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Adm ni strative Services

| NTRODUCT! ON

Thi s standard describes the point rating plan to be used to evaluate jobs allocated to the
Adm nistrative Services Goup. It consists of an introduction, general definitions of the
Adni ni strative and Foreign Service Category and the occupational group, point rating scal es
and bench-mark position descriptions.

Point rating is an analytical, quantitative nmethod of determ ning the relative val ue of
jobs. It is particularly suited to heterogeneous occupational groups in which jobs
consi st of varied conbinations of tasks. Essentially, point rating plans define
characteristics or factors conmon to the jobs being evaluated. They define degrees of
each factor and allocate point values to each degree. The total value deternined for
each job is the sumof the point val ues assigned by the raters.

All met hods of job evaluation require the exercise of judgement and the orderly collection
and anal ysis of information in order that consistent judgenents can be made. The point
rating nmethod facilitates rational discussion and resolution of differences in
determning the relative worth of jobs.

Factors

The conbined factors do not describe all aspects of jobs. They deal only with
those characteristics that can be defined and di stinguished and that are useful in
determ ning the relative value of jobs.

Four factors are used in this plan. Al the factors have nore than one di nension and
have been defined in ternms of two or three related elenents. The factors and el enents
are

Knowl edge - Educati on
- Experience
- Conti nuing Study

Deci si on Maki ng - Scope for Decisions
- I npact of Decisions

Responsibility for Contacts - Nature of Contacts
- Persons Contacted

Supervi si on - Nunbers Supervised
- Level of Enployees Supervised
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Adm ni strative Services

Poi nt Val ues

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

Poi nt values increase arithnmetically as the degrees of the factor increase. The

m ni mum poi nt val ues for Know edge, Decision Making and Responsibility for Contacts are
one-fifth of the maxi num val ue. The m ni nrum val ue for Supervision is one-tenth of the
maxi mum val ue, al though there will be positions where this factor does not apply. The
ranges of point values are

M ni mum Maxi mum

Know edge
Educati on and Experience 60 300
Conti nui ng St udy 10 50
Deci si on Maki ng 70 350
Responsi bility for Contacts 26 130
Super vi si on - 170
166 1, 000

Bench-nmark Positions

Bench-mark position descriptions are used to exenplify degrees of each factor or

el ement. Each description consists of a brief sumary, a |list of the principa
duties, with the percentage of tinme devoted to each, and a specification describing
each of the point rating factors and elenents as it appears in the job. The bench-
mar k positions have been eval uated, and the degree and point val ues assigned to each
factor are shown in the specifications.

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

Use of the Standard

There are six steps in the application of this classification standard.

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

2. The position description is studied to ensure understanding of the
position as a whole and of each factor. The relation of the position
being rated to positions above and below it in the organization is also
st udi ed.

3. Tentative degrees of each factor in the job being rated are determ ned by
conparison with degree definitions in the rating scales. Uniform
application of degree definitions requires frequent reference to the
descriptions of factors and the notes to raters.
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Adm ni strative Services

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

The point values for all factors are added to determ ne the tentative
total point rating.

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

Det ermi nati on of Levels

The ultinmate objective of job evaluation is to determine the relative value of jobs in
each occupati onal

group in order that enployees carrying out the jobs may be paid at

rates consistent with the relationship indicated. Jobs that fall within a designated

range of point values will be regarded as of equal difficulty and value and will be
all ocated to the sane |evel.
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Adm ni strative Services

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.
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Adm ni strative Services

GROUP _DEFI NI TI ON

For occupational group allocation, it is recommended that you use the Occupational G oup

Definition Maps, which provide the 1999 group definition and their corresponding

i nclusion and excl usion statements. The maps explicitly link the relevant parts of the
overal |l 1999 occupational group definition to each classification standard.
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Adm ni strative Services

RATI NG SCALES

ADM N STRATI VE SERVI CES GROUP

FACTCR VEEI GATS

KNOWL.EDGE 350
DECI SI ON MAKI NG 350
RESPONSI Bl LI TY FCR CONTACTS 130
SUPERVI SI ON 170

1, 000
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Adm ni strative Services

KNOW.EDGE

This factor is used to neasure the anount of experience and education required to
undertake the duties of the position, and the requirenment for continuing study.

Definitions

"Experience" refers to the minimumlength of time an enpl oyee requires, under
opti mum conditions, to acquire the administrative know edge and skill needed to
carry out the duties of the position.

"Education” refers to the | evel of academc or other formal training required to provide the
basis for the devel opnent of the skill and know edge needed in the position.

"Continuing study" refers to the requirenment for maintaining a know edge of trends and
devel opnents in one or nore fields related to the duties of the position.

Notes to Raters

For purposes of this standard the tine needed to acquire clerical or other skills and working
know edge of the regulations and directives and the time needed to denonstrate the capacity
to performadnmnistrative work is not to be considered in the eval uati on of the Experience
el ement of the Know edge factor.

In tentatively sel ecting the degree of the Experience el enent, consideration is to be given
to the length of tine needed to acquire specialized and general administrative

know edge required to carry out the duties. General adm nistrative know edge is gai ned
t hrough experience in such responsibilities as

1. forrmulating ideas and expressing themorally or in witten form

2. carrying out studies and preparing reports on specific aspects of
exi sting or proposed departnental activities;

3. making critical analyses of nethods and procedures with a viewto
reconmendi ng i nprovenents;

4. planning prograns of work to neet the requirenments of agency
activities;

5. perform ng advisory duties which require a knowl edge of the objectives
of the organization served and the measures evol ved to achi eve them

6. supervising and directing staff.

The degrees of the Experience el enent assigned to the bench-nark positions have been
establ i shed by ranking on the basis of such considerations as nmentioned above. The degree
of the Experience elenent tentatively selected is to be confirnmed by direct conparison
of the position being rated with the duties and specifications of the bench-mark

posi ti ons.
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The second degree of the Education elenent is to be assigned to positions where there is a
clear requirenment for specialized formal training beyond conpletion of secondary schoo
education. Such training is provided by conpletion of two- to three-year courses in
institutes of technol ogy or of courses of sinmlar length and difficulty in such fields as
accounting, real estate appraisal, or hospital admnistration.

The third degree of the Education element is to be assigned when the duties of the position
1. require university graduation in a specialized field,
or
2. require understanding and appreciation of the principles and concepts of
two or nore specialized fields for which the know edge is nornally acquired

through university training and which are directly associated with the
duties perfornmed,

or

3. require systematic study and anal ysis of conplicated general problens and
their solution by the application of specialized know edge acquired through
extensi ve post-secondary school study or training rather than through
experience.

In positions with duties which neet conditions 2 and 3,the incunbents will not
necessarily be university graduates.
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KNOWL

MATI NG SCALE -

EDGE

EDUCATI ON AND EXPERI ENCE

Experience
Requi r ement
and Degree

Educati on and Degree

Compl eti on of
Secondary School

Compl eti on of
Secondary School
Education plus

University
Gr aduation

Education SpecializedBTraining
A
C
60 Page | g7 Page | 135 Page
Admi ni strator, Post
Up to and Abroad, The Hague 41
including
2 years
87 124 162
Adm n. Officer,
Up to and Regi onal O fice 28
including Adm n. Officer,
4 years Research Station 31
Admi ni strator, Post
Abr oad, Tokyo 43
Chi ef of Records 55
114 151 189
Admin. Officer Adm ni strative
Canadi an Pensi on Services Officer,
Up to and including Conmi ssi on 25 Laboratory
6 years Chief, Of. Serv. Sec., Hygi ene 38
Tax. Head Ofice 52
Property Adm n.
O ficer 67
141 178 216
. . Adm ni strative
Up to and Chief, Purchasing Hospi t al Services Officer
i ncluding and Office Services, Admi ni strator 64 Food and Drug
8 years Customs and Excise 57 Directorate 34
169 206 244
Up to and
,,ﬁ’muding Chief Admi ni strative
10 years Servi ces,
Depart ment
of Forestry 49
197 234 272
Up to and Acci dent Prevention
including And Compensation
12 years Di rector 21
225 262 300
Assi stant Director,
More than Property and Bl dg.
12 years Management 46
August, 1965




KNOWLEDGE

RATI NG SCALE -

Adm ni strative Services

CONTI NUI NG STUDY

Nat ure of Continuing Study, and Degree Poi nts Bench- mark Position
Descri ptions
Page
Adm n. Of ficer, Can.
Pensi on Commi ssi on 25
Work requires know edge of Admi n. Of fi cer,
statutes, regulations, policy Regional Ofice 28
and procedures related to the 1 Adm n. Serv. O fi cer,
wor k performed, gained by 10 Laboratory of Hygiene 38
continuing study of directives Admi ni strator, Post
and manual s i ssued by departments and Abroad, Tokyo 43
central agenci es. Ch|ef_CIf. Serv. Sec.,
Taxation Head O fice 52
Property Admin. Oficer 67
Work requires know edge of trends Admin. Serv. Oficer,
and devel oprments in an adnministrative or Food and Drug Dir. 34
techni cal specialty directly related to Chi ef of Records 55
the duties perforned, gained by 2 Hospi tal Admi nistrator 64
continuing study of texts, 30
journals and periodical s.
Work requires devel opment and Acci dent Prevention and
mai nt enance of know edge in Conpensation Director 21
depth in an adm nistrative or Assi st ant Director
techni cal specialty through Property and Buil di ng
br oad-rangi ng, intensive study, Management 46
OR know edge of the nature and 3 Chief, Adm nistrative
i nterrel ati onshi ps of trends 50 Services, Departnent

and devel opnments in a nunber of
fields through study of a wi de
variety of texts, journals and
peri odi cal s.

of Forestry 49
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Adm ni strative Services

DECI SI ON_ MAKI NG

This factor is used to nmeasure the difficulty of the duties of the position as
i ndi cated by the scope for decision nmaking and by the inpact of the deci sions.

