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CGeneral Services

I NTRODUCTI ON

Thi s standard describes the rating plans to be used to evaluate positions allocated to
the General Services Group. It consists of an introduction, definitions of the
Operational Category, the occupational group and sub-groups, a basic point-rating plan
for all positions in the group, a supervisory rating plan, two elenent profile guides
and bench-mark position descriptions.

Al positions in this group will be evaluated, using the basic point-rating plan.
Supervisory positions will be allocated to the sub-group by reference to their
nonsupervi sory duties and will be eval uated, using the basic and supervisory rating
pl ans.

Point rating is an analytical, quantitative nmethod of determining the relative val ues of
jobs. It is particularly suited to heterogeneous occupational groups in which jobs
consi st of varied conmbinations of tasks. Essentially, point-rating plans define
characteristics or factors common to the jobs being eval uated. They define degrees of
each factor or el enent and assign point values to each degree. The total point val ue
determined for each job is the sumof the point values assigned by the raters to the

el enent s.

Al methods of job evaluation require the exercise of judgenent and the orderly
collection and analysis of information in order that consistent judgenments can be
made. The point-rating method facilitates rational discussion and resol ution of
differences in determining the relative val ues of jobs

Sub- gr oupi ng

Thi s occupational group is divided into seven sub-groups, which are defined in the
st andar d.

Factors

The conbi ned factors do not necessarily describe all aspects of jobs. They deal only
with those characteristics that can be defined and distinguished and that are useful in
determning the relative values of jobs.

Four factors are used in the basic plan and one factor is used in the supervisory plan.
Each factor is defined in terms of two or nore related el ements.

Poi nt Val ues
The maxi num poi nt val ue assigned to each factor in the basic plan reflects its relative

importance. Sinmilarly, point values have been assigned to the degrees of the el enents
in the basic plan.
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In the basic plan the point values for the degrees of the elenents of each factor increase
arithnmetically. Wth two exceptions, the m ninum poi nt val ue assi gned to each el erment
is one-fifth of the maximum In the Hazards el ement of the Wrking Conditions factor the

m ni mum poi nt value is one-tenth of the maxi mum In the Specific Vocational Training
el ement of the Skill and Know edge factor the nminimumpoint value is one-twelfth of the
maxi mum

Degree Co-ordi nates,

The degree co-ordinates assigned in the supervisory plan reflect the nature of supervisory
responsi bility and the nunber of enpl oyees supervi sed.

Rati ng Pl ant

In the basic rating plan the follow ng factors, el ement, weights and poi nt val ues are used :

Per cent age of Poi nt Val ues
Total Points
Fact or El ement M ni mum Maxi mum
Skill and Know edge 50
Basi ¢ Knowl edge 15 75
Conpr ehensi on and
Judgment 25 125
Speci fic Vocati onal
Tr ai ni ng 25 300
Ef fort 20
Mental Effort 20 100
Physical Effort 20 100
Responsi bility 20
Resources or Services 25 125
Safety of Others 15 75
Wor ki ng Condi ti ons 10
Envi r onment 12 60
Hazar ds 4 40
100

In the supervisory rating plan, the follow ng factor and el ements are used:

Fact or El enment

Super vi si on Nat ure of Supervisory
Responsi bility
Nunber of Enpl oyees
Super vi sed
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Bench- mark Positions

Bench-mark position descriptions are used to exenplify degrees of elenents. Each
description consists of a brief sumary, a list of the principal duties with the percentage of tine
devoted to each, and a specification describing each of the elenents as it appears in the
position. The bench-nark positions have been eval uated, and the degree and, where applicable, the
poi nt val ue assigned to each el ement are shown in the specifications.

The rating scales identify the bench-nark position descriptions that exenplify each degree.
These descriptions are an integral part of the rating plans and are used to ensure consi st ency
in applying the rating scal es.

Use O Standard

There are eight steps in the application of this standard.

1. Allocation of the position to the category and the group is confirned by reference to
the definitions and the descriptions of inclusions and excl usi ons.

2. Alocation of the position to the sub-group is confirned by reference
to the sub-group definitions and to the bench-nark position descriptions.

3. The position description is studied to ensure understanding of the position as a whol e
and its relation to positions with simlar duties and to positions above and bel ow
it in the organization.

4, The tentative degree of each elenent in the position being rated i s determned by
conparison wth degree definitions in the rating scal es. The Specific Mocati onal Training
and the Resources or Services el enents do not have degree definitions, and for these the
tentative degree is deternined by the conparative ranking of the position being rated
wi th the bench-nmark positions. For these two el enents raters nay use the Henent Profile
Qui de as a check on the degree tentatively sel ected.

5. The description of the element in each of the bench-nark positions exenplifying the degree
tentatively established is conpared with the description of the elenent in the position
being rated. Conparisons are al so nade with descriptions of the el ement in bench-nmark
positions for the degrees above and bel ow the one tentatively established.

6. The point values for all elenents are added to determine the tentative total point
rating in the basic plan.

7. The degree co-ordinates indicate the | evel of supervision in the supervisory
pl an.

8. The position being rated is conpared as a whole to positions in the sane sub-group or in
ot her sub-groups to which sinilar total point val ues and degree co-ordi nates have been
assigned, as a check on the validity of the total rating.
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Determi nation of Levels

The ultimate objective of job evaluation is the determination of the relative val ues of
positions in each occupational group or sub-group. Non-supervisory positions that fal
within a designated range of points in ternms of the point val ues assigned using the basic
plan will be regarded as of equal difficulty and will be allocated to the sane |evel
Supervi sory positions will be rated under both the basic point rating plan and the
supervisory plan. The base | evel of each supervisory position will be
established by its rating under the basic plan. A supervisory differential wll
be applied to each supervisory position, its anmount being determ ned by the rating of
the position under the supervisory plan
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CATEGORY DEFI NI TI ON

Cccupational categories were repeal ed by the Public Service Reform Act (PSRA),
effective April 1, 1993. Therefore, the occupational category definitions have been
deleted fromthe classification standards.

June, 1969 5.
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GROUP _DEFI NI TI ON

For occupational group allocation, it is reconmended that you use the
Occupational Goup Definition Maps, which provide the 1999 group definition and
their corresponding 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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SUB- GROUP DEFI NI TI ONS

1. Building Services

The performance or supervision of duties pertaining to building cleaning, upkeep and
operation, general housekeeping, and |aboratory cleanup. This sub-group includes such
occupations as cleaner, janitor, elevator operator, housekeeper, |aboratory hel per and rel ated
supervi sors.

2. Food Services

The performance or supervision of duties pertaining to the planning, preparing and serving of food. This
sub-group incl udes such occupations as cook, butcher, kitchen-hel per, waitress and rel ated
supervi sors.

3. Laundry Service

The performance or supervision of duties pertaining to wet washing, dry cleaning, drying and pressing
clothes and fabrics and to the sinple repair of laundry itens. This sub-group includes such occupations
as spotter, sorter, washnan, dry cleaner, |laundry seanstress, presser and rel ated supervisors.

4. Messenger Services

The routine collecting and delivery of nail and files, and the pick-up and delivery of special letters,
parcel s or docunents. This sub-group includes such occupations as messenger and confidential
messenger .

5. M scell aneous Personal Services

The performance or supervision of services to accommpdate passengers, clients, guests and
tourists. This sub-group includes such occupations as barber, first-aid attendant,
lifeguard, tailor, tailoress and rel ated supervisors.

6. Protective and Custodi al Services

The patrolling, observing, checking and taking preventive action in protecting property fromdanage or |oss,
the enforcing of statutory or other regul ations and conducting investigations for the conservation and
protection of renewabl e resources, and providing for the well-being of persons. This sub-group
i ncl udes such occupations as fish or gane warden, inmgrati on guard, |ookout towernan, park attendant,
protection and conservation enforcenent officer, security guard, watchnan, and rel ated supervi sors.

7. Stores Services

The recei pt, stow ng, custody, issue and recording of stores. This sub-group includes such occupations as
war ehousenan, storenan, storekeeper and rel ated supervisors.

June, 1969 -10-
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SKI LL AND KNOW.EDGE

This factor is used to neasure the basi c know edge, conprehension and judgenent, and
specific vocational training required to performthe duties.

Definitions
"Basi c know edge" refers to the | anguage, mat henatical and other requirenments of the work.

" Conpr ehensi on and judgenent refers to the need to understand instructions and
principles and to make judgenents.

"Specific vocational training" refers to the relative amount of training required to | earn
the techni ques and develop the facility to performthe duties of the position

"Rel evant principles and nmet hods" used in the Conprehension and Judgenent el enment refers
to the general facts and rul es governing. the working of a machine or a system or the
properties of substances and materials, and the systematic and regul ar ways of

achi eving desired results

Notes to Raters

The skill and know edge to which the Basi c Know edge and the Conprehensi on and Judgenent
el ements refer is acquired by various combi nations of formal and private study and
experi ence.

In rating positions under the Conprehensi on and Judgenent el enment raters are to
consi der the understandi ng needed, the nature of the guide-lines, instructions,
principles and practices that govern the work, and the latitude allowed in their
interpretation.

The skill and know edge to which the Specific Vocational Training element refers is
acqui red by one or nore of the foll ow ng neans:

1. Vocational education in a technical school or vocational institute.
2. In-service training given by an enployer in the form of organized study.
3. On-the-jobtraining under the instruction of qualified workers.
4. Training in related work that has provided the essential skill and
know edge.
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As the first four degrees of the Specific Vocational Training element inply relatively short
periods and the last four degrees inply relatively |long periods, tw separate arithnetic
progressions are used to reflect the difference.

The degrees of the Specific Vocational Training elenent that are assigned to the bench-mark
positions have been established by the conparative ranking of key positions in the
occupational group. The degree tentatively selected in rating a positionis to be
confirmed by direct conparison of the position being rated with the duties and specifications
of the bench-mark positions. For the further assistance of raters, a profile guide has been
prepared for this el enent, which nay serve as a check on the degree of the el enent tentatively

sel ected for a position.

SPECI FI C VOCATI ONAL TRAI NI NG ELEMENT PROCFI LE GUI DE

. Range of degrees that may be
Sub-group Title expected for non-supervisory positions

Bui | di ng Services 1- 2
Food Services 1 -
Laundry Services 1- 2
Messenger Services 1

M scel | aneous Personal Services 1-5
Protective and Custodial Services 1-5
Stores Services 1-5
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RATING SCALE - SKILL AND KNOWLEDGE

BASIC KNOWLEDGE

Servi ces

Basi ¢ Know edge and Degree Poi nt s Bench-mar k Position Descriptions

The work requires speaking, Page

reading or witing the required

| anguage, OR counting, adding 1 15 Janitor 36

or subtracting. Janitor 53
Confidential Messenger 56
Wat chman 78

The work requires recording in- Ol eani ng Servi ce Foreman 31

formation on forms or charts r But cher a1

in brief narrative reports or Cook 46

perfornmng cal cul ations 2 Deportation Of ficer 71

requiring multiplication and 27 Spare Parts Storeman 81

di vi si on, or handling noney

and maki ng change.

The work requires maintaining .

records and witing reports ;ZL:S: Guar d ?g

or nenoranda on work perforned,

OR perform ng cal cul ations 3 39

requiring the use of fractions,

percent ages or deci nmal s.

The work requires maintaining

a systemof records CRwiting ng?céhsotuesv\grgor eman gé

reports or nenoranda on 4 51

proposed ways of carrying

out work assignnents.

The work requires witing reports .

or nenoranda to forecast staff, Chi ef Park Warden 68

time and materials required to 5

carry out the work or to inplenent new 63

or revised work procedures.

The work requires witing conprehensive

reports to support proposals to

i mpl ement changes in 6

services, or to propose the use 75

of financial, staff or other

resources.

June, 1969
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RATI NG SCALE -

Cener al

SKILL AND NONEDGE

COVPREHENSI ON AND JUDGEMENT

Servi ces

Conpr ehensi on and Judgenent

and Degree Poi nt s Bench-nmark Position Descriptions
P

The work requires sufficient Janitor _ggg
understanding to carry out one or VWashman 53
two-step instructions and all ows 25 Messenger 58
little latitude for judgenent. Lookout Tower man 74
The work requires suf fici ent . Janitor, Public Building 38
understanding to carry out detailed Shift Matron 63
written or oral instructions and 45 Vit chian 78
occasionally allows sone |atitude for Spare Parts Storeman 81
j udgenent .
The work requires sufficient d eani ng Service Foreman 33
understanding to work within Cook 16
est abl i shed practices and Tai | or 65
instructions and allows sone |atitude 65 De tati Ofi 71
for judgenent in their application. wagaoﬁsgogorengﬁer 83
The work requires some understandi ng Head St evar d 61
of relevant principles and nethods Seni or Guar d 76
and all ows sone | atitude for
judgenment in interpreting 85
instructions or in solving probl ens.
The work requires a thorough Chi ef Park Varden 68
under standi ng of a set of relevant
principles and nethods and al |l ows
| ati tude for judgenment in 105
interpreting instructions or in
sol vi ng probl ens.
The work requires a thorough
under st andi ng of a nunber of sets of
rel evant principles and met hods 125

and allows |atitude for judgenment in
interpreting instructions or
i n solving probl ens.

