ability tests for teachers
and counsel ors,

- by recomrending the use, and interpreting the results of
special tests, such as interest and ability tests, that wll 20
assi st teachers and counsel ors in guiding students to
speci al vocational courses,

- by evaluating the work of pupils in vocational prograns
and suggesting how pupils may be guided in their choice
of a career,

- by providing advice, as a menber of visiting gui dance
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% of Ti ne,
teans, to teachers to help themrecogni ze and gi ve speci al
attention to enotionally disturbed children.
Conduct s wor kshops and di scussi on groups and gi ves | ectures
at teachers' conferences, principals' conferences, superintendents' 10

conferences and departnental sumrer courses to acquaint staff

with the special problens of teaching a nmulticultural group.

Conducts research in the education of nulticultural groups and

studies the results obtained by others engaged in research

Speci fi cati ons,

Performs related duties such as conducting correspondence and
witing reports and articles related to educati onal psychol ogy.

- by undertaking joint research projects wth other governnent
departments, universities and research institutes, such as a project
to validate the Bristol Social Adjustnment Scal e being done in
conjunction with the University of Calgary, the Centre of 20
Neur ocogni tive Studies of denrose Hospital, and the Departnent of
National Health and Wl fare; or the project of analysing the career
deci sions of students in Gades X, Xl and Xl| in conjunction
wi th a study being carried out by the Department of Manpower

and | nmigration,
- by maintaining working relations with other researchers

inthe field of educational psychol ogy and exchangi ng

copi es of unpublished studies, and
- by making contractual arrangenments with research agencies

for the conduct of research projects.

10

Degree Points

Know edge

The work requires a thorough know edge of the techni ques of

testing intelligence and academ c achi everent and anal yzi ng

and correlating the results. The work requires know edge of

the cultural groups found in northern schools and of

policy governing their education. The work al so requires
experience in educational research, curricul umdevel oprment

and related fields. This know edge is nornally attained through 4 209
conpletion of a master's degree in education which will have

i ncl uded under graduate or graduate courses in educational

psychol ogy and testing and eval uation, plus experience in teaching and
educati onal research.

Probl em Sol vi ng

The work requires the search for and selection of tests and test

nmat eri al

fromvarious sources and their nodification to suit

the ethnic group being tested. In sonme instances tests are
devel oped from basi c source nmaterial and fromdata assenbl ed
with the co-operation of the teachers. This requires the
formul ati on of objectives, consultation with authorities in
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Degr ee, Poi nt s

education institutions and public and private agencies, the

pl anni ng of the project and its inplenentation through the northern

school system It also involves the devel opnent of joint

projects with the Department of Manpower and Immgration or with

uni versity professors. Recommendations relating to new studies

or projects or to matters that affect other departrments or field

operations are nmade to the Section Head. The work influences the B 210
. . 2

effort of the teaching staff in northern schools who use the tests

to guide pupils. It also affects pupils who, after testing, are

persuaded to follow a nore appropriate course of study.

Responsibility for Contacts

The work requires contacts with District and Regi onal Superintendents

of Schools, Teachers, Principals and Chiefs of Division within the

Branch to provide consultative services and to provide and obtain
infornmation on the inplementation of testing programs; with the

Research Director, Career Decisions of Canadian Youth Project,

Departnment of Manpower and Inmmgration, the Chief, Curricul umand

Test Devel opnent, Language Training Bureau and the Directors of

Exam nation in provincial Departnents of Education, to provide and
obtain information on testing and eval uati on procedures; with the
Drector of Mental Health, Northern Regi on Medical Services, Departnent of
National Health and Wlfare, to provide advice on the educati onal
inplications of mental health prograns designed for use in the North, and
to discuss and participate in joint research projects; wth university
professors in Canada and abroad to keep up to date with and obtain 2
informati on on the research and application of testing and eval uati on
procedures, and with the Director of the Ontario Institute for Studies in
Education and with the Director of the Canadi an Council for Research in
Education to arrange for the contracting of research projects.

103

Super vi si on

There is no responsibility for supervision.
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