Definitions

"Decisions" refers to decisions to take particular courses of action within the authority
del egated to the position, to recomendations to superiors and to |ine officers to
follow particular courses of action, and to shared deci sions and recomrendati ons in which
the incunbent is an effective participant.

"Scope for decision nmaking" refers to the freedomto nake decisions. It is neasured in
terns of the judgenent, initiative and discretion required to identify and resol ve probl ens, the
availability of direction, and the difficulty of determning the inplications of possible
courses of action

"l mpact of decisions" refers to the inportance of the decisions in terns of the resources
committed or affected, the effect on the efficiency with which external programare
adm ni stered, and the significance of the precedents established.

"Establi shed nmethods" is to be interpreted broadly to include the guidance provided by
manual s and directives, and by precedents.

"Progrant refers to the plans of action that are devel oped and i nplenmented by the
organi zation to achieve its objectives.

Notes to Raters

The four degrees of the Inpact of Decisions element are illustrated by the benchmark
position descriptions. The follow ng characteristics of the work are to be considered
in determning a tentative degree for this el enent:

1. The size and nature of the organization for which the admnistrative
servi ces are being provided.

2. The size and nature of the budget controlled or significantly
af fect ed.

3. The value and nature of the assets controlled or significantly
af fect ed

4. The extent to which the incunbent is the effective recommendi ng

authority, which is usually related to the level of the position in the
or gani zati on.
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Adm nistrative Services

5. The effect of the decision on individuals and groups outside the public
servi ce.

6. The nature of the administrative services perfornmed.

7. The consequences of an error of judgenment in making a deci sion or
recommendat i on.

Any one characteristic is only an indication of the inpact of the decisions, and the whol e
context within which the work is perforned is to be considered. The job as a whole is
then to be conpared to the descriptions of the bench-mark positions exenplifying the
degree of inpact that has been tentatively established.
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Adm ni strative Services

RATI NG SCALE - DECI SI ON MAKI NG
Scope for Decision Making, and Degree
Deci si ons require Decisions require a Deci sions require a Deci sions require a
sone j udgement noder at e degree of si gni ficant degree of high degree of
initiative and judgement, initiative [judgement, initiative judgerent, initiative
di scretion. |ndividual and discretion, and discretion. Problens@nd discretion.
probl ems are sol ved by Probl ens are sol ved are sol ved by Duties of the position
I mpact i he sel ection of a by sel ection of nodi fi cation of require the devel opnent of
course of action courses of action est abl i shed methods or  [sol utions to diverse and
o i ndi cated by establ i shed that may require by devising new courses [interrelated problens.
et hods and sone nodi fication of action within the Substantial contributions
Decisions. linstructions. The of established i ntent of established are made to planning,
" linplications of met hods. The programs. The devel opi ng and changi ng
And possi bl e courses of implications of i mpl i cations of programs in response to
action are usual ly possi bl e courses of possi bl e courses of recommendations, in
Degr ee apparent from action may not be action are often anticipation of changing
precedents. Unusual readi |y apparent. difficult to determine, [conditions or to
brobl ens are referred Direction i s sought Recommendat i ons are achi eve obj ectives
to superiors. when the apparent made to effect established by
solutions to problenms [changes in prograns. superiors. Inplications
are not within the of actions taken or
intent of established proposed are conpl ex
practices. and often cannot be
det erm ned with
certainty.
A B C D
70 Page |116 Page |162 Page {208 Page
Linmted 1 Adm n. O ficer, Admi ni strator, Adm n. O ficer,
Research Stn. 31 Post Abr oad, Canadi an Pensi on
IAdm ni strator, Tokyo 43 Conmi ssi on 25
Post Abr oad, 41
The Hague
117 163 209 255
IAdm n. Serv. O fi cer,
Adm n. Ofi cer, Lab. of Hygi ene 38 IAcci dent Prevention
Moderate 2 Regi onal Office 28 Chi ef of Records 55 and Conpensati on
Chief, OFfice Serv. Chi ef, Purch. and Di rector 21
Sec., Taxation O fice Ser., Custons
Head Office 52 |and Excise 57
Property Admn O f. 67
ﬂ 210 256 302
;e . IAdm n. Services Chi ef, Administrative
Signi fi cant '_biz'n: ?]II strator 64 O ficer, Food and Drug Servi ces, Dept.
3 Directorate 34| of Forestry 49
211 257 303 350
Maj or 4 IAssi stant Director,
Property and
Bui | di ng Myt . 46
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RESPONSI BI LI TY FOR CONTACTS

This factor is used to neasure the difficulty and inportance of contacts that

occur as an integral part of the work and the requirenents inposed by these contacts to
wor k and communi cate with others in person, by telephone or in witing. The elenents of the
factor are the nature of contacts and the persons contact ed.

Definitions

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

"Associ ates” refers to persons with whomcontacts are customarily established over |ong

periods of tine and in circunstances that devel op an awareness of each other's
requiremnents.

"Oficials" refers to adnministrators or other persons with sone degree of executive
authority who are not associ ates.

Notes, to_ Raters

Only those contacts that are an integral part of the work and that result fromthe duties
assigned or sanctioned by managenent are to be consi dered.

An officer of a departnent, another |evel of government, private organi zation or industry
may be an associate or an official, depending on the circunstances under which the
contacts occur

If the duties of the position include contacts involving nore than one conbi nation of
persons contacted and nature of contacts, the points for each degree are to be
determ ned and the hi ghest point val ue used.

Points are to be assigned for witten contacts only if the duties of the position being rated
i nclude responsibility for signing letters or nenoranda. Points will not be assigned if
responsibility is limted to contacts by formor pattern letters.
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RATI NG SCALE -

RESPONSI BI LI TY FCR CONTACTS

Admi ni strative Services

Nature of Contacts,

and Degree

To give, obtain and

To persuade and obtain

To act as a

To act as a

exchange i nformation assi stance or agreenent representative of the representative of the
requiring discussion, of others. departnment or agency at | department or agency in
expl anati on and formal neetings where negoti ating agreenents
De co-operation. differences in interest| of considerable
gree . Lo f
may be expected, with significance, with
authority to discuss authority to formulate
probl ems and seek programs wthin
comon ground on whi ch establ i shed obj ecti ves.
to base sol utions.
A B C D
26 Page | 52 Page | 79 Page |106 Page
Adm n. Serv. O ficer,
Food & Drug Dir. 34
Chi ef of Record 55
1 Chi ef, Purch. & Of.
Serv., Customs &
Exci se 57
Hospi t al
Adm ni strator 64
38 64 91 11
- . . . Accident Prev. &
Adni ni strative Admi ni strative Conpensat i on
O‘fi_ cer, Regional O fi cer, Resear ch Direct or 21
) Ofice 28 Station 31 Asst. Director
Property &Bl dg.
Managenent 46
Chi ef ,
Admi ni strative
Serv., Dept. of
Forestry 49
ﬂ 76 103] 130
Admi ni strator, Post
Abr oad, The Hague 41
Admi ni strator, Post
3 Abr oad, Tokyo 43
Property Adm n.
O ficer 67
Degr ee Persons Cont act ed
1 Such persons as enployees in the sane departnent, colleagues in other departments, sales
representatives, and nenbers of the general public.
Such persons as officials in other departnents and agenci es whose prinary duties are not related to
the provision of admnistrative services; officials in other departnents or agencies who have
2 authority to control or affect the extent and scope of the departnent's prograns; and associ ates
in other levels of governnent, other countries, private organizations or industry.
3 COficials of other levels of governnent, other countries, private organizations or industry.
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Adm nistrative Services

SUPERVI SI ON

This factor is used to neasure the continuing responsibility that the incunbent of
the position assunes for the work and gui dance of other enployees. The two el enents
of the factor are the nunbers supervised and the | evel of enployees supervised
Definitions

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

"Nunbers supervised" refers to the total nunber of enployees for whomthe
i ncunbent of the position exercises supervisory responsibility directly or through
subor di nat e supervi sors.

Notes to Raters

A posi tion whose incunbent does not have a continuing and substantive responsibility for the
supervi sion of the work of others is not to be assigned points under this factor.
Characteristically, "substantive responsibility" includes allocating staff to various
work projects, proposing disciplinary action, informng staff of their strengths and
weaknesses, proposing changes in the nunbers and cl assification of positions, and ensuring
that work standards are nmaintai ned.

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

For the purpose of the standard, "nunbers supervised" includes the total of the
fol |l owi ng:

1. The nunber of enpl oyees in the department or agency for whomthe i ncunbent
has continuous supervisory responsibility.

2. The nunber of man-years of work perforned by casual, part-tine and seasona
enpl oyees who are supervised by the incunbent.