June, 1969
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General Services

SKILL AND KNONLEDGE

SPECI FI C VOCATI ONAL TRAI NI NG

Degree of Specific

Vocational Training Poi nt s Bench-mark Position Descriptions
Page
Washnman 53
Messenger 58
1 o5 Wat chman 78
Jani tor, Public Building gg
War ehouse Labour er
2 50
Cl eani ng Servi ce Foreman 2%
sShift Matron 71
3 75 Deportation Officer
33
Cl eani ng Servi ce Foreman 41
But cher 46
4 100 Cook 81
Spare Parts Storenan
Tai |l or gg
Seni or Quard 83
5 150 Vr ehouse For eman
Head Steward 61
Chi ef Park Warden 68
6 200
7 250
8 300

June,

1969
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EFFORT

This factor is used to neasure the demands of the work in terns of the nental and
physi cal effort required to performthe duties.

Notes to Raters

Inrating positions under the Mental Effort elenment raters are to consider the
fati gue caused by the attention, concentration, perception and nental -sensory co-
ordi nation required by the work.

In rating positions under the Physical Effort elenment raters are to consider the fatigue

caused by the kind, frequency, intensity and duration of nuscul ar exertion, the work
posi tions, and the wei ght of objects handl ed

June, 1969 - 20 -
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EFFCRT

VENTAL EFFORT

Mental Effort and Degree Poi nt s Bench-mark Position Descriptions
Page

The work requires a nornal Char wonan 29

| evel of attention or nental - Jani t or 36

sensory co-ordination, wth 1 20 Messenger 58

no significant periods of WAt chman 78

concentration.

The work requires a noderate

| eVeI Of attenti on or nent al - G eani ng Servi ce Forenan 33

sensory co-ordination, wth 2 Cook 46

short periods of concentration. 46 Shift Matron 63
Spare Parts Storenman 81

The work requires a high |evel

of attention or nental -sensory

co-ordination, with frequent 3 Head Steward 61

short periods of concentration. 73 Seni or Quard 76
War ehouse For eman 83

The work requires a high |evel

of attention or precise nental

sensory co-ordination, with

sust ai ned peri ods of concentration. 4 100
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RATI NG SCALE - EFFORT

PHYSI CAL EFFORT

Physi cal Effort and Degree Poi nt s Bench-mark Position Descriptions
) ) Page
The work requires little —
physical effort, such as Cl eani ng Service Forenman 31
intermttent standing, Tai |l or 65
wal ki ng or handling of |ight- 1 20 Lookout Tower man 74
wei ght objects. The duties War ehouse Forenan 83

occasionally require greater
physical effort for short
peri ods.

The work requires noderate

physi cal effort, such as gﬂ?éﬁg?ﬁn ii
continual standing or Cook 46
wal ki ng where only limted Messenger 58
periods of relief are Shi ft %htron 63
possi bl e, or continual Wat chman

handling of 1ight-weight 2 46 Spare Parts Storeman 78
obj ects. The duties P 81
occasionally require

greater physical effort for

short peri ods.

The work requires consider

abl e physical effort, such as Jani t or 36
frequent clinmbing, working from Ki t chen Hel per 48
| adders, handling of nmedium Washman 53
wei ght objects, or working in 3 23 War ehouse Labourer 86

a difficult position. The
duties occasionally require
greater physical effort for
short peri ods.

The work requires great
physical effort, such as 4
frequent handling of heavy 100
wei ght objects in a difficult
wor k position.

June, 1969 -16-
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RESPONSI BI LI TY

This factor is used to nmeasure the responsibility for resources used,
services provided, and the safety of others.

Definitions
"Responsibility for safety of others" refers to the responsibility for the
exercise of care to prevent injury or distress to other people, and the usual

extent of that injury or distress.

Notes to Raters

The degrees of the Resources or Services el ement that are assigned to the bench-
mark positions have been established by the conparative ranki ng of key positions
in the occupational group. I n selecting a tentative rating for a position under
this el ement the followi ng characteristics of the work are to be consi dered:

1. The nature and val ue of the resources used or the
nature and i nportance of the services provided.

2. The extent to which the description of the position
inplies accountability.

3. The consequences of an error in judgenent.

Any one of these characteristics is only an indication of the degree of responsi bi-
lity in this element, and the whol e context wthin which the work is performed is to be
consi dered. The degree tentatively selected for a position is to be confirmed by
direct comnparison of the position being rated with the duties and specifications of
the bench-mark positions.

In rating positions under the Safety of thers elenent, only the injuries that are
probabl e are to be considered, and not those that are only renotely possible.

For the further assistance of raters a profile guide has been prepared for the Resources

or Services el enent, which may serve as a check on the degree of the el enent tentatively
sel ected for a position.

RESOURCES CR SERVI CES ELEMENT PRCFI LE GUI DE

. eof degreesthat be expected
Sub-group Title mon-wdgm sory pong):i ons -

Building Services 1-2
Food Sarvices 1-2
Laundry Services 1

Messenger Services 1-3
Miscellaneous Personal Services 1-2
Protective and Custodia Services 1-3
SoresSavices 1-2

17 -




RATING SCALE - RESPONSIBILITY

RESOURCES OR SERVICES

Ceneral Services

Degree of Responsibility for Poi nt s Bench-g:rk_Pogltlon
. scriptions
Resources or Services
Page
Limted 1 25 Jani tor 36
Cook 46
Spare Parts Storenman 81
Cl eani ng Servi ce Forenan 31
Moder at e 2 58 Tai | or 65
War ehouse For enen 83
Si gni fi cant 3 91 Head Steward 61
Chi ef Park \Warden 68
Maj or 4 125
RATING SCALE — RESPONSIBILITY
SAFETY OF OTHERS
Responsibility for Safety of other Poi it Bench- mark Position
and Degree ornts Descri ptions
There is little possibility of ) Page
injury or distress to others . 1 15 Jani tor 36
Cook 46
Spare Parts Storeman 81
Reasonabl e care is required to Cl eani ng Servi ce Forenman 33
prevent injury or distress to 2 45 Head Steward 61
others. Wien injury or distress Deportation Oficer 71
occurs it is of a minor nature. War ehouse For eman 83
Special care is required to
prevent injury or distress to .
others. Wen injury occurs it gﬁn'?rpcusrsﬁ d ;g
is of a "lost-time" nature, such e ar rden
as serious burns, eye injuries, 3 75
or crushed body nenmbers. Were
distress occurs it results in
aggravation of enotional strain
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WORKI NG QCNDI TI ONS

This factor is used to neasure the disagreeable conditions of the work as indicated by the
environnent in which the duties are perfornmed and t he exposure to hazards.

Definitions

"Environnent" refers to the disagreeabl e conditions under which the duties are performed
such as

- exposure to extremes of heat, cold, obnoxious odours, noise
wet, vibration, or dust and dirt,
- the required wearing of cunbersone protective clothing or equipnent.

"Hazards" refers to the requirenent to work under conditions that may result in sickness or
injury to the enpl oyee, although usual safety measures have been taken

Notes to Raters

In rating positions under the Environment element only those conditions that nake the work
di sagreeable are to be considered. Raters are to consider the frequency of the exposure and
the severity of the disagreeable conditions

In rating positions under the Hazards el enment only the hazards that are probable are to be

considered, and not those that are only renotely possible. Raters are to consider the
frequency of the exposure and the probable severity of the injury.

June, 1969 - 19 -
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RATI NG SCALE - WORKI NG CONDI Tl ONS
ENVI RONMENT

Envi ronment and Degree Poi nts Benchmar k Position Descriptions
Good working environnent, with few Page
di sagreeabl e condi tions. Char worman 29

12 Lookout Tower man 74

Spare Parts Storeman 81

Fair working environment, such as Jani t or 36
significant exposure to one But cher 41
di sagreeabl e condition, or Ki t chen Hel per 48
occasi onal exposure to either 36 Washman 53
several disagreeable conditions or Deportation O ficer 71
to one very disagreeabl e condition. Wat chman 78
Poor working environnments, such as
significant exposure to several
di sagreeabl e conditions or to one 60

very di sagreeabl e condition.

June, 1969
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HAZARDS

Ceneral Services

Frequency of Unavoidable
Exposure to Hazards, and Degree

Probable Severity of Injury, and Degree
Minor injuries such as cuts, bruises or burns.

“Lost-time” injuries such as
fractures, seriousburns, eye
injuries or loss of finger

A B
Occasiond 1 4 Page 23 Page
Messenger 58 Janitor 36
Tailor 65 L ookout towerman 74
Frequent 2 22 40
Cook 46
Spare Parts Storeman 81
June, 1969
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SUPERVI SORY RATI NG PLAN

GENERAL SERVI CES GROUP
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SUPERVI SORY RATI NG PLAN

This plan is used to measure the continuing responsibility that the incunbent of the position
assunes for the work of other enpl oyees in terns of the nature of the supervisory responsibility and the
nunber of enpl oyees super vi sed.

Definitions

"Nature of supervisory responsibility" refers to the extent to which supervisory positions have such

responsi bilities as controlling the quality and quantity of work produced, assigning work, allocating staff,
eval uating enpl oyee performance, training and disciplining staff, and maki ng recormendati ons on staf f

requi renent s.

"Nunber of enpl oyees supervised" refers to the total nunber of enpl oyees for whomthe i ncunbent of the
posi tion exercises supervisory control directly or through subordi nate supervisors.

Notes to Raters

Cccasi onal supervi sion, such as that perforned during absences of the supervisor on annual or sick | eave,
is not to be rated.

For the purpose of this standard the nunber of enpl oyees supervised includes the total of the
fol | owi ng:

1. The nunber of enpl oyees for whomthe i ncunbent of the position has conti nui ng
responsibility.

2. The nuniber of nan-years of work perforned by casual, part-tine and seasonal enpl oyees who are
supervi sed by the incunbent of the position.

In rating positions all the characteristics outlined for each degree of the Nature of Supervisory
Responsi bi l ity el enent nust be considered. Generally speaking, the criterion for the assignnent of a position
to adegree is that it nust include nost of the characteristics of the degree to which it is assigned.

The degree co-ordinates assigned to a position by neans of this plan will determne the differential that
wll be applied to the basic rate for the position.

The rating scal e shows the degree co-ordinates assigned for the supervision of various nunbers of enpl oyees
under each of the four degrees. These degrees, which are designated only as A B, Cand Don the scale, are
defined in the tabl e appearing

on the next page.
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Nat ure of Supervisory Responsibility
and Degree

Bench-mar k Position
Descri ptions

Takes the lead as a working nenber of a group;
expl ains work to new workers; sets the work A
pace for the group.

Page

Takes the lead as a working nenber of a group;

assigns and expl ains work; helps workers to

sol ve work probl ens by giving detailed instructions

and denonstrations; notivates the group B
to neet specific quantity and quality standards.

Tai |l or 65

Directly or through subordinate supervisors,

assigns jobs, using a know edge of individual

wor ker capabilities; directs subordinates in

t he choice of work nmethods; reviews work in

progress; accepts or rejects conpleted work;
co-ordinates the work of individuals to neet C
schedul es; inplenents a staff training

program proposes disciplinary action;

appr ai ses enpl oyee perfornance.

Cl eani ng Service

For eman 31
Cl eani ng Service

For eman 33
Head St eward 61
Seni or Quard 76
War ehouse For eman 83

Al l ocates staff and assigns jobs through

subordi nat e supervisors; co-ordinates the

wor k of subdivisions of the group to neet

schedul es and assigns priorities to the

work within the subdivisions; reviews

adequacy of work performance standards

and recomends changes as required; D
inplenents a staff training program

ensuring the opti num devel opnent of

workers in the group; discusses perfornmance of workers
wi th subordi nate supervisors; reconmends changes in the
nunber or classification of positions; fornally
recommends di sciplinary action.