3. The nunber of enployees in the departnment or agency for whomthe i ncunbent
has responsibility for functional supervision

4. The maxi mum nunber of enployees usually supervised by the incunbent where the

work is organized on a project basis and where the nunber supervised varies
according to the requirerments of each project.
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The term "functional supervision"” applies to staff of units for which the
i ncunbent of the position being eval uated

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

and

2. has responsibility for ensuring adherence to established prograns,
met hods and procedur es,

and

3. has authority to make effective recommendati ons on enpl oyment,
pronotions or transfers.

In 3 above, the term"has authority" refers to established practices

that require senior officials to exercise significant influence on the enploynent,
pronotion or transfer of enployees who are not under their direct supervision. It
does not inply, however, authority to inpose their views on |line officers.

Enpl oyees at all levels are to be included in the nunbers subject to functiona
supervision, although the third criterion my not apply to those at junior levels to
the sane degree as to nmore senior enpl oyees.
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RATI NG SCALE - SUPERVI SI ON

Level of Nunber s Supervi sed and Degree
Enpl oyees
_ 1-3 | 4-10 | 11 - 25 |26 - 75 |76 - 200 | 201 - 500 501 or
Super vi sed
over
and Degree A B C D E F G
1 17 37 57 77 97 117 137
2 33 53 73 93 113 133 153
3 50 70 90 110 130 150 170
Level of Enpl oyees Bench-mark Position
Super vi sed and Degr ee Descri ptions Page
Admn. Oficer, Regional Ofice 28
Super vi ses enpl oyees in the Admn. Oficer, Research Station 31
adm ni strative support Adm ni strator, Post Abroad,
category. or junior enployees The Hague 41
in other categories. 1 Chief, Of. Serv. Section,
Taxation Head Ofice 52
Chi ef of Records 55
Hospi tal Adm nistrator 64
Super vi ses internedi ate Acc. Prev. and Conpensation Dir. 21
enpl oyees in the admnistrative Adnmin. Services Cficer,
and foreign service, or other Food and Drug Directorate 34
categori es. 2 Chi ef, Purchasing and Ofice
Servi ces, Custons and Excise 57
Super vi ses seni or enpl oyees Assistant Director, Property and
in the admnistrative and Bui | di ng Managenent 46
forei gn service, or other 3 Chief, Admnistrative
cat egori es. Services, Dept. of Forestry 49
August, 1965 - 18 -
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June,
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Adm ni strative Services

BENCH- MARK POSI TI ON DESCRI PTI ON | NDEX

In Al phabetical O der

DESCRI PTI VE TI TLE,

Acci dent Prevention and Conpensation Director

Adm nistrative Oficer, Canadi an Pension
Comi ssi on

Administrative Oficer, Regional Ofice

Admi nistrative O ficer, Research Station

Admi nistrative Services Oficer, Food and
Drug Directorate

Admini strative Services Oficer, Laboratory
of Hygi ene

Admi ni strator, Post Abroad, The Hague

Admi ni strator, Post Abroad, Tokyo

Assistant Director, Property and Buil di ng Managenent

Chief, Administrative Services, Departnent
of Forestry

Chief, Ofice Services Section, Taxation
Head O fice

Chi ef of Records

Chi ef , Purchasing and O fice Services,
Custons and Exci se

Depart nental Adviser, Bilingualism and
Bi cul turalism Program

Hospi tal Adni nistrator

Property Adnministration officer

PAGE

21

25
28
31

34
38
41
43
46
49

52

57

59
64
67
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BENCH MARK POSI TI ON DESCRI PTI ON | NDEX

In Ascendi ng Order of Point Val ues

DESCRI PTIVE TI TLE

Adm ni strator, Post Abroad, The Hague

Admi nistrative Oficer, Research Station

Adnministrative Oficer, Regional Ofice

Adm ni strator, Post Abroad, Tokyo

Property Administration Oficer

Chief, Ofice Services Section,
Taxation Head O fice

Administrative Oficer, Canadi an Pension
Commi ssi on

Chi ef of Records

Adm ni strative Services Oficer,
Laboratory of Hygi ene

Chi ef, Purchasing and O fice Services,
Cust ons and Exci se

Hospi tal Admi nistrator

Acci dent Prevention and Conpensation Director

Adm ni strative Services Oficer, Food and
Drug Directorate

Departmental Adviser, Bilingualismand
Bi cul turalism Program

Chi ef, Administrative Services,
Depart nment of Forestry

Assi stant Director, Property and Buil di ng
Managenent

June, 1972

-20 -

BENH | MK TOTAL
POSI TI ON NO PO NTS
7 253
4 268
3 349
8 366
16 380
11 390
2 395
12 409
6 491
13 499
15 587
1 666
5 667
14 718
10 817
9 886
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Adm ni strative Services

BENCH- MARK POSI T1 ON DESCRI PTI ON

Bench-mar k Position Nunber: 1 Level :

Descriptive Title: ACCI DENT PREVENTI ON AND Poi nt Rating: 666
COMPENSATI ON DI RECTOR

Summary

Under the direction of an Assistant Deputy Mnister, adninisters the program established
to inplement the provisions of the Governnent (Canada) Enpl oyees Conpensation Act, the
Mer chant Seamen Conpensation Act, and an acci dent prevention programfor enpl oyees of the
Federal Covernnent; reviews the adequacy of financial and admi nistrative arrangenents
with provincial worknmen's conpensation boards and consults with them on conpensation
awards, problens of coverage and conditions for clains; studies conpensation practice and
recommrends and i npl ements changes in federal |egislation and prograns; advises
Federal Governnent officials, enployees and enpl oyee organi zati ons on federal and

provi ncial compensation |egislation and on accident prevention prograns.

Duti es % of Tine

- Admi nisters the worknen's conpensati on program for 230, 000
public servants enployed in Canada and ot her countries by
performng the followi ng duties:

- informs enpl oying agenci es and enpl oyees of the
benefits provided by the Act by pl anni ng, approving
and distributing printed information and by providing
advice to officials, enployees and enpl oyee associ ati ons
on coverage and the correct interpretation of federa
and provincial |egislation.

- reviews financial and administrative arrangenents and
exchanges information with officials of the provincia
conpensati on boards by discussion with the officials,
by reviewi ng reports and accounts agai nst precedent
and the intent of the legislation, and by revi ew ng
evi dence and circunstances, in order to determ ne and
recommend courses of action in the interest of 60
enpl oyees and t he governnent.

- arranges and negotiates settlenments or recommends
further action to be taken in all conplex third-party
claims by exam ning the evidence and circunstances,
by consulting with the appropriate |egal authority, and
by discussion with the persons invol ved

- devel ops and inproves the enpl oyees conpensati on
program by studying existing |legislation and practices
and by exanmining the |egislation establishing governnent
agenci es and the conditions of enploynment, to recomrend
changes in legislation and to ensure the full est
coverage of enpl oyees of the Federal Governnent.
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% of Tine

- Administers the conpensation plan for 2,400 Canadi an mer chant
seanen enpl oyed by 40 conpani es

- by determ ning whether a ship or shipping conpany is
covered by the provisions of the Merchant Seanen
Compensati on Act,

- by receiving applications for benefits under the Act
as the secretary and technical executive serving the
Mer chant Seanmen's Conpensation Board,

- by presenting reports to the Board of executive actions
t aken,

- by organi zing and presenting information and evi dence to
the Board for their judgenent in nore difficult or
unusual cases, and

- by recording Board decisions in these matters and
communi cating the information to clai nants, the Treasury
Board and other interested parti es.

- Pronotes accident prevention and job safety prograns in the
public service

- by initiating investigations into unsafe work practices
reported or indicated by accident report data and
reconmendi ng remredi al action to the responsible
managenment officers,

- by preparing and distributing acci dent prevention
i nformation,

- by review ng records of conpensation board proceedi ngs,
and industrial safety engineering reports and papers,

- by participating in commttee work and consulting with
specialist officers of other governnents and industry, and

- by distributing findings fromstatistical studies of
acci dent data and trends.

15

- Supervises the activity of three officers and 17 cl erical staff
by establishing work objectives and procedures, by sanpl e
checking of work for quality and form and by co-ordinating the 10
work of specialist officers when working on probl ems of mutua
i nterest.

- Perforns other related admnistrative duties, such as witing
articles, papers and reports, speaking to neetings and sem nars, 10
and attendi ng national and international conferences.

Degree Points

Speci fi cati ons

Know edge - Educati on and Experience

The work requires a conprehensive know edge of worknen's

conpensation |laws in Canada and abroad and of accident

preventi on and safety prograns and techni ques; a know edge

of the organization of, and the nature and conditions of As 197
enpl oyrment in, the Federal Government; a know edge of acci dent

i nvestigation techni ques and procedures; and a general know edge

of the causes and prevention of accidents and di seases.

August, 1965 - 22 -



Adm ni strative Services

Degree Points

It al so requires experience in devel opi ng and admi ni stering
prograns, in supervising staff, and in establishing and

nmai ntai ning effective working relations at senior |evels.

Thi s know edge is nornal |y acquired through conpl etion of
secondary schooling and 12 years of progressively nore

responsi bl e experience in directly rel ated work.

Knowl edge - Conti nui ng Study

The work requires the gathering and study of information on

wor kmen' s conpensati on and acci dent prevention obtained from

such agencies as the International Labour QO ganization, the

Departnent of National Health and Wl fare, the Doninion Bureau

of Statistics, and insurance conpanies. |t requires the study 3 50
of periodicals, reports, findings and recomrendations i ssued

by investigating agencies and cl ai ns adj udi cating authorities,

and of new legislation in the field of worknmen's conpensation

pronmul gated by the provincial governnents and the governnents

of other countries.

Deci si on Maki ng

The majority of decisions pertain to coverage probl ens, clains
settl ement and agency assessments, and adm ni strative cost
arrangenents requiring interpretative effort within an

establ i shed framework of |egislation, precedents and practice.

On occasion, reconmendati ons are nade to change federal policy
and legislation to reflect devel opnents in the accident
conmpensation and prevention field in Canada. Decisions and D2
reconmendations affect individuals in clains matters, governnent
organi zations in safety and acci dent costs, shipping conpanies'
costs for accident conpensation, and practices of provincia
conpensation boards in processing cases of federal enployees.
Recommendat i ons are nade to an Assistant Deputy Mnister of

the departnment.

255

Cont acts

There are frequent contacts with enpl oyees and senior officers

in the federal public service to provide information and to

pronot e the objectives of the branch. On occasion, there is

arequirenent to act as a representative of the departnent in

revi ewi ng and determ ni ng adequacy of financial arrangenents c2 91
and in resol ving probl ens of coverage wi th provincial workmen's

conmpensation boards. There are infrequent contacts with third

parties in arranging settlenments of clains.
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Super vi si on

The work requires direction of two adm nistrative officers
and a solicitor at the internediate | evel and 17 enpl oyees
in the adm nistrative support category.
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Adm ni strative Services

BENCH- MARK POSI T1 ON DESCRI PTI ON

Bench-nmark Position Numbers 2 Level :

Descriptive Titles ADM N STRATI VE OFFI CER, Poi nt Ratings 395
CANADI AN PENSI ON COVM SSI ON

Sunmary

Under the direction of the Chairnan, Canadi an Pensi on Conmmi ssi on, determ nes
requirenents of the Conm ssion for support services and arranges for their provision by
the Departnent of Veterans Affairs; adapts and inplenents admnistrative instructions

i ssued by the departnent; advises unit heads on admnistrative probl ens; forecasts
operational expenditure requirenents and accounts for allotted funds; recomends and

i npl enents approved changes in organi zati on, work nethods and procedures; represents the
Commi ssion in the devel opment of the department's general admnistrative regul ati ons and
net hods; and perforns niscellaneous adninistrative tasks for the Chairnan.

Duti es % of Tinme

- Determnes the requirenents of the Conm ssion for support
services in such areas as personnel, finance, registry,
accommodat i ons, procurenents, statistical conpilations
and records, and organi zati on and nethods studi es, by
eval uating effectiveness of existing services by studying 30
wor kl oad statistics and other reports, by inspecting head
office and district units, and by forecasting the |evel
of future activities, to ensure effective support for
Commi ssi on operati ons.

- Arranges with service divisions of the departnent for
the provision of support services, by discussing
Conmi ssi on requirenments and, when required, by 20
participating in the devel opment of suitable nodifications
to established procedures.

- Inplements approved support service prograns and
procedures concerning such matters as staff eval uation,
classification, work neasurenent, and nai nt enance of
records and statistics by providing explanations to 15
unit heads in Qtawa and the field units and issuing
directives, and by revi ew ng conpl eted work for
conpliance with instructions.

- Forecasts and controls adnministrative expenditures by
estimating financial requirenents of head office and
district units, by studying expenditure patterns with
the Director of finance of the department, and by 15
aut hori zi ng payment of accounts, by approving travel
clains and by designating linmtations on authority of
field officers to pay travel and other clains.
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- Studies problens in organization, position classification and
wor k nethods by review ng reports of the Methods and I nspection
Di vision of the departnent, by assenbling and anal yzing data on
wor kl oad, by reviewi ng duties of positions in relation to

classification standards, and by personal inspection of head
office and district units; recommends changes in organi zation
establ i shnent and cl assification, and presents approved
reconmendations to central agencies.

- Perforns related duties, such as answering enquiries and
conducting speci al studies on conparative pension benefits, and
partici pates as a nenber of Conm ssion and departnment a
sel ection boards.

Speci fications

Know edge - Education and Experience

The work requires a good know edge of the |egislation, policies
and operational procedures associated with the Canadi an Pensi on
Conmmi ssion and the Departnent of Veterans Affairs, and of the
regul ati ons and procedures pertaining to the admnistrative
services rendered. It also requires an understandi ng of the
requi rements of the major central agencies of the Federa
Government. It requires experience in analyzing work nethods
and procedures and in devising inmprovenents. This know edge
and experience is normally acquired through conpl etion of
secondary school education and six years of administrative
experience in the application of regulations and in the anal ysis,

i mprovenment and application of clerical work processes.

Know edge - Continui ng Study

The work requires study of regul ations and directives issued
by the departnment and ot her organizations of the Federa
Gover nnent .

Deci si on Maki ng

The work requires solving problens arising fromthe integration

of administrative services provided by an external agency wth
the operational requirenents of an autononmous organi zati on

consi sting of small headquarters and di spersed field units
supervi sed for the nost part by nedical officers. Mst problens
are solved by nodifying adm ni strative practices and procedures
devel oped by the departnent and by devel opi ng, recomrendi ng and

i npl enenti ng new procedures pertaining to the application for

and paynment of pensions. The decisions and recomendati ons
affect the quality of service given to the public in the
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Degr ee Poi nt s

processi ng of applications. Inpact on the Conm ssion itself

i nfluences the effectiveness of the adm nistrative practices

of an organi zati on which enploys a staff of 360. Reconmenda-
tions are nade to an officer at the Deputy Mnister |evel.

Cont act s

Most contacts are with coll eagues engaged in admnistrative

work; they are for the purpose of exchanging infornation and

frequently invol ve persuasion to accommodat e needs pecul i ar

to the Canadi an Pensi on Conmi ssion. Infrequent contacts are B 52
made with commercial suppliers and with Canadi an Legi on

Domi ni on Command to exchange i nformation.

Super vi si on

The work requires supervision of 16 enpl oyees in the
adm ni strative support category.
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BENCH- MARK POSI T1 ON DESCRI PTI ON

Bench-mark Position Nunbers 3 Level s

Descriptive Titles ADM NI STRATI VE OFFI CER, Poi nt Ratings 349
REGIONAL OFFICE

Sunmary

Under the general supervision of the Assistant Regional Drector, Famly Al owances and A d
Age Security, admnisters the registry, transcribing, personnel and other services in the
Toronto regional office; supervises work neasurenent

and training prograns for the regional office; and perforns other related duties

Duti es % of Tinme

- Administers the follow ng services for the regional office and
supervises a staff of 190 clerical enployees:

- registry services, which include nmail and nmessenger
servi ces, by devel oping and i npl enenting procedures to
control novenent of files within the regional office
and the district treasury office, by assigning areas
of responsibility to subordinate supervisors, by
providing instructions on procedures and met hods, by
revi ewi ng work measurenent records, by assessing work
performance of supervisors, and by forecasting the
establ i shment required, to provide effective service
to the operational units in the regional office.

- transcribing and typing services, b;~ issuing instructions
and providing explanations of directives to the supervisor,
by review ng production records, by checking and
revising formletters and by forecasting the establishnment
required, to provide effective service to regiona
oper ati ons.

- personnel services to the regional office, by supervising
t he keepi ng of personnel records, by explaining personne
regulations to unit heads, by arrangi ng pronotiona
competitions and acting as a menber of rating boards, by
answering enquiries on personnel natters, by interview ng
staff on personal problens, and by participating in the
sel ection of staff.

- other clerical services, such as providing information
and assistance to applicants and persons receiving
benefits, operating swtchboards, witing letters to
recover overpayments, review ng suspended accounts, and
arranging for translations. The services are adm nistered
by allocating staff to meet changes in workload, by
expl ai ni ng departmental directives on work nethods and
procedures, by review ng sanples of letters witten, and
by observing the behavior of staff in their relations
with menbers of the public.

80
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- Supervises the work measurenent and training prograns of the
regi onal office by providing explanations and instructions to
unit heads on nethods and procedures, by review ng production
records, by recomrendi ng nodifications in work neasurenent
procedures, and by reporting training needs and arranging for
staff training and instruction

- Perforns other related duties, such as witing reports on
suspect ed fraud, maki ng recomendati ons on the di sposal of
over paynment recovery cases, authorizing requests for stores
and supplies, and arranging with the Department of Public Wrks
for space required.

Speci fications

Knowl edge - Education and Experience

The work requires a good know edge of administrative directives
of the division, responsibilities of the operational units

in the regional office, work neasurenent procedures of the

di vi sion, and personnel regul ations; a know edge of the famly
al | onance, old age security, famly assistance and youth

al | onance legislation; and fanmiliarity with the organization
and responsibilities of the district treasury office. The
work al so requires experience in supervising a large clerica
staff, applying work neasurenent standards and providing
personnel services. This know edge is normally acquired

t hrough conpl etion of secondary school education and four
years of adm nistrative experience in related work.

Knowl edge - Conti nui ng St udy

The work requires the study of regul ations, directives and
manual s i ssued by the departnment and central agencies relating
to the operation of admi nistrative services.