June,
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RATI NG SCALE - SUPERVI SI ON

. Degree of Nature of Supervisory
Nunber of Enpl oyees Supervi sed, Responsi bi ity
and Degree
A B cC D
Any nunber of enpl oyees 1
1-5 2
6 — 15 3
16- 30 4
31-50 5
Over 50 6
- 32 -
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SUB-GROUP

Building Services

Food Services

l,aundrv Sarvices

Messenger Savi

Miscellaneous Persona
Sarvices

Protective and Custodial Services

Stores Services

Jnne, 1969

BENCH- MARK PGSI TI ON DESCRI PTI ON | NDEX

g b W N

© 0 ~N O

10
11

12
13

14
15
16

17
18
19
20
21

22

23
24

I'n Sub-group and Al phabeti cal
BENCH-MARK

POSITION NO. DESCRIPTIVE TITLE

Charwoman

Cleaning Service Foreman
Cleaning Service Foreman

Janitor
Janitor, Public Building

Butcher
Camp Cook
Cook

Kitchen Helper

Presser
Washman

Confidentia Messenger
M essenger

Head Steward
Shift Matron
Tailor

Chief Park Warden

Deportation Officer
L ookout Towerman
Senior Guard
Watchman

Spare Parts Storeman

Warehouse Foreman
Warehouse Labourer
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TOTAL
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332
377
257
332

356
415
382
256

187
256

244
187
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313
409

712
403
266
549
264

338

496
257
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29
31
33
36
38

41
43
46
48
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61
63
65

68
71
74
76
78

81
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BENCH MARK PCSI TI ON DESCRI PTI ONS

In Ascending Order of Point Values

DESCRI PTI VE BENCH- MARK
TITLE PCSI TI ON NO

Char wonan 1
Messenger 13
Presser 10
Confidential Messenger 12
Ki t chen Hel per 9
Washman 11
Jani tor 4
War ehouse Labour er 24
Wat chman 21
Lookout Tower man 19
Shift Matron 15
Cl eani ng Service

For eman 2
Janitor, Public Building 5
Spare Parts Storeman 22
But cher 6
Cl eaning Service

For eman 3
Cook 8
Deportation Oficer 18
Tai |l or 16
Camp Cook 7
War ehouse For enan 23
Seni or Quard 20
Head St eward 14
Chi ef Park Warden 17

June, 1969 -
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DESCRI PTI ONS SUBGROUP: BUI LDI NG SERVI CES,

BENCH MARK POSI TI ON

BENCH MARK

POSI T1 ON NO.

DESCRI PTI VE TITLE

Char wonan

d eani ng Servi ce Forenan

A eani ng Servi ce Forenan

Jani tor

Jani tor, Public Building

@emer al

PACE

29

31

33

36

38
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BENCH-MARK POSITION DESCRIPTION

Ceneral Services
BMP.D. No. 1

Bench-mark Position Number: 1 Level: 1
Sub-group: BUILDING SERVICES
Descriptive Titlee CHARWOMAN
Basic Point Rating: 187
Supervisory Rating: n/a

Summary

Under the supervision of a cleaning service foreman in a governnent building at
Halifax, perforns light cleaning and related duties in offices and other areas, and
performs rel ated duties.

Duti es % of Tinme

- Keeps offices, halls, stairways, |lavatories and other areas in
a clean and orderly condition during a regular part-tine shift
- by dusting furniture, office equipnent, w ndow sills
stai rways, and walls or partitions up to shoul der height,
- by dry nopping or sweeping floors and stairways, using
nmops and broons,
- by cleaning, waxing and polishing furniture and equi pment, 90
using liquid wax and polishing cloths,
- by enptying waste and trash containers, and
- by replenishing dispensers and cl eani ng wonen's | avatori es,
usi ng brushes, nops and disinfectants.

- Performs related duties, such as vacuum ng rugs and polishing 10
metal fixtures and fittings.

Speci fi cati ons Poi nt s

Skill and Know edge

Basi ¢ Knowl edge - The work requires readi ng and speaki ng
in order to identify cleaning materials and to comunicate with 1 15
the supervisor.

Conpr ehensi on and Judgenent - The work requires an under st andi ng of
sinple oral instructions concerning routine work procedures. Little
judgerrent is required. 1 25

Specific Vocational Training - The work requires a short denonstration
of the tasks perforned. 1 25

Ef fort

Mental - The work requires normal attention to recognize
the need for cleaning. The measure of quality is 1 20

obvi ous.

Physical - The work requires constant standi ng conbi ned
with light body moverment while using |ight hand-cl eaning
ai ds. Cccasional lifting of trash receptacle is required.

June, 1969 36 -
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Ceneral Services
B.MP.D. No. 1

Degr ee Poi nt s

Responsi bility

Resources or Services - The work requires cleaning to a
strict standard and t he econoni cal use of supplies.

Safety of Gthers - The work permts little possibility 1 15
of injury to others.

Wrking Conditions

Envi ronnent - The environnent is good, with slight exposure to dust
and dirt fromsweeping and fromcl eani ng 1 12
in lavatories.

Hazards - The work invol ves occasional exposure to m nor Al
injuries such as cuts or bruises.
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Ceneral Services
B.MP.D. No. 2

BENCH-MARK POSITION DESCRIPTION

Bench- mark Position Number: 2 Level: 4
Sub- group: BU LD NG SERVI CES
Descriptive Title: CLEANI NG SERVI CE FORENVAN
Basi ¢ Point Rating: 332
Supervi sory Rating: C3

Summary

Under the general supervision of a senior cleaning service foreman, supervises a group of
buil ding cl eaners engaged in cleaning a public building at Otawa, Ont.; naintains control
of cleaning supplies and tools; and perforns related duties.

) % of Tine
Duti es .

- Supervises a group of approximately 12 building cl eaners worKking
on a shift basis

- by assigning duties as required to neet workloads with
resources avail abl e,

- by inspecting work i n progress and on conpletion to ensure
adherence to quality and quantity standards set by the
depart nment,

- by instructing enpl oyees on correct cleaning nethods
and proper use and care of supplies and equi pnent,

- by preparing regul ar work schedul es,

- by mai ntaining attendance records of subordinates,

- by mai ntai ning building cleaning | og-books and reporting
regularly on services performed, and

- by assessing and reporting on the perfornmance of
subor di nat es and proposing disciplinary action.

90

- Maintains control of supplies and tools
- by requisitioning necessary supplies,
- by having custody of tools and supplies, and
- by keeping records of. materials used and tool s i ssued.

- Perforns related duties, such as reporting the need for repair 5
to the building or fixtures.

Speci fications Degr ee Poi nt's

Skill and Know edge

Basi ¢ Knowl edge - The work requires the use of sinple
arithmetic processes in recording tinme worked, work
performance and supplies used, and some witing skill 2 27
in conpleting sinple formreports.

Conpr ehensi on and Judgenent - The work requires carrying
out detailed witten and oral directives and instructions, 2
t hrough subordi nate enpl oyees, to achieve a clearly defined 45
wor k obj ecti ve.
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Ceneral Services
B.MP.D. No. 2

Speci fic Vocational Training - The work requires a know edge
of buil ding cleaning nmethods and products, and skill in
nmotivating a work force to achieve a work objective where
self-notivation is not normally present.

Effort

Mental - The work requires noderate attention in arranging
wor kl oads, inspecting the work of cleaning staff, directing
subordi nates' efforts towards the task at hand, maintaining
records and accounting for supplies.

Physical - The work requires little physical effort. Sone
wal king i s necessary during inspections or when checki ng
suppl i es.

Responsibility

Resources or Services - The work requires accountability for the
establ i shed standard of cl eaning done in a designated work area. The

cl eaning service is such that enmbarrassment to the departnent and
undue depreciation of the building wll occur if the standard of cleani ng
i's not naintained.

Safety of Others - The work requires the assurance that enpl oyees

learn the proper use of equipnent and proper work nethods, to

avoi d possible injury or accidents.

Wor ki ng Condi ti ons

Environment - The work is perforned within controlled surroundi ngs where

little or no association wth adverse
conditions is encountered.

Hazards - The work involves little exposure to hazards.

Super vi si on

The work requires the supervision of approxinately 12 cl eaners,

assigning duties, arrangi ng work schedul es, maintaining clearly
defined quantity and quality work standards, instructing new

enpl oyees, assessi ng conpet ence of workers, resol ving m nor

grievances and reporting-serious grievances or disciplinary

proposal s to a senior supervisor. The assignnent of staff inplies
co-ordination of the work of the group, since the size of the work

force may be reduced through absenteei smwhile the workl oad remai ns
relatively constant.

1969 -32-
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Ceneral Services
B.MP.D. No.3

BENCH MARK POSI TI1 ON DESCRI PTI ON

Bench-mark Position Number: 3 Level : 4
Sub- group: BU LD NG SERVI CES
Descriptive Title: CLEANING SERVI CE FOREMAN Basic Point Rating: 377

Supervi sory Rating: C5

Sunmar y

Under the general supervision of a station services officer, supervises a group of building
cl eaners and subordi nate supervisors engaged i n cl eaning 32 buildings at Uplands Airport,
O tawa; maintains control of cleaning supplies and tools; and perforns related duti es.

Duti es % of Tine

- Supervises a group of approxinmately 39 building cl eaners and
subor di nat e supervisors at Uplands Airport
- by assigning duties as required to nmeet workloads with the resources
avai | abl e,
- by inspecting work in progress and on conpletion to ensure adherence
to quality and quantity standards set by the Departnent of National

Def ence,
- by instructing enpl oyees, through subordinate supervisors, on
correct cleaning nethods and the proper 75

use of equi pment and supplies,
- by preparing regular work schedul es,
- by maintaining records of attendance, |eave, overtinme and acci dent, and
- by assessing and reporting on the efficiency of subordinates, and
proposi ng disciplinary action.

- Miintains control of cleaning supplies and tools
- by requisitioning necessary supplies and tools,
- by issuing supplies and tools to workers in various buildings,
- by maintaining records of nmaterials used and tools supplied, and
- by co-operating with representatives of cleaning equi prent conpanies to
establ i sh t echni ques.

20

- Perforns related duties, such as distributing linen and assigning quarters in the
absence of the barrack warden, serving
on sel ection boards to recruit cleaners, and participating in various 5
departmental studies to inprove the quality of cleaning
at the airport.

Speci fications Degr ee Poi nt s

Skill and Know edge

Basi ¢ Know edge - The work requires the use of sinple
arithnetic processes in keeping tinme, work and supply
records, and elementary witing skills in conpleting 2 27
sinple formreports.
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Ceneral Services
B.MP.D. No.3

Degr ee

Poi nt s

Conpr ehensi on and Judgenment - The work requires planning
for and achi eving a defined work objective through 3
subordi nat e supervisors and interpreting departnenta
policies and procedures as they apply to the cleaning
function.

Specific Vocational Training - The work requires a good
know edge of buil di ng-cl eani ng nmet hods and products,
and skill in working through subordinate supervisors 4
to notivate a work force nornmal ly |acking in sel f
nmotivation to achieve desired results.

Ef fort

Mental - The work requires noderate attention in allocating
the work force to neet the workl oad, inspecting work 2
performed, ensuring that work standards are net and
mai nt ai ni ng records.

Physi cal - The work requires sone wal king during inspections or
checking of supplies.

Responsi bility

Resources or Services - The work requires accountability
for the standard of cleaning in a designated area. 2
The cl eani ng service supplied is such that enbarrassnent to the
department and undue depreciation of the buildings will occur if the
standard of cleaning is not naintained.

Safety of Others - The work requires the assurance that
enpl oyees | earn the proper use of equi pment and
proper work methods to avoid possible injury or
acci dent .

Wr ki ng Condi ti ons

Envi ronment - The work is performed within controlled
surroundings and requires little or no exposure to
adverse conditions.

Hazards - The work involves little exposure to hazards. A

June, 1969 - 41-
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General Services
B.M P.D. No.3

Degree Points

Super vi si on

The work requires the supervision of approximately 30 full-tinme

enpl oyees, assigning duties, arranging work schedul es, maintaining

clearly defined quantity and quality work standards, instructing new enpl oyees,
assessi ng conpet ence of workers, resolving mnor grievances and reporting serious
grievances and disciplinary proposals to a senior supervisor. C5
The assignnent of staff inplies co-ordination of the work of the group
since the size of the work force nay be reduced through absenteei smwhile the
workload remains rel ati vely constant.
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Ceneral Services
B.MP.D. No, 4

BENCH MARK POSI TI ON DESCRI PTI ON
Bench-mark Position Number: 4 Level : 2
Sub- group: BUI LDI NG
Descriptive Titles JAN TOR SERVI CES
Basi ¢ Point Rating: 257
Supervi sory Rating: n/a

Summary

Under the supervision of a head janitor at Royal Roads, Mictoria, B.C., perfornms light and
heavy cleaning duties in dorntories and other areas, and perforns rel ated duti es.

0 .
Duti es % of Tine
- Performs light cleaning duties in dormtories and other areas,
usi ng hand brooms, nops and brushes
- by sweeping floors and stairways,
- by dusting furniture and woodwork,
- by cleaning and disinfecting washroons, showers and toil et 60
facilities,
- by enptying ash trays and trash receptacl es, and
- by lighting fires and renoving ashes fromfirepl aces.
- Perforns heavy cleaning duties in dormtories and other areas,
using cloths, nops, brushes and hand or power-operated equi pnent
- by washing and waxi ng floors and stairways,
- by polishing waxed floor surfaces, 25
- by stripping wax fromfloors, using specified conpounds,
- by washing walls and ceilings, and
- by washi ng and pol i shing inside windows at all heights and
out side wi ndows at ground | evel.
- Perforns related duties, such as renoving snow and i ce from 15
entrances, exits and fire escapes.
Speci ficati ons Degr ee Poi nt s
Skill and Know edge
Basi ¢ Know edge - The work requires readi ng and speaki ng
inorder t oidentify cleaning material and to 1 15

comuni cate with the supervisor.