Deci si on Maki ng

The work is performed in accordance with established
procedures, practices and witten instructions. Judgenent
is required in assigning staff and allocating work to neet
changes in workl oads. Sonme nodification of established
procedures is required in revising formand pattern letters
and changi ng nmethods of controlling file novenent.
Recommendati ons are nmade to nodi fy nethods of neasuring

wor k. The decisions and reconmendati ons affect the operations
and the public inmage of a regional office of 320 enpl oyees

nost of whom are clerical. Recomrendati ons are nade to an
adm ni strative officer at the senior |evel
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Degree points

Cont act s

The work requires contacts with col | eagues, nenbers of the
public, sales representatives and associates in the provincial Ay 38
governnent to obtain and provide information.

Super vi si on

The work requires the supervision of a staff of 190 enpl oyees
in the adm nistrative support category.
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BENCH- MARK PGSI T1 ON DESCRI PTI ON

Bench- mark Position Nunber: 4 Level :

Descriptive Title: ADM N STRATI VE OFFI CER, Poi nt Rating: 268
RESEARCH STATI ON

Summary

Under the direction of the Station Director, admnisters the support services of the station,

whi ch include budget and accounts, purchasing, stores and accommodation, personne

docunent ation and records, typing and transcribing, building maintenance and equi pnent
fabrication and repair; advises the Station Drector and other senior staff on regul atory

provi sions and status of support prograns; anal yses |ocal support services problens and

devel ops and recommends sol utions; perforns related duties, which include initiation of reports
and correspondence, contact with service and material suppliers, and enpl oyment of staff.

Duti es %f Tine

- Administers the followi ng services for a research station with
a staff of 53 enpl oyees and an annual operating non-staff
budget of $230, 000:

- budgets and accounts, by supervising the recordi ng of
accounts and expenditures, conpiling expenditure
records, evaluating requests and documenti ng
proposal s, and exam ning and certifying expenditures,
to subnit budgets for proposed station activity in
prescribed formand to ensure the propriety and
accurate recording of expenditures in conpliance
with instructions.

- purchasing, stores and accommodation, by supervising
t he docurentation and recordi ng of transacti ons,
procuring materials and services by purchase up to
$500 or contract, eval uating sources of supply for

| ocal purchases, drafting office | ayouts and
arrangi ng conmmuni cations, furnishings and supplies

- personnel services, by supervising the docunentation 65
and recordi ng of transactions, collecting data and
conposi ng subni ssions affecting enpl oyees and
positions, informng staff of the benefits and
obligations of enploynent, recommendi ng remnedi a
actions and participating in the selection of
non- pr of essi onal enpl oyees for the station, to
contribute to an effective, properly adm nistered
wor k force.

- typing and transcribing, by estimating station
requirements, establishing and reviewi ng quality
and quantity of production and procedures, to
provide effective service to station staff.
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- bui I di ng mai ntenance, by ensuring regul ar conpl etion
of cleaning and nai nt enance assi gnments establ i shed
by practice or observed needs.

- equipnent fabrication and repair, by conparing
fabrication and purchase costs, and capability and
delivery factors, and review ng reports of technical
staff, to ensure adequacy of service.

- Advises the Sation Drector and senior staff on regul atory
requi rements, support programstatus and general admnistrative
problens by clarifying the intent of regul ations,
reporting financial positions and suggesting neans of
managi ng the budget to neet changing priorities, and reporting
and suggesting i nprovenents in the integration of research and
adm ni strative activities.

- Analyses | ocal support services problens by revi ew ng nethods,
eval uating quality and cost of contracted service, and
consi dering shortcom ngs expressed by station staff, to
recommend changes to i nprove service or reduce cost.

- Perforns related duties such as correspondence and report
witing, certifying documents and accounts, clarifying
data and resol ving probl ens with subordinate staff, and
contacting suppliers of service and materi al .

Speci ficati ons

Know edge - Education and Experience

The work requires know edge of the various activities of the
station and of legislation, regulations, procedures and
departrental practice pertaining to budgeting, expenditures
and financial records, personnel transactions, purchasing,
supply and custody of naterials, accommodation and
furnishings, and other support services. It requires
experience in instructing and supervising a srmall clerical
and operational staff and in presenting oral and witten
material, and some experience in identifying problens
peculiar to the research station and i n devel opi ng

sol uti ons which inprove service or conserve funds. This
know edge is normal Iy acquired through conpletion of
secondary school i ng and four years of general admnistrative
experience, including experience in applying regul ations.

Knowl edge - Conti nui ng Study

The work requires study of changes in regul ations,
procedures and departnental practice applying to the
servi ces rendered.
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Degree Points

Deci si on Maki ng

The work requires the selection and application of regul ations,
directives and other instructions to particular cases.
Initiative and judgement are exercised i n applying departmnental
practices to facilitate station operations, in deciding or
recommendi ng on the type of equi pment or service on the basis
of suitability, cost and availability, and in projecting

expendi ture estinates based on usage rates and current price

trends. Recommendations are nmade to the Station Director

when support service priorities have to be established anong

research sections and invariably when authority rests at a Al 70
nore senior |evel. The decisions and recomrendati ons rel ate

to the provision of a support service for a regional research

station with an establishnent of approximately 55 enpl oyees,

of whom 45 are scientific and technical. Recommendations

are made to the scientist who is the station director.

Cont act s

The work requires contact wth scientists and other enpl oyees

of the research station and col | eagues to exchange i nfornation

and achi eve co-operation. There is also contact with university

admi ni strative officers who represent the university inits

I andl ord relationship to the research station. Such contacts 64
mai nly require the exchange of information and co-operation, 2

but al so require persuasion to obtain favourable terns of supply.

Super vi si on

The work requires the supervision of nine enployees in the
admi ni strative support and operational categories. B, 37
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BENCH- MARK POSI T1 ON DESCRI PTI ON

Bench-mark Position Number: 5 Level :

Descriptive Title: ADM N STRATI VE SERVI CES OFFI CER, Poi nt Rating: 667
FOOD AND DRUG DI RECTORATE

Sunmary

Under the direction of the Drector, advises senior research and regul atory staff on

adnmini strative natters and ensures the provision of all support services to the Food and Drug
Drectorate, which tests and controls the safety, purity and quality of food and drugs and
their registration, |abeling and advertising, and exercises control over the inportation,
nanuf acture and sal e of narcotics. Support services include budget control and the
forecasting of future financial requirenents; allocation of accomrodati on and nai nt enance of
bui | di ngs and equi pnent; a storage and retrieval systemfor scientific records and regul atory
deci sions; clerical, stenographic, registry and simlar office services; and the drafting
and distributing of anendrments to food and drug regul ations.

Duti es % of Tine

- Advises the director and senior research and regul atory staff
of the Food and Drug Directorate on the admnistrative
i nplications of new or changed policies, programs and procedures as
they affect manpower, financial and accommodation requirenents, by
compi ling statistical and narrative reports and forecasts in
conjunction with the scientific and operating staff, and by presenting 25
and expl aining such reports to senior directorate or departmental
conmittees.

- Controls the approved budget of approximately $1 nillion
(exclusive of salaries and capital expenditures) by
mai nt ai ni ng and devel opi ng systems for recording and reporting
on expendi tures; supervises the conpilation and i ssue of
periodic reports on expenditures and the transfer of funds
between al | ot ments; anal yses financial trends and di scusses
requirements with scientific and operating staff in order to
forecast and conpile estimates in final formfor departmental
approval ; authorizes expenditures and approves accounts.

20

- Determnes requirenents for changes or additions to | aboratory
and of fice space by di scussions with scientific and operating
staff and by initiating studies to determne future requirenments in
accordance with anticipated changes to workload or program wites
subnissions to Treasury Board and Departrent of Public Wrks to justify or
to detail changes in buildings and accommodati on; ensures, by issuing
appropriate instructions, that support staff provide the continuing
mai nt enance and repair of existing buildings and equi pnent, fromtheir
own resources or by arrangenent with other repair agencies.

20
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% of Tinme
- Devel ops and naintains, with the assistance of a subordinate
supervi sor, a conplex systemfor the recording and retrieva
of scientific information, technical data, rulings and
deci si ons which have regul atory inplications over the
manuf acture, |abeling, advertising and sale of foods and 10

drugs, by discussing requirenments with scientific and enf orcenent
of ficers, by considering ways and neans of producing

answers quickly, and by studying the results of feasibility
studies for the application of new techni ques and use of

aut omat ed equi pnment .

- Provides general supervision to staff of clerical, stenographic,
registry and sinmlar office services, as well as to enpl oyees
ordering and mai ntai ni ng stocks of scientific supplies, by 10
review ng work activities, investigating conplaints, ensuring
that established control systens are being followed, and
issuing directives or instructions to effect inprovenents in
services

- Drafts schedul es of amendnents to food and drug regul ati ons
after review ng proposed changes with departnental officers
and Privy Council legal advisers to ensure their scientific
and | egal accuracy; serves as secretary to technical and
scientific meetings by recording mnutes and taking foll ow up
action in matters which will affect adm nistrative services;
serves as a nenber of personnel appraisal and sel ecti on boards;
and perforns other duties related to the provision of
adm ni strative services to the Food and Drug Directorate.

15

Speci ficati ons

Degr ee Poi nt s

Know edge - Education and Experience

The work requires good know edge of departnental and

central agency regulations, directives and procedures in

such areas as financial control, building maintenance and
accomrodat i on, and personnel ; detail ed know edge of the

acts and regul ati ons admni stered by the Food and Drug
Directorate and experience in drafting changes to them
sufficient know edge of the scientific and technica

i nspection prograns being carried out to discuss requirenents of
operating staff; and know edge of scientific

informati on storage and retrieval systems. The work al so
requires experience in forecasting and planning admini strative
requirements in such areas as manpower, equi prment, acconmodation
and finance in response to anticipated changes or

expansi ons in operational prograns; in organizing senior
staff neetings and acting as secretary; and in devel opi ng

and mai ntaining co-operative relationships with scientific

C 216
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Degree Points

staff. This know edge i s normally acquired through
uni versity graduation in science and ei ght years of
progressively nore responsi bl e adm ni strative experi ence
in a technical or scientific organization

Know edge - Conti nui ng Study

The work requires the study of reports and other publications

concerning admi nistrative practice. It also requires

continuing study of periodicals and other publications to 2 30
mai nt ai n know edge of trends and devel opnents in scientific

i nformation, storage and retrieval systens.

Deci si on Maki ng

Deci sions are made in such areas as allocation of office

and | aboratory space, approval of purchases and accounts,

and transfer of funds between allotnents. Decisions and
reconmendati ons are al so made on net hods of recording

and retrieving scientific data, including the deternination
of the types of equipnent to be used. Studies are conducted
and reports prepared defining the admnistrative processes
required in connection with the inplenmentation of |egislation
and scientific prograns and the enforcenent of regul ations

The deci sions and recommendations relate to the provision of

a support service for an expanding scientific and regul atory
organi zation with an establishment of approxi mately 700

enpl oyees, of whom 415 are professional, located in Otawa
and in five regions across Canada. Recommendations are

nade to a scientist at the Assistant Deputy Mnister |evel

c3 256

Cont act s

Contacts are frequent with scientists, technical staff and

ot her enpl oyees in the directorate and the departrnent to

di scuss their requirenments, to exchange information and

to obtain their assistance and agreenment on adnministrative

matters. Contacts are also frequent with officials of other 52
departnents and agenci es, such as Public Wrks, Treasury B:

Board, Agriculture and Fisheries, to discuss admnistrative

problens, and with representatives of private conpanies to

di scuss goods and servi ces being supplied.
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Degree Points

Super vi si on

The work requires the supervision of 50 enployees in the

admi ni strative and foreign service, technical, and adm nistrative

support categories through subordi nate supervisors at

the internmediate and junior |evels. The work al so requires

the functional supervision of 50 enpl oyees in the administrative

support category in the regional offices; this includes E, 113
prescribing and ensuring adherence to adm nistrative et hods

and procedures and naki ng recomrendati ons concerning |evels

and use of personnel
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BENCH- MARK POSI TI ON DESCRI PTI ON

Bench-mark Position Nunber: 6 Level :

Descriptive Title: ADM NI STRATI VE SERVI CES OFFI CER, Poi nt Rating: 491
LABORATORY OF HYG ENE

Summary

Under direction of the Chief of the Laboratory of Hygiene, admnisters the support services of
the laboratory, which include workshops, stores, building cleaning and nmai nt enance, ani nal
breedi ng and office services; ensures proper care and use of buildings, vehicles and other
facilities; co-ordinates and conpiles the annual estimates and reviews rates of expenditures;
directs and supervises staff; and provi des other adm nistrative support services to
scientific staff.

Duti es % of Tine

- Ensures that the scientific staff of the |aboratory are provided
with the facilities and material s necessary for their work by
organi zi ng, directing and co-ordinating the work of the support
servi ces which include an ani mal breeding unit, a test animal
uni t, workshops, buil ding and equi pnent mai nt enance, cl eaning
services for four buildings, stores, a nedia preparation unit,
transportation services, a wash-up unit and clerical and
st enographi ¢ services) by determning the requirenments of the
scientific staff and naki ng the necessary arrangements to
provide the particul ar services; by deternining if the units
can supply the required service and, when necessary, arrangi ng
for the service to be done by contract; and by devel opi ng and
i npl enmenting appropriate records and control systens in order
to facilitate budgetary nanagenent.

50

- Ensures proper care, naintenance and use of buil di ngs and
vehi cl es, including nobile | aboratories

- by arranging for repairs or alterations, either by own
staff, through the Departnent of Public Wrks or by
private agenci es,

- by requisitioning parts and repl acement itens as required,

- by devel opi ng safety procedures to be followed by the
cl eani ng and mai ntenance staff in | aboratories where
di sease viruses are being used

- by ensuring that buildings and nobile | aboratories neet 15
fire and safety regul ati ons, and

- by planni ng and recomrendi ng procedures to be fol |l oned
in the event of an emergency.

- Qo-ordinates and conpiles the estinmates for the | aboratory and
ensures that expenditures for each scientific section represent a proper
distribution of |aboratory funds by requesting the heads of scientific 10
sections and support units to outline and substantiate their requirenents
for the conming fiscal year; by participating with the Chief of the
| aboratory of Hygi ene and seni or
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% of Time

scientific staff in deciding what requests are to be incl uded
in the submssion to the departnent; and by authori zi ng
expendi tures and reporting nmonthly to heads of scientific
sections on their expenditures and, if necessary, explaining
why certain requests were not approved.

D rects and supervises staff by assigning areas of responsibility and
specific projects; by inspecting work in progress

and work control records and reports; by di scussing work

performance of staff w th subordinate supervisors; by

i nvestigating conpl ai nts about the support services and,

when required, taking corrective action and recommendi ng

di sciplinary measures; and by devel opi ng potential supervisors
through rotation of assignnents.

Perfornms other related duties, such as attending staff neetings
to advise and report on support services and to record m nutes;
witing material for annual reports, programreviews,
financial statements, summaries of expenditures, and requests
for reclassification and pronotion; counseling junior staff;
participating as a nenber of selection and pronotional boards
for clerical, technical and junior professional enployees;
acting as both the security and the energency neasures

pl anning officer for the |aboratory; and representing the

| aborat ory on business and admnistrative nmatters with
officials of the federal public service and of private

organi zati ons.

Speci fications Degr ee

10

15

Poi nt's

Know edge - Educati on and Experience

The work requires a good know edge of governmental admi nistrative
practices, procedures and regulations in the fields of
requi sitioning and supply, expenditure control, building

mai

nt enance and personnel ; and a know edge of the scientific

prograns being carried out in the |aboratory sufficient

to discuss the scientists' needs, |layout of facilities, and

pur chase of equiprment, and to participate in the sel ection of
technical and junior professional staff. It also requires
experience in the direction and co-ordination of clerical,

tec

hni cal and operational staff working in support of scientific G

programs and some experience in working in a scientific
| aboratory as a professional enployee. This know edge is

nor
Si X
inc

August ,

mal |y acquired through university graduation in science and
years of admi nistrative experience in a scientific organization,
l udi ng sone experience as a professional |aboratory enpl oyee.
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Degr ee, Poi nt s

Know edge - Conti nui ng Study

The work requires the study of regul ations, procedures and
directives issued by the departnent and the central agencies
and of panmphlets, articles and pronotional material related
to the operations of support services.

Deci si on Maki ng

In view of the special needs of the laboratory there is a

requi renent to nmake sone nodifications to established nethods

in such areas as cleaning services, building mintenance, and
breedi ng and supply of aninmals. There is also a requirenent to
make recommendati ons on the design and alteration of buildings,
the purchase of certain itens of |aboratory equi pment, and on
personnel matters such as classifications, pronptions and

di sci pline. The decisions and recomendations relate to the
provi si on of support services, which include functions not
normal |y associated with administrative services, for a B2 163
scientific and | aboratory organi zation | ocated in the Otawa
area. The laboratory has an establishnment of approximately

170 enpl oyees of which 60 are professional. Reconmendations are
made to a scientist in charge of the laboratory who is at the

| evel of chief of division.

Cont act s

The work requires frequent contacts with senior scientific

staff of the |aboratory to discuss their requirenents and

to obtain their assistance and agreenent in the initiation and

day-to-day mai ntenance of administrative systens and practices.

It also requires frequent contacts with officers of other B1 52
departnments and agencies and with persons supplying goods and

services to the | aboratory, and occasional contacts with

officials of industry and provincial governments to provide

and obtain information related to the admi nistration of the

| aboratory.

Super vi si on

The work requires the supervision of 60 enpl oyees in the
technical, operational, and administrative support Dl 77
categories, through three subordi nate supervisors.
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BENCH- MARK POSI T1 ON DESCRI PTI ON

Bench-nmark Position Number: 7 Level

Descriptive Title: ADM Nl STRATOR, POST ABROAD, Poi nt Rating: 253
THE HAGUE

Sunmary

Under the general supervision of the Dplomatic Secretary, provides adninistrative services to
the Canadi an Enbassy in The Hague; perforns consul ar duties such as issuing passports, taking
decl arations, and assisting distressed Canadi ans; conpiles information on | ocal salaries and
living costs; and perforns other related duties.

Duti es % of Tine

- Provides admnistrative services to the Canadi an Enbassy in
The Hague

- by supervising |locally engaged clerical staff who
provi de bookkeepi ng, stenographi c and recepti oni st
services for the enbassy,

- by overseei ng the upkeep of the buildings, furnishings
and grounds of the official residence of the Canadi an
Anbassador and of the Chancery, which includes arranging for
repai rs and nai ntenance by | ocal |y engaged 65
staff and contractors, keepi ng books of accounts and
paying bills, reporting to headquarters on work done and
noney spent, and estimating the annual budget for repairs
and mai ntenance, and

- by keeping an inventory of furnishings and equi pnent
of the official residence, the Chancery and staff flats.