Conpr ehensi on and Judgenent - The work requires an under
standing of sinple oral instructions in order to foll ow 1 25
routine work procedures. Little judgenent is required.

Specific Vocational Training - The work requires a short
denonstration of the tasks performed. 1 25
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Ef fort

Mental - The work requires nornal attention to recognize
the need for cleaning. The neasure of quality is
obvi ous.

Physical - The work requires constant standi ng combi ned
with body novenent, some heavy lifting in noving
furniture preparatory to and after scrubbi ng and waxi ng
floors, lifting and carrying heavy buckets, shoveling
snow, working overhead while cleaning, and working
froma | adder

Responsi bility

Resources or Services - The work requires some account
ability for the quality of work and for the econom cal
use of supplies. Supervision is close and the cost
of work aids is relatively |ow

Safety of Others - The work permits little possibility of
injury to others.

Wor ki ng Condi ti ons

Envi ronment - The work requires sone exposure to disagree
abl e weat her and exposure to wet while scrubbing and
washi ng.

Hazards - The work involves sonme exposure to accidents
whil e working fromladders and to injury in reaching
or lifting. Falling from | adders could cause back
injury or broken |inbs.

1969 - 44-
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CGeneral Services
B.MP.D. No. 5

BENCH- MARK PCSI TI ON DESCRI PTI ON

Bench-mark Position Nunber: 5 Level : 4
Sub- group: BUI LDI NG SERVI CES

Descriptive Title: JANI TOR, PUBLIC BU LDl NG
Basic Point Rating: 332
Supervi sory Rating: n/a

Sunmary

Under the general supervision of a zone property nmanager, cleans, nmaintains and
secures a small public building that houses the post office at Atikokan, Ont.;
tends the heating plant; services the wal ks and adjacent grounds; and perforns
rel ated duties.

Duti es % of Tinme

- Cleans and mmintains a post office building

by sweepi ng, scrubbing, washing, waxi ng and polishing fl oors

and stairways, using hand or power operated equi pnent,

- by washi ng wi ndows and wal | s,

- by cl eaning accurmul ated soot fromthe chi mey,

- by renoving, repairing and repl aci ng stormw ndows, 65
- by naking minor repairs or calling in skilled workers, and

- by requisitioning supplies or nmaking small |ocal purchases.

- Secures the building

- by unl ocki ng and | ocking doors to suit office hours, and 3
- by ensuring the wi ndows are cl osed.
- Tends the heating plant
- by lighting and maintaining the fire in an automatic coal
5

stoked, hot water heating furnace, and renoving ashes, and
- by arranging for fuel delivery as required.

- Services the wal ks and adj acent grounds
- by nowi ng and watering |awns, and by planting and tendi ng
fl ower beds, and 20
- by shoveling snow fromwal ks, steps and parki ng areas,
and renoving ice deposits as required.

- Perforns related duties, such as reporting to the region on
repair requirenents, supervising casual |abourers engaged in 7
snow renoval , recharging fire extingui shers and organi zing a
fire warden service for the building.

Speci fi cations Decr ee Poi nt s

Skill and Know edge

Basi ¢ Knowl edge - The work requires the use of elenentary

arithnetic in ordering supplies, taking rough neasures 1

for repair, and sone reading of instruction manual s 15
and directions for the use of equi pnent and suppli es.
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B.M P.D. No

Hazards - The work involves sone exposure to accidents that may
involve lost time, such as broken linbs, strains or sprains
fromfalling off |ladders or fromreaching or lifting

out cleaning and m nor malntenance duties and
occasionally, discretion in securing the building and
undertaking m nor repairs.

Speci fic Vocational Training - The work requires sone
know edge of certain sub-trade practices and the use of
cl eani ng equi pnent and agents.

Ef fort

Mental - The work requires normal attention while perfornming a
variety of tasks. The worker sets his own pace

Physical - The work requires prolonged periods of standing
or wal ki ng combi ned with body nmovenent, sone heavy
lifting of furniture, lifting and carrying of buckets
shovel i ng snow, nowi ng | awn, digging garden, worKking
from | adders, and working overhead with tools and work
ai ds.

Responsi bilitv

Resources or Services - The work requires some responsibility
for securing the building by | ocking doors and wi ndows and
guardi ng agai nst fire and natural hazards, and for proper
cl eaning and heating. The building is occupied by post
of fice enpl oyees during the time it is open to the public

Safety of Others - The work requires that sone care be taken
for the safety of building occupants and users by sanding

icy spots and following fire protection and prevention
nracticec

Wor ki ng Condi tions
Envi ronment - The work requires sone exposure to

di sagreeabl e weather and to wet conditions while washing
and scrubbing

June, 1969
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Ceneral Services

BENCH-MARK POSITION DESCRIPTIONS

SUB-GROUP: FOOD SERVICES

BENCH-MARK
POSTION NO. DESCRIPTIVE TITLE PAGE
6 But cher 41
7 Canp Cook 43
8 Cook
46
9 Ki t chen Hel per 48
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Ceneral Services
B.MP.D. No. 6

BENCH- MARK POSI TI ON DESCRI PTI ON

Bench- mark Position Numbers 6 Level: 4
Sub- group: FOOD SERVI CES
Descriptive Title: BUTCHER
Basi ¢ Point Rating: 356
Supervi sory Rating: n/a

Sunmar y

Under supervision, at the Canadi an Forces Base, Canp Borden, Ont., perforns butchering
tasks for four kitchens by receiving, processing, storing, and issuing neat and fish
products, and performs related duties.

Duti es % of Time

- Receives neat rations in bulk quantities at a central butcher shop
by inspecting nmeat being delivered to deternmine its quality and
quantity, and conpleting recei pt vouchers by noting any shortages 5
in orders or substitute itermns.

- Processes and stores neat
- by dividing sides and quarters into roasts, steaks, chops
and other portion cuts according to good practices and the
ki t chen denands,
by slicing and grinding nmeat as required, 80
by pickling and curing special meats, and
- by placing nmeat in storage until tinme of issue.

- Issues nmeat to kitchens by selecting and assenbling itens according
to witten orders, and by posting records of neat itens issued and 10
hel d i n storage.

- Performs related duties, such as cleaning the bench area and tool s
used and supervising the cleaning of refrigerators and the shop 5
area generally.

Speci ficati ons Degree Points

Skill and Know edge

Basi ¢ Knowl edge - The work requires the use of arithnetic

processes in receiving, apportioning and issuing neat 2 27
and fish, and of reading and witing in filling orders,
reporting inventory and preparing material |ists.

Conpr ehensi on and Judgenent - The work requi res an under
standi ng of neat cutting and handling practices and the

interpreting of menus and ration sheets into neat 3 65
requi renents. Judgenent is exercised in using cuts
available to fill kitchen requests.

June, 1969



CGeneral Services
B.MP.D. No. 6

Degree  Points

Specific Vocational Training - The work requires form
training or significant experience in butchering
and neat cutting practices and techni ques and a good 4 100
know edge of handling perishable food products.

Ef fort

Mental - The work requires normal attention in cutting
nmeat and in receiving and issuing neat to avoid | oss
of material and to maintain records.

Physi cal - The work requires considerabl e standing
conbi ned wi th body novenent in handling neat
cuts, cutting neat and assenbling orders. Work aids
are available for handling the heavy portions of 46
meat, but occasional lifting or handling of heavy
portions is required.

Responsi bility

Resources or Services - The work requires that discrepancies
inquantity and quality of products received
be reported to the supervisor and that regul ar 1 25
but cheri ng and storage practices be followed.

Safety of Others - The work is perfornmed in a small well
pl anned shop area where the main duties are perforned
by the butcher hinself, and there is little possibility
of injuring others.

Wor ki ng Condi ti ons

Environment . The work requires significant exposure to
contrasting tenperatures when performng tasks 2 36
alternately in and out of the refrigerator unit.

Hazards - The work requires the regular use of hand and
power cutting tools in neat cutting, resulting in 22
regul ar exposure to injury such a s cuts and brui ses. A2
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General Services
B.MP.D. No. 7

BENCH- MARK POSI T1 ON DESCRI PTI ON

Bench-mark Position Number: 7 Level: 5
Sub- group: FOOD SERVI CES
Descriptive Title: CAMP COOK
Basi ¢ Point Rating: 415
Supervisory Rating: n/a

Sunmary

Under the general supervision of the resident engineer, Terra Nova National Park, Nld., prepares and
cooks meal s according to standard nenus and nunbers of persons served; carries out housekeeping
duties; perfornms clerical duties; and supervises one or two part-time cooks.

Duti es % of Tinme

- Prepares and cooks neal s according t o standard nenus and nunbers
of persons served
- by peeling, washing, trimmng and preparing vegetabl es for
cooki ng, 53
- by cooki ng veget abl es and baki ng breads and pastries, and
- by boiling, broiling, frying and roasting neats.

- Carries out housekeeping duties to provide sanitary conditions in
the canmp kitchen and eating area

- bywashing dishes, utensils, pots and pans, using hot water,
soap and disinfectants,

- by arrangi ng di shes and eating utensils on tables and
stacki ng excess di shes, utensils and cookware in proper
| ocati ons,

- by sweeping, scrubbing and cleaning floors, walls, tables,
counters and stove, using required cleaning agents, dust
inhibitors and disinfectants.

24

- Perforns clerical duties

- by listing food requirenents and passing the list to the
resi dent engi neer for approval and ordering,

- by taking an inventory of food and kitchen supplies and
preparing a nonthly report of cookhouse activities to be
used in determning the cost of neals,

- by keeping records of neals served to individuals for the
purpose of assessing accommodation charges for these 13
i ndi vi dual s, and

- by collecting fees for neals served to visitors and casual
wor kers not accompdated in the canp area.

- Supervises the activities of one or two part-tinme cooks who are
assigned to help with kitchen duties when the nunber of neal s 10
served requires such assistance.
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CGeneral Services
B.MP.D. No. 7

Speci fications

Skill and Know edge

Basi ¢ Know edge - The work requires the use of arithmetic
processes in adjusting recipes, in determ ning cooking
time and in nmeasuring ingredients. The work al so
requires the recording of nunbers of meals served to
i ndividual s and the conpleting of nonthly inventories
of supplies on hand

Conpr ehensi on and Judgement - The work requires an under

standi ng of food preparation to conply wi th good cooking

practices. There is also a requirenent to provide
wel | - bal anced and appeal i ng neals by interpreting
recipes and relating menus to quantities desired and
foodstuffs and ingredients avail abl e.

Specific Vocational Training - The work requires fornal

training or significant experience in cooking practices

and techni ques sufficient to skillfully interpret and
apply recipes.

Effort

Mental - The work requires noderate attention while
preparing and cooking foods, with periods of concentration
when nmeasuring and nixing ingredients and during critica
phases of the cooking process.

Physi cal - The work requires consi derabl e wal ki ng and
standi ng whil e preparing foods, cooking neals and
perform ng cleaning duties, with occasional lifting

and handling of foodstuffs and cooking ingredients
in large quantities.

Responsi bility

Resources or Services - The work requires relative
i ndependence of action in preparing and serving
whol esone neals and in the proper storage and use
of foodstuffs and cooking ingredi ents purchased
in large quantities. There is also a requirenent
to record the nunbers of neals served to individuals
and to collect neal fees from non-resident guests,
as required.
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June,

Safety of Others - The work requires the preparing,
cooki ng and serving of food where the main duties are
perfornmed in relative isolation with little possibility
of injury to other persons.

Wor ki ng Condi ti ons

Envi ronnment - The duties are perforned in a canp kitchen
where there is exposure to heat, steam and wet
conditions while preparing and cooki ng food and performni ng
cl eani ng duti es.

Hazards - The work involves frequent exposure to m nor
injuries such as cuts, bruises, burns and scal ds while preparing
foodstuffs, cooking food and perform ng cl eaning duti es.

1969 50
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Ceneral Services
B.MP.D. No. 8

BENCH- MARK PGOSI TI ON DESCRI PTI ON

Bench-mar k Position Nunbers 8 Level: 5

Sub- groups FOOD SERVI CES

Descriptive Title: COOK

Basi ¢ Poi nt

Rating; 382

Supervisory Rating: n/a

Summar y

Under the supervision of a head cook, with the aid of nenus and reci pes, perforns general duty

cooki ng at the Canadi an Forces Base, Canp Borden, Ont.
Duties

- Does general duty cooking, follow ng nenus and recipes
- by maki ng coffee,
- by preparing soup stock fromneat bones and nmeat trim
and preparing soups from soup stock
- by roasting, grilling and frying nmeat as required,
- by cooki ng vegetabl es,
- by baki ng pies, cakes, cookies and desserts,
- by preparing and arrangi ng sal ads,
- by preparing and packing lunches for field use, and
- by slicing neat and cutting cakes and pies.

Speci ficati ons

Skill and Know edge

Basi ¢ Knowl edge - The work requires the use of arithmetic
processes in neasuring ingredients, adjusting recipes
and determ ni ng cooking tine.

Conpr ehensi on and Judgenent - The work requires an under
standi ng of food preparation to conply wth good
cooki ng practices. There is also a requirement to
interpret recipes and ration sheets in relation to
i ngredients, quantity desired, and tenperatures
required, to produce pal atabl e di shes.

Specific Vocational Training - The work requires formal
training or significant experience in cooking practices
and techni ques sufficient to skillfully interpret and
apply recipes.

Effort
Mental - The work requires noderate attention while
prepari ng and cooki ng foods, w th periods of

concentration when neasuring and m xi ng i ngredi ents
and during critical phases of the cooking process.

June, 1969 -53-
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Physical - The work requires considerabl e standing
conbi ned with |ight body novenent while preparing
foods and cooki ng nmeal s, and occasional |ifting of
heavy foodstuff.

Responsi bility

Resources or Services - The work requires some responsi -

bility for producing pal atable foods while follow ng
reci pes.

Safety of Others - The work requires individual effort,
with little association with others and little
possibility of injury to other persons.

Wirki ng Conditions

Envi ronment - The work requires prol onged exposure to
heat from cooking and serving equi pnent, and
occasi onal exposure to cold tenperatures in refrigerators.

Hazards - The work invol ves frequent exposure to burns,
cuts and scalds while working in proximty to stoves,
ovens and steamand wi th knives and cutting utensils.

1969

Cener a
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Degr ee Poi nt
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BENCH- MARK POSI TI ON DESCRI PTI ON

o Levels 2
Bench-mark Position Nunbers 9 Sub- group: FOOD SERVI CES
Descriptive Title: KITCHEN HELPER Basi ¢ Point Rating: 256

Supervi sory Ratings n/a

Sunmary
Under the supervision of a head cook, cleans kitchen, utensils and equi pnent, prepares

veget abl es, and assists in food preparation and serving at the Canadi an Forces Base. Canp

Bor den, Ont.
0 :
Duti es %of Time
- Cleans kitchen, utensils and equi pment
- by scrubbi ng, washing, sterilizing and drying pots, pans,
food grinders and other utensils and equi pnent,
- by washing and sterilizing dishes through the use of a 60
mechani cal di shwasher, and
- by scrubbi ng and washing, as required, areas within the
kitchen and ness hall, including floors, walls, shelves,
tabl es and chairs.
- Prepares vegetabl es by renoving peel through the use of a mechani cal
veget abl e peeler and knife, and byVﬁshing veget abl es preparatory 13
to cooking them
- Assists in food preparati on and serving
- bycutting cakes, pies, bread and cheese
- by toasting bread
- by replenishing steamtabl e conpartnents, 17
- by replenishing dishes and cutlery at the serving area, and
- by setting tables and renoving dirty dishes.
- Performs miscell aneous duties
- by carrying food supplies fromthe receiving to the storage
area and storing themon shel ving as prescri bed,
- by depositing waste in garbage containers, disposing of 10
gar bage, and washi ng and di si nfecti ng garbage contai ners, and
- by fetching supplies fromrefrigerators and storage areas
as required by the cooks.
Speci fications Cegree Poi nt s
Skill and Know edge
Basi ¢ Knowl edge - The work requires counting and meki ng 1 15

rough neasures in apportioning foodstuffs.

- 55_
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Degr ee Poi nt

Conpr ehensi on and Judgenent - The work requires the
under st andi ng of sinple oral instructions in order 1
to performelenentary tasks. Little judgenent is
required.

25

Speci fic Vocational Training - The work requires a short
denonstration of procedures and routines.

Efort

Mental - The work requires normal attention to assigned
tasks and to recognize the need for cleaning. The 1 20
neasure of quality is readily determ ned

Physi cal - The work requires prolonged periods of standing
or walking, and lifting and carrying trays of dishes 3 73
and contai ners of vegetables

Responsibility

Resources or Services - The work requires some account
ability for the quality of cleaning and for the proper 1 25
handl i ng of foodstuffs and dishes.

Safety of Gthers - The work is not perforned in co-operation
with others, and there is little possibility of injury 1 15
to others.

Wirki ng Conditions

Envi ronment - The work requires consi derabl e exposure to
wet conditions, both hot and cold, while scrubbing,
washi ng and cl eani ng, and frequent subjection to 36
tenperature extremes between refrigerators and kitchen. 2

Hazards - The work invol ves exposure to burns and scal ds
fromworking in proximty to stoves, steam and hot 29
water, to injuries such as cuts fromknives and broken A2
gl ass, and to sone hazards fromlifting and bendi ng
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BENCH MARK PCSI TI ON DESCRI PTI ON

Bench-mark Position Nunber: 10 Level: 1
Sub- group: LAUNDRY SERVI CES

Descriptive Title: PRESSER
Basi ¢ Point Rating: 187
Supervisory Rating: n/a

Sunmmary

Under the supervision of the dry-cleaning supervisor, Departnment of Public Wrks, Fort
Churchill, Man., operates a steam press.

Duti es % of Tine
- (perates a steampress to press jackets, suits, dresses and ot her
itens of clothing by arranging newy dry-cl eaned garments on the
press for the desired result and | owering the heated press for the 100
required time, and by placing the pressed cl othes on hangers for
delivery.

Speci ficati ons Degree Points

Skill and Know edge

Basi ¢ Know edge - The work requires counting for quantity 1 15
check, and communicating orally with the supervisor

Conpr ehensi on and Judgenent - The work requires under standi ng
sinple oral instructions in order to performrepetitive
tasks. Little judgenent is required. 1 25

Specific Vocational Training - The work requires a
brief denonstration of the techni ques used in pressing 1 25
a variety of garnents.

Effort
Mental - The work requires normal attention in properly
arranging articles for pressing. Quality of the work 1 20
is readily determ ned by inspection
Physi cal - The work requires continuous standing while 2 46

working with |Iight-weight materi al

Responsi bility

Resources or Services - The work requires that care be
taken to retain the appearance of the garnents and to 1 25
avoi d heat dammage.

June, 1969
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Safety of O hers - The work is perfornmed in relative
isolation, with little possibility of injury to
ot hers.

Worki ng Condi ti ons

Envi ronnent - The work is perfornmed in somewhat higher
than normal tenperatures and humdity.

Hazards - The work requires sonme exposure to injuries
such as slight burns.
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BENCH- MARK POSI TI ON DESCRI PTI ON

Level : 2

Bench- mark Position Nunmber: 11 Sub- gr oups LAUNDRY SERVI CES

Descriptive Title: WASHVAN . . .
Basi c Point Rating: 256

Supervisory Rating. n/a

Sumary,

Under the supervision of the laundry supervisor, Inuvik, NNWT., tends cl othes washing,
extracting and drying nachines in a | aundry.

% of Tinme
Duti es

- Tends three washi ng nachi nes of 50-, 100-, and 300- pound capacity
respectively, two extractors and three tunbl ers

- by sorting laundry according to colour and fabric in
preparation for washing,

- by weighing and | oading |aundry into washing machi nes,

- by adding to the wash the required amounts of soap,
bl eaches, disinfectants and starch,

- by unl oadi ng washers and | oadi ng extractors, 100

- by unl oadi ng extractors and | oadi ng tunbl ers, and

- by renmoving the laundry fromthe tunblers follow ng
the drying cycle.

Degr ee Poi nt s

Speci fications

Skill and Know edge

Basi ¢ Knowl edge - The work requires readi ng sinple gauges
and neters in tending washers, extractors and dryers. 1 15

Compr ehensi on and Judgenent - The work requires tending
| aundry machi nes where washi ng formul ae are stipul at ed
and the sequence of operations is established. There 1 25
is also arequirenent to sort laundry itens by fabric
and col our in preparation for |aundering.

Speci fic Vocational Training - The work requires an
expl anation of the duties, denonstration of |aundering

processes, and fam liarization with washing fornul ae. 1 25
Ef fort
Mental - The work requires nornmal attention in the sorting
of clothes, the |oading and unl oadi ng of nachi nes, and 1 20

i n addi ng required washi ng conpounds.
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Physi cal - The work requires continuous standi ng comnbi ned
w th body nmovenent in sorting and handling dry |aundry
and consi derable heavy lifting in |oading and unl oadi ng
wet wash during the laundering process.

Responsibility

Resources or Services - The work requires some account
ability for preservation of shape and size of fabrics
washed, but the use of specified fornulae and routines
and the programred settings of machines tend to limt
responsibility.

Safety of Others - The work permits little possibility of
injury to others as duties associated with the job
involve little contact with other people

Wir ki ng Condi tions

Envi ronment - The work is performed i n sonmewhat higher

than normal tenperatures and humdity, where wet conditions

are nor nal

Hazards - The work involves frequent exposure to m nor
injuries such as cuts, bruises or burns from hot
wat er and steam or to the danger of slipping on wet
floors.

-61-
June, 1969

Degree Points
3 73
1 25
1 15
2 36
A2 22



June,

1969

Cener al

BENCH- MARK PGCSI TI ON DESCRI PTI ONS

SUB- GROUP:  MESSENGER SERVI CES

BENCH-MARK
POSITION NO. DESCRIPTIVE TITLE PAGE
12 Confidenti al Messenger 56
13
Messenger 58

Servi ces



Ceneral Services
B.MP.D. No. 12

$ENCH MARK PCsI TI ON DESCR PTI ON,

Bench-nmark Position Numbers 12 Level s 2
Sub- gr oups MESSENGER

Descriptive Titles CONFI DENTI AL MESSENGER SERVICES

Basi ¢ Point Rating: 244
Supervi sory Rating: n/a

Summary

Under supervision, carries classified docunents, confidential nessages and ot her
printed material between officials of the Departnment of External Affairs and outside
agencies located in the tawa headquarters area, and perforns rel ated duti es.

Duti es Y%of Tine

- Carries classified docunents and confidential nessages

- by reporting to specified agencies to receive classified
docunents, printed material or noney, and the instructions
for their protection during transportati on,

- by carrying and protecting materials in transit, while 90
wal king or using a departmental vehicle or taxi as
requi red, and

- by recording itens accepted for delivery and obtaining
receipts for materials delivered.

- Performs related duties such as packaging materials for 10
mai | i ng.
Degree Points

Speci ficati ons

Skill and Know edge

Basi ¢ Knowl edge - The work requires that witten and ora
instructions be followed for the transportation and

delivery of packaged printed matter in the Gtawa city 1 15
area. It requires counting and recording itens handl ed.
Conpr ehensi on and Judgenment - The work requires that
specific instructions be followed to carry out routine 1 25
t asks.
Speci fic Vocational Training - The work requires an expl anation
of the duties and of the clerical tasks perforned
1 25
Effort
Mental - The work requires periods of alertness and
intermttent attention to details to protect nmaterial 1 20

bei ng transport ed.
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Physical - The work requires considerable wal king and
standing while carrying light-weight printed materi al
Mot or transport is used to travel extended di stances
or to transport |arge packages of docunents. Somne
greater physical effort is required while handling
mai | bags.

Responsi bility

Resources or Services - The work requires that the
security of classified docunents be maintained during
their transport within the Gtawa area and that any
know edge of their contents be not disclosed

Safety of Others - The work involves contact w th other
peopl e, but there is little possibility of injury
to others.

Wor ki ng Condi ti ons

Envi ronment - The work requires continual nobvenent
bet ween an of fi ce envi ronnent and the out - of -doors,
where there i s exposure to weat her conditions at
all tines of the year.

Hazards - Health and acci dent hazards are negligible.
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BENCH- MARK PCSI TI ON DESCRI PTI ON,

Bench-Mark Position Nunbers 13 Levels 1
Sub- group: MESSENGER
Descriptive Titles MESSENGER SERVI CES

Basi ¢ Point Rating: 187
Supervi sory Rating: n/a

Sumary

Under the supervision of the file roomsupervisor in the Department of Public Wrks
pi cks up and delivers files and correspondence within a branch; prepares a list of al
files transferred within and fromthe branch; and perforns related duties.

Duti es % of Tinme

- Picks up and delivers files and correspondence within a branch

- by picking up items fromthe file control section and
taking these to the nmessenger roan for sorting into
appropriate bins,

- by delivering the files and other printed material from
the sorting bins to the designated persons in the branch

- by picking up files, mail and other material within the 85
branch and delivering these to the file control section or
the mail room or redistributing themas indicated, and

- by collecting the daily correspondence fromthe typing
units and delivering it to the designated branch officers
for signature

- Prepares a list of all files transferred within and fromthe

branch by recording the transfer of all files within the branch, 10
and by preparing transfer slips for all files transferred to other
br anches.