- Performs consul ar duties
- by interviewing callers,
- by review ng, issuing and anendi ng passports,
- by issuing certificates of identity and diplomatic
and courtesy visas, 25
- by arranging enmergency relief, repatriation and
ot her assistance for distressed Canadi ans, and
- by conpl eting docunments and approvi ng correspondence
rel ated to Canadi an nerchant shippi ng and seanen.

- Perforns other related duties, such as conpiling infornation
on local salaries and living costs, recomrendi ng nunber and
classification of locally engaged staff, and subnmitting 10
reports on consular activities.

Speci fications

Degree Points

Know edge - Education and Experience

The work requires a good know edge of the departnent's practices
and procedures in property maintenance, inventory control
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Degr ee Poi nt's

bookkeepi ng, consul ar support activities, enployment of locally
engaged staff and clearing of nerchant shipping, and a know edge

of the relevant provisions of the Canadian Citizenship Act and

the Canada Shipping Act. It also requires experience in supervising
a small clerical and mai ntenance staff, in conpiling

reports and returns, and in neeting the public and foreign
governnent officials. This know edge is normally acquired

through conpl etion of secondary school education and two years

adm ni strative experience in related work.

Know edge - Conti nui ng Study

The work requires the study of departmental directives governing

property mai ntenance, consul ar and shipping activities, and

keeping up to date on local conditions which would affect Canadi an 1 10
nationals residing or traveling in the country.

Deci si on Maki ng

Deci si ons and recommendations related to the upkeep of enbassy

properties and to consular matters are nmade in accordance with

directives, precedents and established practices. The deci sions

and recommendati ons affect the physical condition and appearance

of the official residence of the ambassador and the Chancery,

which are val ued at approxi mately $1,250,000. They al so affect A 70
the working conditions of the enbassy staff of 37 enployees, the

affairs of individual Canadians in The Netherl ands, and to sonme

extent the enmbassy's public imge.

Cont act s

The work requires contacts with firms doing business with the

enbassy to discuss the requirenments of the enbassy and amounts

charged. Contacts are also nade with other enmbassies and The

Net herl ands Foreign Mnistry to give or obtain information, 76
usual ly on procedural matters. There are occasional contacts Bs

with officials of |local government and wi th business and

shipping firns to obtain assistance for distressed Canadi ans

Super vi si on

The work includes the supervision of nine |ocally engaged
enpl oyees in the administrative support and operational B, 37
cat egori es.
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BENCH MARK PGOSI TI ON DESCRI PTI ON

Bench-mark Position Nunbers: 8 Level :

Descriptive Title: ADM N STRATOR, Poi nt Rating: 366
POST ABROAD, TOKYO

Sunmmary

Under the general supervision of the head of the Chancery, admnisters the support services of
the Canadi an Enbassy in Tokyo; supervises the operation of the consul ar section and perforns
consul ar duties; directs the security program collects and conpiles infornation related to
living costs, school facilities and other matters; and perforns rel ated duti es.

Duti es % of Tine

- Admnisters the office services, building maintenance,
accommodat i on, purchasing, inventory and personnel activities
of the Canadi an Enbassy in Tokyo

- by supervising clerical staff who provide the registry,
bookkeepi ng, typing and receptioni st services for the
enbassy,

- by overseeing the upkeep of all enbassy-owned and | eased
property, which includes deternining the need for
repai rs and mai ntenance, arranging with the owner of
| eased property or his agent to undertake repairs under
the terns of the lease, arranging for and letting
contracts for repairs and nai nt enance, supervising the
keepi ng of rel ated books of accounts, preparing reports
for headquarters on work done and noney expended, and
estimating the annual financial budget for repairs and
mai nt enance,

- by selecting housing for staff and offi ce accomodati on,
whi ch i ncl udes inspecting prem ses and eval uati ng the 55
size, facilities and cost in relation to requirenents,
recommendi ng departnental acceptance of prem ses neeting
t hese requirenents, arranging | eases-with owners or
agents according to departnental practices and nodifying
these to neet local conditions and custons,

- by determning the requirenments for supplies and equi pnrent and
approving their purchase locally, and by expl aining the need
and recomendi ng purchase by head quarters of supplies and
equi pent not avail abl e | ocal ly,

- by maintaining an inventory control of furnishings and
equi prrent of the enbassy and staff residences, and

- by interviewi ng and hiring enpl oyees for the enbassy's
clerical and nmi ntenance staff.

- Supervises the operation of the consul ar section and perforns
consul ar duties
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% of Tinme
- by instructing the staff and ensuring that the work of
subordinate clerks is perforned i n accordance with
accepted practices,
- by supervising the issuance of passports, visas and
pensi on paynents, 35
- by administering oaths, authenticating docunments and
taking affidavits,
- by conducting interviews with prospective immigrants to
determne their suitability, and
- by arrangi ng energency relief, repatriation and ot her
assi stance for distressed Canadi ans.
- Directs the security program of the enbassy according to the
security rules and regul ations, by drafting and issuing standard
orders, by regularly inspecting the prem ses and eval uati ng
enbassy practices, by reporting to the Head of Post, the
regi onal security officer and headquarters on actions taken and 5

undesirabl e practices identified

- Collects and compiles information related to the cost of I|iving,
|l ocal staff salaries, school facilities and living conditions by
exchanging information with officers of other m ssions and by 5
per sonal observati on.

Speci fications Degr ee Poi nt s

Knowl edge - Education and Experience

The work requires a good know edge of the department's

practi ces and procedures in property custody and mai nt enance,

i nventory control, bookkeepi ng, consul ar support activities,

enpl oynent of locally engaged staff, and security; and know

| edge of the relevant provision of such legislation as the
Citizenship, Immgration, Cvil Service and Merchant

Shi ppi ng Acts and Regul ations. It also requires experience
in supervising staff, in preparing reports, and in mneeting

the public and foreign governnent officials. This know edge
is normally acquired through conpl etion of secondary schoo
education and four years' admi nistrative experience in related
wor K.

A 87

Knowl edge - Conti nui ng Study

The work requires the study of departmental directives

governing property, custody and mai ntenance, consul ar and

immgration activities and keeping up to date on |ocal conditions 1 10
whi ch could affect Canadian residing or traveling in the country.
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Degr ee Poi nt's

Deci si on Maki ng

Most deci si ons and recomendati ons are nade by reference to
directives or according to established practice. However,

because of |ocal conditions and custons, some nodifications

of established nethods are required, particularly in the

letting of contracts, arranging for housing and in matters

concerning locally engaged staff. The deci sions and

recommendati ons affect the appearance and condition of a

bui I di ng val ued at approxi nately $1, 130,000, and rented

accomodat i ons and equi pnent and furni shings val ued at

approxi mately $215, 000. Deci sions and recomendati ons al so 116
affect the efficiency with which the enbassy staff of 75 B
enpl oyees performtheir duties, the affairs of individua

Canadi ans in Japan, and to some extent the enbassy's public

i mge. Recomrendations are made to a senior foreign service

of ficer at the post.

Cont act s

There are daily contacts with nenbers of the enbassy and
frequent contacts with officials of other Canadi an government
departrments in Japan to give or obtain information.

There are occasional contacts with Japanese officials to 76
persuade themto assist distressed Canadi an citizens

Super vi si on

The work includes the supervision of 29 junior civi

servants and |l ocally engaged enpl oyees in the

operational, technical, and adnministrative support D 77
cat egori es.
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BENCH- MARK POSI TI ON DESCRI PTI ON

Bench-mark Position Nunber: 9 Level :

Descriptive Title: ASSI STANT DI RECTOR, Poi nt Rating: 886
PROPERTY AND BUI LDI NG MANAGEMENT

Summary

Under the general direction of the Director, assists in the adm nistration of the Property

and Bui

| di ng Managenent Branch, whi ch provides and mai ntai ns accommodati on for gover nnent

departnments in Canada and abroad (exclusive of military canps, airports, schools and certain

speci a

pur pose buil dings); co-ordinates and directs the daily activities of the Accomnmodati on

and Qperations D visions; plans and organi zes special projects; acts as a nmenber of
interdepartmental commttees; writes and reviews correspondence for the Mnister and other

seni or

Duti es

officials, and performs related adm nistrative duties.

% of Tinme

Co-ordinates and directs the activities of the Accommpdati on
Di vision (which determnes the need, standards and type of
acconmrodati on to be provided) and the Qperations Division (which
takes over and operates O own-owned buil di ngs on conpl etion

or purchase)

- by devel oping or directing the devel opment of acconmodati on
and work standards, and control systens and procedures in
such areas as cost accounting, preventive maintenance
and information reporting,

- by investigating, and deciding or recomrending, in
difficult cases, whether accommodati on shoul d be | eased
or built,

- by reviewing project progress reports to determ ne whet her
estinated conpl etion dates of construction are in
accordance with expiry dates of accommodation | eases, and
by taking appropriate action to accelerate progress if
necessary, and

- by approving the award of maintenance contracts over $3, 000,
and by deciding or recommendi ng the action to be taken
on contracts where the bid is considerably higher than the
estimate.

50

- Plans and organi zes special or emergency accommodati on proj ects,

August ,

such as arrangi ng the opti mumanount of construction in the

Wi nter season or the major re-allocation of accommodation follow ng

the closing of a mlitary base, by deternining priorities and 25
needs for additional space in consultation with other departnents,

by investigating alternate use of buildings, and by directing

t he redepl oyment of maintenance staff.