- Perforns related duties as required
- by delivering printing requirements to the printing unit
(1 ocated outside the building),
- by collecting conpleted work fromthe printing unit,
- by distributing the daily attendance sheets to a section
within the branch, and
- by delivering special nessages.

Speci fi cations Degree Points

Skill and Know edge

Basi ¢ Knowl edge - The work requires reading and foll ow ng
sinple witten instructions in collecting, sorting and
delivering files, correspondence and other material
Si npl e recording procedures are required in noting the
transfer of files.
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Conpr ehensi on and Judgenent - The work requires that
specific instructions and established routines be
followed to carry out repetitive tasks.

Specific Vocational Training - The work requires a brief
denonstration and description of the duties, procedures
and routines.

Ef fort

Mental - The work is repetitive, but does require nornmnal
attention in collecting, sorting and delivering files,
correspondence and other material.

Physi cal - The work requires continuous wal ki ng and st andi ng
while performing the collecting, sorting and delivering
duties associated with it.

Responsi bility

Resources or Services - The work requires sone account
ability for the recording of files and for proper sorting
and delivery of nail. Msplacenent of files and nail
woul d result in lost tinme and annoyance.

Safety of Others - The work involves contact w th other
people, but there is little possibility of injury to others.

Wr ki ng Conditions

Envi ronment - The work is perforned in pleasant surroundi ngs

with relatively few di sagreeabl e conditions.

Hazards - The work involves little exposure to injury.

June, 1969 - 66-
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BENCH- MARK POSI TI ON DESCRI PTI ON

o . Levels 9
Bench-mark Position Nunmber: 14 Sub- gr oups MISCELLANEOUS

S . PERSONAL SERVI CES
Descriptive Title: HEAD STEWARD

Basi ¢ Point Ratings 581
Supervi sory Rating: C,

Sunmary

Under the direction of the officers' ness committee at the Canadian Forces Base, Trenton, Ont.,
plans and controls the operation of the officers’ nmess; plans and prepares for official ness
functions; and assists the officers' mess committee.

Duti es M

- Plans and controls the operation of the officers' mess and
supervi ses 24 enpl oyees

- by training, supervising and directing the activities of
bar stewards, housekeeping and cl eaning staff and cleri cal
staff associated with the officers' nmess,

- by arrangi ng acconmodati ons for nenbers and guests,

- by keeping records regardi ng accommodati ons, rations,
i nventory, accounts payabl e and receivabl e, personnel and 80
bui | di ng mai ntenance, and

- by collecting mess. funds and accounting for ness funds
and petty cash.

- Pans and prepares for official mess functions by schedul ing
entertai nment for official functions, and arrangi ng menus, in 10
co-operation with the food services officer, for regularly
schedul ed and speci al events.

- Assists the officers' mess coomittee by acting as secretary
ex officio, to prepare routine correspondence and requisitions 10
for materials required in the officers' mess.

Speci ficati ons Degr ee Poi nts

Skill and Know edge

Basi ¢ Knowl edge - The work requires meking mat hemati cal
calculations in accounting for the financial operation
of the officers' mess and in the nai ntenance of record- 4 51
keepi ng systens.

Compr ehensi on and Judgenent - The work requires an under
standi ng of nanagenent principles and techni ques and the
exercising of judgenent and discretion in dealing with 4 85
guests, menbers and staff.
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Degr ee Poi nt s

Specific Vocational Training - The work requires consider
abl e adnini strative experience, good know edge of
mlitary protocol and of supervision, an appreciation 6 200
of public relations, and tact.

Effort

Ment al - The work requires close attention and periods of
concentration in planning, scheduling and coordinating
services associated with the officers' ness; in supervising 3 73
enpl oyees; in handling cash and attractive itens;
and in attending to the details of business functions.

Physical - Duties involve |ight work requiring intermttent

sitting, standing and wal ki ng. 1 20

Responsi bility

Resources or Services - The work requires responsibility
for the managenent of the nmess and for the proper conduct 3 91
of mess functions. The responsibility for assets and
records is significant.

Safety of Others - The work requires ensuring that the
staff use proper working nethods to prevent injury to thensel ves or
guests, that recogni zed safety precautions be observed by both staff 2 45
and guests, and that nornal accident-prevention nmeasures be taken.

Wor ki ng Condi ti ons

Environnent - The work is performed in controlled surroundings 1
where few di sagreeabl e conditions exist. 12
Hazards - The work involves little exposure to injury or A 4

hazards to health.

Supervi si on

The work requires the supervision of 24full-time enployees,

assigning duties and checking work in order to maintain high

standards, arrangi ng work schedul es, instructing new enpl oyees,

assessi ng conpet ence of workers, resolving mnor grievances and

reporting serious grievances and disciplinary proposals to the c
mess committee. Co-ordination is always required of the various 4
groups of enployees, and the fluctuation of workload that results

fromthe numerous special events makes the schedul ing of work vital.
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BENCH-MARK POSITION DESCRIPTION,

Levels 3

Bench-mark Position Numbers 15
Sub- groups M SCELLANEOUS

Descriptive Title: SH FT MATRON

PERSONAL SERVICES

Basi ¢ Point Rating: 313
Supervisory Rating: n /a

Summary

Under supervision of the matron in charge at the Halifax i mmgrati on acconmodati on quarters, provides
care and assi stance to resi dent wonen and children, and perforns housekeeping tasks and rel ated

duti es.
Duti es

- Provides assistance to wonen and children living in quarters

- by helping themto | ocate in assigned acconmmodat i on,
expl ai ning the housekeeping and food service facilities
avail abl e, and issuing beddi ng and ot her barrack stores
that they may require

- by arranging for guests to use washing nachi nes, electric
i rons, cooking equi prent and other facilities provided for
their confort and conveni ence, and

- by assisting wonen to prepare food for children and by
reporting sickness or disconfort anong the guests.

- Performs housekeeping duties
- by cleaning and dusting wonen's living quarters,
by checking and listing |aundry itenms on issue and receipt,
recording stores items on |oan to guests, and
- by requisitioning expendabl e stores itens such as soap

and toilet sundries.

- Perforns escort duties occasionally by acconpanying fenal e
det ai nees and children to embarkation ports.

Speci fi cations

Skill and Know edge

Basi ¢ Knowl edge - The work requires counting for quantity
checks on | aundry and housekeepi ng itens, reading
i nstructions on cl eaning and housekeepi ng materi al s,
requi sitioning supplies and communicating orally with
the supervisor and persons bei ng detained or accommdat ed.

Compr ehensi ve and Judgenent - The work requires an under
standing of witten and oral instructions and the use of discretion in

neeting domestic situations
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Degree Points

that arise anong persons in the accommodation quarters,
in answering their requests, and in ensuring their 2 45
safety and wel | - bei ng.

Speci fic Vocational Training - The work requires experience in
housekeepi ng and the care of people in custody.

3 75
Effort
Mental - The work requires attention to activities in the
quarters and to specific requirenments of individual 2 46
guests.
Physi cal - The work requires constant standing and wal ki ng
through the quarters to assist guests, to issue |light- 2 46
weight nmaterials, and to performlight cleaning duties.
Responsi bility
Resources or Services - The work requires some account
ability for the cleaning of the area and for services 1 25

to guests.

Safety of Ohers - The work requires some responsibility
for persons accormodated or held in custody, and for 2 45
recogni zi ng and renovi ng potential hazards.

Wor ki ng Condi ti ons

Envi ronnment - The work is perfornmed in a controlled 1 12
envi ronnent under good conditions.

Hazards - The work requires little exposure to hazards. A 4
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BENCH-MARK POSITION DESCRI PTI ON

Bench-mark Position Nunber: 16 Level: 5
Sub- gr oup: MISCELLANEOUS
Descriptive Title: TAILOR PERSONAL SERVICES

Basi ¢ Point Rating: 409
Supervisory Rating: B,

Sumary

Under supervision, at the Canadi an Forces Base, Greenwood, N. S., finishes and supervises the
alteration of new uniforns; fits unifornms to required nmeasure; and co-ordinates the activities
of the tailoring shop.
0 .
Duti es % of Tine
- Finishes and supervises the alteration of new uniforns by sew ng
decorations, badges and rank insignia on uniforms according to 65
entitlenent, and by ensuring that alterati ons on new uniforms
have been conpleted in accordance with alteration tickets.

- Fits uniforns to required neasure by narking stock uniforns for
alteration and preparing the required alteration tickets, and by 15
neasuring personnel when necessary and conpl eting the forns
required for the procurenent of made-to-neasure uniforns or
over coat s.

- Oo-ordinates the activities of the tailoring shop

- by allocating work to one enpl oyee, and when and where
the workload is beyond the capability of the shop, sendi ng
uniforms to a contractor for alteration,

- by checking itens returned fromcontractors to ensure
that all work detailed on the alteration ticket has been
properly conpl et ed,

- by checking with the non-comm ssioned officer in charge
of clothing regardi ng schedul es and requirerents for
cl ot hi ng par ades,

- by checki ng shop equi pnent for serviceability, and

- by requisitioning supplies and equi pnent required in the
operation of the shop.

20

Speci fi cations Degree Points

Skill and Know edge

Basi ¢ Knowl edge - The work requires making arithmetic
cal culations i n taking and applying neasurements in
the fitting of uniforns.

Conpr ehensi on and Judgenment - The work requires that
est abl i shed techni ques be understood and discretion 3 65
be used in adjusting uniforns to individual fit.

June, 1969



Ceneral Services
B.MP.D. No. 16

Degree Points

Specific Vocational Training - The work requires training

or considerable experience in tailoring practices to 5 150
performand lead the activities of a small tailoring
shop.
Effort

Mental - The work requires attention during regular work
and concentration when interpreting measurenents and 2 46
appl ying themto the cutting of cloth.

Physi cal - The work involves intermttent sitting, standing

and wal ki ng and the handling of |ight-weight nmaterials. 1 20

Responsi bility

Resources or Services - The work requires accountability
for the proper fitting of uniforms and for the provision
of a reasonably pronpt service. Loss fromerrors would 2 58
involve only the cost of the garnent and sorre i nconveni ence.

Safety of Others - The work involves little possibility 1 15
of injury to others.

Wor ki ng Condi ti ons

Environnent - Duties are performed in the pl easant
surroundings of a tailoring shop where di sagreeabl e

conditions are limted. 1 12
Hazards - There is little possibility of accidents. A 4
Super vi si on

The work requires the supervision of one seanstress assigni ng

tasks, providing detailed instruction when required, checking B2
work for conformance to standard and conpliance with instructions

and assessi ng enpl oyee perfornmance.
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SUB- GROUP: PROTECTI VE AND CUSTODI AL SERVI CES

BENCH- MARK
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— = = DESCRI PTI VE TI TLE PAGE
17 Chi ef Park Warden 68
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BENCH- MARK POSI TI ON DESCRI PTI ON

Bench-mark Position Nunber: 17 Level : 11
Sub- gr oup: PROTECTI VE AND
Descriptive Title: CHI EF PARK WARDEN CUSTCDI AL SERVI CE

Basi ¢ Point Rating: 712
Supervisory Rating: Cs

Summary

Under the direction of Park Superintendent, directs and supervises the warden service at R ding Muntain
National Park, Man., prepares correspondence and reports on conservation, protection and other problens;
neets and advi ses public groups concerning visitor safety; participates in the hiring, supervision and

|l ay-of f of seasonal naintenance and protective staff; recomrends inprovenents to or repl acenent of park
facilities; and perforns rel ated duties.

Duti es M
- Drects and supervises 18 wardens in 13 warden districts, and a
herdsman at a buffal o enclosure

- by allocating staff and assigning duties,

- by nmaking tours of inspection to observe and apprai se work
perfornmance, and to ensure the adequacy of patrols,

- by distributing and interpreting departnental instructions,

- by initiating action to apprehend violators or prevent
of fences,

- by inspecting tinber, grazing and hayi ng operati ons, 60

- by initiating game counts, fisheries and wild-1ife studies,
and reduction prograns,

- by obtaining the necessary evidence to charge of fenders, and

- by taking charge of firefighting, |ifesaving, rescue or
ot her emergency operations.

- Prepares reports and correspondence for the Superintendent on
conservation, protection and other matters

- by investigating probl ens concerning the adequacy of the
war den service, and
- by receiving and revi ewi ng wardens' diaries and game observation cards, 16

and consolidating these and other data into formal reports.

- Meets and advises |arge nunbers of visitors and public groups
concerning visitor safety in the Park
- by stressing the inportance of safety precauti ons and
regul ati ons, and
- by expl ai ning the purpose and concepts of the National
Parks, in order to foster conservation practices and 7
mai ntain good public relations.

- Supervi ses, through subordi nates, approximately 17 seasonal attendants and

| abourers enpl oyed as mai ntenance and project crews, towernen, |ifeguards,
fire hall attendants and ski-patrol men 6
- by advising the Superintendent on present requirenents and
| ay-of f s,
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% of Tinme

by providing for the interview and assessnent of prospective
wor ker s

by outlining the work objectives and giving instructions,

by inspecting work, and

by del egating responsi bility of supervision to subordinates.

- Recommends i nprovenents to or repl acement of Park facilities
- by devel opi ng i nprovenment proposals for presentation at
conf erences, and 6
- by serving as a nenber of an investigating commttee set
up to study proposals.

- Perforns related duties such as preparing estimates of equi prent
needs of the warden service, accounting for revenues, exchanging
informati on with other agencies, organizing | ocal training pro- S)
grans for wardens, and assisting in the inplenmentation of a
regi onal training program

Speci fications Degree Points

Skill and Know edge

Basi ¢ Knowl edge - The work requires estimating the equi pnent,
staff and supply needs of the warden service in the Park,
witing reports to support inprovenents in facilities, and 5 63
communi cating with public individuals and groups to nmaintain
good public relations while enforcing restrictive park
regul ati ons.

Compr ehensi on and Judgenent - The work requires a thorough
under standi ng of park regul ati ons and warden instructions,
and a thorough understandi ng of the broad principl es of
managenment of a variety of renewabl e resources. Judgenent
is required when interpreting regul ations, recognizing and
reacting to unusual conditions, taking charge of emergency
operations, and assessi ng enpl oyee perfornance

5 105

Speci fic Vocational Training - The work requires training in
the protection and conservation of renewabl e resources, in
the operation and nmai ntenance of rescue and ot her equi prent,
and in the prevention and suppression of forest fires, and 6 200
requires substantial experience in enforcing regul ations,
devel oping park facilities, supervising and training a
wi del y di spersed staff, and addressi ng public groups.

Effort
Mental - The work requires planning and’inspecting protection
activities and anal yzing work reports, and requires cl ose 3 73
attention to various concurrent works being perforned in di spersed
ar eas.
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Degr ee Poi nts
Physi cal - The work requires traveling throughout the Park
by truck, jeep, power boat or snownobile, and directing
forest-fire control neasures, which oblige the worker to 46
be continually on the nove while in the field. 2

Responsi bility

Resources or Services - The work requires responsibility for
directing operations during firefighting, |ifesaving, and other
energency conditions, where poor planning of tactics,
| ack of proper precautions, or |ack of adequate training of
subordinates could result in serious fire or other |osses
and in enmbarrassnment to the departnent. Oversees and in-
spects tinmber, grazing and haying operations. There is 3 o1
also a responsibility to provide informati on and advice to
park visitors so that they may participate in park activities while
keeping within the regul ations dictated by sound r esour ces
managenment practice.

Safety of Others - The work requires great conpetence in
controlling the use of the renewabl e resources by inexperienced
visitors, to reduce the possibility of injury to people and
to effect rescue work when injuries occur, and in directing 3 75
forest firefighting operations where |oss of |ife may result
fromincorrect action.

Wor ki ng Conditions

Envi ronnent - Tours of inspection are perforned in all types
of weather, ranging fromsub-zero winter conditions, to
forest-fire heat conditions. During emergency operations
long and irregul ar hours are required, and the worker is 2 36
continually on call.

Hazards - The work requires occasi onal exposure to serious
injuries fromaninal attacks, forest fires or falls from B 23
towers. 1

Super vi si on

The work requires allocating a staff of 36 to 13 warden districts and vari ous

other areas, co-ordinating their work, inplementing a |ocal in-

service training program appraising enployee perfornance, giving

direction in the choi ce of work net hods, and proposing disciplinary Cs
action.
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BENCH MARK POSI TI ON DESCRI PTI ON

Bench-mark Position Nunber: 18 Level = 5
Sub- group: PROTECTI VE AND

Descriptive Title: DEPORTATI ON OFFI CER CUSTODI AL SERVI CES

Basi ¢ Point Rating: 403
Supervisory Rating: n/a

Sunmary

Under the general supervision of the Assistant Regional Supervisor of Adnissions, Pacific Region, escorts
det ai ned persons to regional headquarters; arranges necessary docunentation for persons who have been
ordered deported from Canada; escorts deportees to points of exit at international boundaries; assists the

Deserter Gontrol Programofficer; assists wth shipping section duties; and perforns rel ated duties.
Duti es % of Time

- Escorts detai ned persons and deportees fromoutpost areas in
British Golunbia and the Yukon Territory to the Regional
headquarters in Vancouver for inquiry proceedings or deportation, 20
and acconpani es detainees to hospitals or local clinics for
treatment or exam nation.

- Arranges the necessary docunentation for persons who have been
ordered deported from Canada
- by escorting deportees to photographi c studios to have
passport photographs taken,
- by obtai ni ng photographs required for travel docunents,
- by obtaining or revalidating travel documents and

transportation tickets for deportees, 20
- by preparing delivery receipts and other rel ated docunents
prior to the departure of the deportees, and
- by collecting and saf eguardi ng noney, baggage and personal
effects of deportees or persons held in detention.
- Escorts deportees, including inmates of jails, penitentiaries,
hospitals and nental institutions, to points of exit at the i nternational
boundari es by acconpanyi ng deportees by train as far as Wnnipeg, and by 20
acconpanyi ng i nmates of nental institutions to hospitals south of the international
boundary.
- Assists the Deserter Gontrol Programofficer by |ocating and apprehendi ng shi ps'
deserters, and by escorting searmen to their ships at the last port of call in British
Gol unbi a or, where applicable in the United States (Washington, Oregon 20

and
California.

- Assists with shipping section duties
- by boarding, inspecting and clearing ocean-goi ng
vessel s, 15
- by issuing docunentation (Imnmigration form242) to crew
menbers where applicable, and
- by controlling debarkation fromships to facilitate
passenger exani nation.
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- Perforns related duties, such as preparing reports of incidents
encountered during the perfornmance of escort duties. 5
Speci fi cati ons Degree  Points
Skill and Know edge

Basi ¢ Knowl edge - The work requires the use of arithmetic

processes in arranging travel accommdation. It also

requires conpleting forns and recording i nfornati on associated wth 2 97

deportation procedures and passenger exani nati on.

Compr ehensi on and Judgenent - The work requires an under
standi ng of deportation and custodi al procedures and r egul ati ons.
Self-reliance is required to carry out projects where 3 65
instructions and background information on individual cases have
been provi ded.

Speci fic Vocational Training - The work requires a know edge of
relevant |egislation, departnental policies, and apprehensi on and

cust odi al techni ques. 3 75
Effort
Mental - Close attention and alertness to various conditions are
required while escorting detainees and deportees to and fromthe 3 73
regi onal headquarters.
Physical - The work requires limted physical effort and
intermttent wal king and standing during travel and
escort duties, and, occasionally, greater physical 1 20

effort in apprehendi ng and subdui ng hostile persons.

Responsibility

Resources or Services - The work involves the custody of
all docunents, personal bel ongi ngs, noney, transportation
tickets and travel warrants bel onging to deportees and detai ned 2 58
persons and responsibility for carrying out duties in the absence
of supervi sion.

Safety of Others - The work requires assuring the safety
of persons held in custody. Some care nmust be exercised
with regard to safety precautions connected with escort duties. 45

-79-
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Degr ee Poi nts

Wor ki ng Condi ti ons

Envi ronment - The work requires frequent and extensive
absences from horme when carrying out assigned duties 2 36
involving travel.

Hazards - The work requires little exposure to health and
acci dent hazards. Al
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BENCH- MARK POSI TI ON DESCRI PTI ON,

Bench-mark Position Nunmbers 19 Levels 2

Sub- groups PROTECTI VE AND
Descriptive Title: LOOKOUT TOWERMAN CUSTODI AL SERVI CES

Basi ¢ Point Rating: 266
Supervi sory Rating: n/a

Sunmmary

Under the supervision of the Dstrict Warden, Prince A bert National Park, Sask., carries out fire-
wat ching duties for a specific geographical area; conpiles weather data; perforns nmai ntenance duties
on tower structure and equi pment, grounds and living quarters, and trails and tel ephone |ines.

0 .
Duti es %of Time

- Carries out fire-watching duties for a specific geographic area

- by observing froman 80-foot tower for any evidence of
snmoke from forest fires,

- by using the Gsborne Fire Finder to establish the relative
position of a fire and relating the reading to a map of the
area for location of the fire, and

- by reporting infornation by radio to the District Wirden 90
during the initial stages of a forest fire.

- Conpi |l es weat her data by observing weather conditions four tinmnes

daily and recording observations to produce a daily weat her
report.

- Perfornms mmintenance duties on the tower structure and equi pnment,
grounds and living quarters, and trails and tel ephone |ines
- by sweeping the tower cupola and cl eani ng tower w ndows
daily,
- by checking guy wires daily for proper tension,
- by checking radi o and tel ephone contact daily,
- by cutting and col | ecting brush and grass in the tower
area, 8
- by renoving trees and brush fromtrails, and
- by setting tel ephone pol es, rehangi ng tel ephone |ine
i nsul ators, and checki ng ground rods and |ightni ng
arresters.

Speci fi cati ons Degr ee Poi nts

Skill and Know edge

Basi ¢ Knowl edge - The work requires reading and copyi ng
figures associated with weather observations and the 1 15
| ocating of forest fires.

Compr ehensi on and Judgenent - The work requires that
specific instructions and established nethods be
followed to carry out routine tasks.

June, 1969 - 81 -



Ceneral Services
B.MP.D. No.19

Specific Vocational Training - The work requires famliarity
with operating instructions and routines. It also requires
that the related equi pmrent and operating procedures be
denonstr at ed.

Effort
Mental - The work requires close attention continuously
while carrying out a fire-watching service in a specified
geogr aphi cal area.
Physical - The work requires intermttent sitting, standing

and clinmbing in the performance of fire-watching duties.
The handling of |ight-weight materials is also involved.

Responsi bility

Resources or Services - The work requires responsibility
for a specific service. An error in spotting or |ocating
a fire could result in loss of natural resources through
del ayed or inproperly directed firefighting operations.

Safety of Gthers - There is little possibility of injury to
others, as the work involves |ong periods of isolated
activity.

Wir ki ng Condi tions

Environment - The main duties associated with fire observation
activity are performed inside the tower structure, where
relatively few di sagreeabl e conditions exist.

Hazards - Normal safety precauti ons and energency operating
instructions are provided, but there is a possibility of
"l ost-tine" accidents resulting fromfalls while clinbing
or descending the | adder to the observation cupol a.
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BENCH MAARK PCSI TI ON DESCRI PTI ON,

Bench-mark Position Nunber: 20 Level : 8
Sub- group: PROTECTI VE AND

Descriptive Title: SEN OR GUARD CUSTODI AL SERVICL™: S

Basi ¢ Point Rating: 549
Supervi sory Rating: C4

Summary

Under the direction of the Regional Adm ssions Supervisor, Halifax, N. S., supervises the
activities of the guard unit and the building services section of the immgration
quarters.

0 '
Duti es % of Ti me

- Supervises 19 enployees in the guard unit and the building
servi ces section of inmgration quarters

- by directing passenger exam nation, ship clearance and
security operations to achi eve maxi mum effici ency,

- by providing for the safe custody and wel fare of detain
ed and acconmpdat ed persons,

- by planning and inpl ementing shift schedul es for
enpl oyees to provide continuous acconmmodati on and
security services on a 24-hour basis and to provide
the services necessary for aircraft and passenger
ship arrivals, escort duties, crew nusters and verification of 100
departures,

- by keeping records and statistics of detained and
accommodat ed persons and arrangi ng for adnission and
rel ease as directed,

- by training and instructing staff to ensure maxi mum
efficiency of the detention program

- by directing the cleaning of the immgration building

- by recomendi ng necessary mai ntenance and repairs to
t he building, and

- by requisitioning mai ntenance materials and suppli es.

Specifications Decree Points

Skill and Know edge

Basi ¢ Know edge - The work requires maintenance of
significant but sinple records, the preparation of sinple 3 39
reports and the reading of policy directives.

Conpr ehensi on and Judgenent - The work requires a
t hor ough under standi ng of department policies and regul ati ons
an understandi ng of custody and detention nethods, and an
under st andi ng of the techni ques of achieving desired results
t hrough subor di nat es.
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Degree Points

Specific Vocational Training - The work requires considerable
experience in immgration procedures and in the detention
and accommodation of immgrants and deportees, and 5 150
experience in staff supervision.

Ef fort
Mental - The work requires alertness indealing with persons
detained and held in custody, and concentration on several details in 3 73
co-ordinati ng passenger exam nations, security neasures and mai ntenance
of the accomrodati on area.
Physi cal - The duties involve light work requiring intermttent sitting,
standi ng and wal ki ng. 20

Responsi bility

Resources or Services - The work requires responsibility for
security of persons being detained or accombdated and for
the maintenance of the accommodation area. Errors could 3 91
result in embarrassnment to the departnment.

Safety of Others - The work requires constant care to ensure
that proper working procedures are foll owed and that safety 3 75
precautions and regul ations are strictly enforced to provide
for the well-being of persons being detained or accormodat ed.

Wor ki ng Condi ti ons

Environment - The work is performed in clean surroundi ngs
where rel atively few di sagreeabl e conditions exist.

Hazards - The work involves little exposure to injury. A

Super vi si on

The work requires the supervision of approxinmately 19 full-tine enpl oyees,

assigning duties, arrangi ng work schedul es, instructing new enpl oyees, co-

ordinating the work of the group to provide the necessary services

around the clock, inplenenting a training programfor guards and assessi ng

thei r performance, resolving mnor grievances and reporting serious grievances and (07}
di sciplinary proposals to the Regi onal Adni ssions Supervi sor.
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BENCH- MARK POSI TI ON DESCRI PTI ON

Bench-mark Position Nunber: 21 Levels 2
Sub- groups PROTECTI VE AND

Descriptive Title: WATCHMAN CUSTODI AL SERVI CES

Basi ¢ Point Rating: 264
Supervisory Rating: n/a

Sunmary

Under the supervision of the harbour security officer at the Lady Hammond Road storage yard,
Halifax, N.S., carries out watchkeeping patrols of a storage area to guard against illegal
entry, theft of materials, and fires or fire hazards; and performs guard and gatekeepi ng
duties.

0 .
Duti es %of Time

- Carries out watchkeeping patrols of a storage yard, alternately
with a nenber of the Corps of Cormmissionaires, to guard agai nst
illegal entry, theft of naterials and fires or fire hazards
- by making an hourly foot patrol of the store a yard
area (approximately one-half nile per patrol) to detect
evidence of any illegal entry into the storage area and
to ensure that the materials in the storage area have 40
not been tanpered with or removed, and
- by watching, during the regular foot patrols of the area, for any
evidence of fire or a potential fire hazard.

- Performs guard and gat ekeeping duties by pernmitting authorized

persons to enter the premises, and by renaining in the guard 60
house and attending the tel ephone during intervals between foot
patrols.

Degr ee Poi nts

Speci fications

Skill and Know edge

Basi ¢ Knowl edge - The work requires reading and foll ow ng
written instructions. Sinple counting and checki ng
of stored itens is also required.

Conpr ehensi on and Judgenent - The work requires that
written instructions be carried out. There is al so
a requirenment to apply discretion in determning the 2 45
action to be taken when abnornal conditions, such as
fires or apparent theft of materials, occur.

Specific Vocational Training - The work requires that
wat chkeepi ng duties be detailed and that procedures and 1 25
routines be denonstrat ed.
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Degree Points

Effort
Mental - The work requires attention and al ertness
whi | e perform ng wat chkeeping duties and patrolling
the storage area. Duties are routine and their 1 20
performance causes little fatigue
Physi cal - The work requires considerabl e wal king while
carrying out hourly watchkeepi ng patrols. 2 46

Responsi bility

Resources or Services - The work requires that a storage
area housing material and equi pnent of considerabl e 2 58
val ue be guarded agai nst theft, vandalismand fire.

Safety of Ohers - There is little possibility of injury
to others, as watchkeeping duties are carried out in 1 15
relative isolation

Wr ki ng Condi ti ons

Envi ronment - The work requires significant exposure
to relatively unpl easant weat her conditions while 2 36
carrying out watchkeeping patrols.

Hazards - Normal precautions limt the exposure to
i njury; however, when working in exposed areas m nor Al 4
cuts or bruises are possible.
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BENCH- MARK POSI TI ON DESCRI PTI ON,

Bench- mark Position Numbers 22 Levels 4
Sub- groups STORES SERVI CES
Descriptive Title: SPARE PARTS STOREMAN
Basi ¢ Point Ratings 338
Supervisory Rating: n/a

Summar y

Under the supervision of a warehouse foreman in the spare parts section of the Canadi an Forces
Regi onal Ordnance Depot, Ednonton, Al berta, issues, receives and naintains in storage a range of
spare parts, and posts warehouse records.

0 .
Dut i es % of Ti me

- |Issues spare parts fromstock held in the warehouse on requisition
- by exanmining stores requisitions to determine the
specific parts required,
- by identifying itens in the warehouse, using an establi shed | ocating 50
system and cat al ogue descri ptions, and
- by issuing stock to clients.

- Receives new parts
- by identifying material received and placing it in
storage bins allocated for separate items, and 20
- by conpleting receiver's menoranda used to report
the acceptance of new naterial in the warehouse.

- Maintains stock in storage
- by checking nunbers of itenms in storage with bin card 15
records and reporting discrepancies, and
- by disposing of stock as directed.

- Posts warehouse records
- by conpleting records of issue,
- by adjusting inventory records as stock is received
and issued, 15
- by maintaining records of condemmed items, and
- by maintaining back-order records.

Speci fi cati ons Degree Points

Skill and Know edge

Basi ¢ Knowl edge - The work requires reading parts descriptions
and catal ogue identifications, recording stock novenent, using
sinple arithmetic in the maintenance of stock records, and

performng sinple clerical duties. 2 27
Compr ehensi on and Judgenent - The work requires an under
standi ng of storing and warehousi ng met hods. Sone 2 45

Judgenent is required in issuing substitute itens.
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Degr ee, Poi nt s

Specific Vocational Training - The work requires experience
in stores handling wth sufficient experience in spare
parts stores to recogni ze differences and simlarities 4 100
in parts and to use technical catal ogues.

Effort

Mental - The work requires noderate attention to the receipt
and issue of stock and periods of concentration when 2 46
conparing specifications to determne if substitutes
are acceptable.

Physical - The work requires constant standing, walking,
continuous handling of light-weight materials, and occasiona
handl i ng of heavy nechanical parts or packaged itens.

Responsibility

Resources or Services - The work requires accountability
for the mai ntenance of proper stores procedures, but
these are explicitly described and regul ar checks are made.

Safety of Others - There is linmted responsibility for the
safety of others, work being performed in a controlled area that is
pl anned to all ow conveni ent and safe handling of fast-
movi ng small stores itens.

Wor ki ng Condi ti ons

Environment - The work is perfornmed in a shop-office
envi ronment under agreeable conditions. 1 12

Hazards - Serious accidents are inprobable, while m nor
injuries, such as cuts and bruises, result fromhandling 22
metal parts and from packagi ng stores itens. Ao
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BENCH- MARK POSI TI ON DESCRI PTI ON,

Bench-mark Position Nunber: 23 Level: 7
Sub- group: STORES SERVI CES
Descriptive Title: WAREHOUSE FOREMAN
Basi ¢ Point Rating: 496
Supervi sory Rating: C;

Sumary,

Under the general supervision of a senior warehouse foreman in a central ordnance
depot, supervises naterials-handling activity directed to receiving, maintaining i n warehouse,
and issuing a group of stores itens; participates in work planning; and perfornms related
duti es.

0 .
Duti es M

- Supervises ei ght enpl oyees engaged in the naterial s-handling
activity of a section of binned stores in a central ordnance
depot
- by issuing daily work orders for the performance of
tasks, which specify procedures to be followed in
receiving and distributing bulk stock to bins,
- by issuing stock requisitions and material |ists used
to select and assenble stock itens at the outgoing
cl earing areas,
- by issuing and expl ai ning reference naterial used for
stores identification and stores mmi ntenance purposes,
- by requisitioning materi al s-handling equi pment and 70
assigning operators to work with section personnel
- by inspecting work in progress to ensure its safe
and proper conduct, and
- by relating work performed to established perfornmance
standards in order to judge the warehouse efficiency.

- Participates in work planning and controlling

- by regularly conpleting reports on work progress,
| abour and equi pment time expended, in order to
provide information used in planning and controlling
depot operations,

- by consulting with foremen of other sections of the
depot to facilitate the progression of stores to and
fromthe section supervised, and to obtain the advice 25
of specialists when required,

- by checki ng warehouse records for accuracy, investigating
di screpancy reports and witing related reports, to
facilitate stock audit and control procedures,

- by preparing estimates of |abour and machine tinme
required to nmeet potential workloads, and

- by examning stock itens to ensure that established
procedures provide appropriate control, and recommendi ng
changes where required.

- Perforns related duties, such as conpl eti ng personnel assessnent
reports and traini ng new enpl oyees assigned to the section. S
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Degree Points

Speci fications

Skill and Know edge

Basi ¢ Knowl edge - The work requires maintaining a system
of records show ng stores transactions and stock | evel s, and 4 51
preparing reports that deal with matters desi gned to inprove the
pl anni ng and control of work.

Conpr ehensi on and Judgenment - The work is performed
according to well-established procedures and nethods,
set out in work orders, reference manual s, standing
orders and oral instructions. There is some |atitude
for independent judgenent when detailing nen and
equi pnent on a daily basis and arranging activities
that relate to other sections.

Speci fic Vocational Training - The work requires on-the
job training and experience in all phases of materials
handling, in the use of equipnent, in the co-ordination
of various activities, in planning for the econonic 5 150
use of nen and equi prent, in the supervision of staff,
and in the training of new enpl oyees in warehousing
techni ques and in standard safety practices.

Effort
Mental - The work requires continuous attention to a
nunmber of material s-handling and clerical processes,
with frequent periods of concentration to integrate 3 73
the work of the unit and to neet time schedul es.
Physical - The work requires intermttent standing
sitting and wal ki ng. 1 20
Responsibility
Resources or Services - The work requires accountability
for the custody of stores and for the naintenance of
a supply service. Errors by the work group could 9 58

cause danage to materials and delays in the service

Safety of Others - The work requires instructing staff
in the safe practices and good housekeepi ng of
mat eri al s-handl i ng, taking i medi ate action to 2 45
provide first-aid treatnent to injured workers, and
conpl eting accident reports at the work site.
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Wor ki ng Condi ti ons

Environnent - The work is perforned indoors, with few
di sagreeabl e conditi ons.

Hazards - The work requires novenent about the warehouse
during material s-handling activities, exam ning stored
items, and resulting in frequent exposure to m nor
injuries such as cuts or bruises

Super vi si on

The work requires the supervision of eight full-tinme enpl oyees.
Supervi sory duties include assigning checking work, instructing
staff in work nethods and procedures, co-ordinating the work

of the group in order to neet work schedules, inplenmenting a

trai ning programfor new enpl oyees, proposing disciplinary action
and regul arly assessing enpl oyee performance.

1969
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BENCH- MARK POSI TI ON DESCRIPTION

Bench-mark Position Nunber: 24 Level : 2

Sub- group: STORES SERVI CES
Descriptive Title: WAREHOUSE LABOURER
Basi ¢ Point Rating: 257
Supervisory Rating: n/a

Sunmmar y

Under the inmedi ate supervision of a barrack warden at a Canadi an Forces base, receives, issues
and stores bedding, laundry, furniture, roomkeys and simlar materials used in the quartering of
mlitary personnel; posts records and perforns simlar related tasks.

Duti es % of Tinme

- Assists a barrack warden to receive, store, and i ssue beddi ng
laundry and other barrack stores according to oral instructions
and established storekeeping practices
- by examning requisitions for stores to deternine requirenents and
the authorization for their issue
- by identifying material in storage, selecting correct

material for issue, and passing material into and out of
st orage, and

- by counting stores items being accepted into storage or 60
i ssued fromstores, and posting adjustments in stock
records.

- Perforns related duties, such as cleaning in storage areas,
replacing linen and stores in barrack roons, filling in |aundry 40
records, and performing simlar light |abouring tasks.

Speci fications Degree Points

Skill and Know edge

Basi ¢ Knowl edge - The work requires counting itens of
stock, adding and subtracting whol e nunbers when
preparing materials for issue and when distributing
stock to bins in the storage area. It also requires 1 15
reading material lists, standing orders and stock
requi sitioning forns.

Conpr ehensi on and Judgenent - The work requires the
per fornmance of routine tasks subject to regular inspection. 1 25
There is little scope for independent judgenent.

Specific Vocational Training - The work requires some

knowl edge of barrack stores and of barrack stores 2 50
systens and procedures.
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Gener al

Effort
Mental - The work requires normal care and attention in
follow ng oral instructions and well established work
practi ces.
Physical - The work requires considerable physical effort

in moving and handling stores itens in a small ware-
housi ng area and barrack roons.

Responsi bility

Resources or Services - The work requires sonme account
ability for issue of stores requested and for tidiness
within the area

Safety of Others - There is limted possibility of injury
to others, as nobst of the tasks are perforned alone in
a controlled area. When stacking, receiving and issuing
stores in bulk quantities, there is some possibility
of causing mnor injuries to others.

Wor ki ng Condi ti ons

Environment - The work is perfornmed in a clean and orderly
war ehouse where good working conditions exist.

Hazards - Serious accidents are inprobable. M nor
accidents resulting in cuts or bruises are common.
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