Represents the branch or departnent on inter-departmental
conm ttees, such as those concerned with northern housing, the
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% of Ti me

use of Parliament HIIl, winter works and programreview, by

expl ai ni ng the proposed prograns and the viewpoi nts of the

branch, and by endeavouring to reach agreenent on such probl ens
as priorities for accommodati on, schedul es for maintenance, and

timng and extent of alterations.

10

- Establishes the need for additional branch staff by review ng
and anal yzi ng proposed prograns and exi sting capacity, by
di scussing requirements with district nanagers and divi si on 5
chiefs, and by explaining requirements and justifying the need
for additions at central agency review neetings.

- Assists the Drector in all aspects of branch adm nistration
- by conpiling, review ng and subnitting branch esti nates,
- by witing, reviewng or signing correspondence on
behal f of the Mnister, Deputy Mnister and other senior
of ficials,
by arrangi ng cerenoni es and accommodation for visiting
dignitaries,
- by review ng prograns and obj ectives and providing
progress reports at Deputy Mnister's staff neetings,
- by assisting managerment consultants and others in
revi ew of the branch organizati on,
- by review ng recoomendations for disciplinary action and 10
deciding the action to be taken by the branch,
- by serving on selection and rating boards, and
- by acting for the Director in his absence.

Speci fications Degree Points

Know edge - Education and Experience

The work requires a thorough know edge of the field of property
managenent, includi ng acquisition, |easing and operation, and

of related governnment policies, regulations and procedures

concerning contracts, |easing of property, and financial
management. It also requires a knowl edge of accommodati on

appr ai sal, construction nethods and finance, comrercial |aw and cost
control. The work requires experience in the managenent of property, in
the supervision and control of |arge nunbers of staff, in working AT 225
on senior committees, and in analyzing, planning and controlling

maej or projects. This know edge is normally acquired through

conpl eti on of secondary schooling and nore than 12 years of
progressively nore conplex and responsi bl e experience in property
managenent and governnent admnini stration.

Knowl edge - Conti nui ng Study

The work requires devel opi ng and nai ntai ni ng a thorough know edge
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Degree Points

of property managenent principles and practices, in order

to provide authoritative information, guidance or direction

to officers in the departnment or in the departnments serviced. 3
This know edge is acquired by continuing study of books,

journals and reports in the field of property nanagenent.

Deci si on Maki ng

The wor k requires maki ng deci sions and reconmendati ons on

the standards and types of accommpdation to be provided, on
whet her to build or |ease acconmpdation, and on ways of
handl i ng speci al or enmergency accommodati on problens. Wrk

al so i ncludes review and branch approval of |eases, contract
awards, and financial and personnel estimates. In conjunction
with senior officials of other departnents at fornmal neetings,
deci si ons are made on the accommpdati on and construction
prograns for government departments within the jurisdiction

of the branch. There is an occasional need to assume full
responsibility for the branch in the absence of the Director
The daily work includes direction of the Acconmopdati on

Di vi si on, which adninisters sone 1,600 buil dings val ued at
$700 mllion and 1,300 | eases valued at $11 nillion annually,
and of the Qperations Division, which fills some 10,000 work
orders annually for maintenance projects on federal buil dings.
The branch has an annual budget of about $60 million and a
work force of approximtely 7,000 people in all occupationa
categories, located throughout Canada. The operation of the
branch affects working conditions in public service offices in
Canada and abroad.

D4

Cont act s

Contacts are frequent with senior enployees of other branches,

wi th colleagues in other departments, with contractors and

W th businessnen to exchange informati on on accombdati on

problenms. There is also a need to represent the departnent

on interdepartnental conmittees at which agreements are C,
reached on such problens as priorities for accomodati on, the
schedul i ng of mai ntenance projects, and the tim ng and extent

of alterations and repairs.

Super vi si on

As Assistant Director, shares the responsibility for directing

sonme 7,000 nenbers of the branch staff in all occupationa

categories across Canada, and provides i mediate direction to G
seni or adm nistrative division chiefs at headquarters.
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Adm nistrative Services

BENCH- MARK POSI TI ON DESCRI PTI ON

Bench-mark Position Nunber: 10 Level :

Descriptive Title: CH EF, ADM NI STRATI VE SERVI CES,

Summary

DEPARTMENT OF FORESTRY Poi nt Rating: 817

Under the general direction of the Deputy Mnister, adninisters the Budgets and Accounts,
Property Managerent, Purchasing and Stores, and Records sections of the departnent; devel ops,

recomrends and i npl enents | ong-range financi al

and admini strative plans and procedures to

contribute to the effective managenent of the departnent; advises the Deputy Mnister and
other senior officers on adnmnistrative matters and on the admnistrative inplications of new
or changi ng prograns; supervises staff; and perforns related admnistrative duties.

Duti es

% of Tinme

- Administers departnental support services, including estinates,
budget s and accounts, construction, maintenance, purchasing
and stores, and records managenent

- Pl ans,

by directing and co-ordinating the work of four sections

by establishing | evels of responsibility,

by del egating authority,

by setting objectives and revi ewi ng excepti ons

by obtai ning the co-operation of senior officers of the 35
department and representatives of the Treasury Board,

by review ng the work performance of staff, and

by providi ng guidance and | eadership to ensure effective

assi stance to the departrment in the conduct of its

prograns and statutory responsibilities.

devel ops, recommends and i npl enents | ong-t er m managenent

procedures and practices in such fields as budgeting, program
reporting and inventory controls

August, 1965

by identifying areas where inprovenents are needed,

by studying reports and publications in the field of
managenment practices and assessing their applicability to
departnental requirenents,

by di scussing proposals with officers who will be involved
i n"the changes and obtai ning their observations and
co-operation

by witing proposed plans of action and obtai ning comrents

and criticisns fromsenior officers of the departnent,

by submitting recoomendati ons to the Deputy Mnister and,

when approved, directing subordi nate supervisors to put

the procedures and practices into effect, and

by creating an at mosphere conduci ve to accept ance and

success in order to institute managenent practices that aid
senior officers in attaining the objectives of the departnent.

20
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% of Tinme
- Advises the Deputy Mnister and senior departnental officers
on admnistrative matters and the admnistrative inplications
of new or changi ng prograns by expl ai ning central agency
regul ations and directives, by forecasting the inpact of changes
on exi sting resources, by suggesting alternative uses of 15

resour ces, and by suggesting the timng and techni ques to be
followed in instituting programs in order to ensure efficient
operation and adequate resource allocation.

- Supervi ses 38 enpl oyees organi zed in four sections, by
eval uati ng work perfornmance, assessing training needs, arranging
for training, nomnating staff for attendance at courses and 15
recommendi ng di sciplinary action when required.

- Perforns related adm nistrative duties, such as review ng for
correctness and adequacy subm ssions to Treasury Board and
docunents and correspondence concerning contracts and simlar
arrangenents, participating with other senior enployees of the
departrment in the devel opment of prograns, conducting speci al
projects assigned by the Deputy Mnister, advising regional
directors on matters related to admnistration, and serving as 15
pl anning officer for departnental emergency neasures.

Speci fi cati ons Degr ee Poi nts

Know edge - Education and Experience

The work requires a good know edge of the diverse depart

nmental objectives, the role of the departrment in relation to

provincial and private forestry organizations, and devel opments in the
field of managenent practices; a thorough know edge of gover nnent

adm ni strative regulations and practices; and know edge of the
Forestry, Agriculture Rehabilitation and Devel opnent, and the
Financial Admnistration Acts. It also requires considerable
experience in directing and co-ordinating speci alized functions,

advi sing and obtaining the co-operation of seniors whose prinary
interests, training and experience are not related to admnistration, Cs 244
participating in the devel opment of major prograns as a specialist in
adm ni stration, and representing an organi zati on at formal

meeti ngs. The organi zational setting requires continual working
relations with senior scientific specialists and the supervision
of professional staff. This know edge is nornally acquired through
graduation fromuniversity and 10 years of progressively nore conpl ex
and responsi bl e adm nistrative experience.

Know edge - Conti nui ng Study

The work requires the study of texts, reports and ot her

publ i cations concerni ng new concepts and devel opnents in

the fields of budgeting, property nanagerment and purchasi ng 3 50
in order to advise senior staff of the departnent.
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Degr ee Poi nt s

Deci si on Maki ng

The work requires providing advi ce and maki ng reconmendati ons
on nanagerrent policy and practices to the Deputy Mnister and

to senior officials. Recormendati ons are made on such matters
as the introduction of a newvote structure, the introduction

of the first phase of programbudgeting, the devel opnent of

inventory and stores policies, and the nanagenment of property Ds 302
and other resources. The recommendations relate to the
coordination and control of financial and general admnistrative
servi ces, purchasing and stores, and property nanagenent for a
department of approximately 1,600 enpl oyees and with an annual

budget of $60 nillion.

Cont acts

The work requires contacts with col |l eagues to exchange

information, with seniors in the departnent to persuade and

convi nce themto adopt particul ar courses of action, and with

associates in private organi zations to exchange infornation. G 91
It also requires representing the departnent at meetings wth

officials of central agencies to resolve problens arising from

differences in interests.

Super vi si on

The work requires direct supervision of 37 enpl oyees and

functional supervision of approximately 80 enpl oyees in

regi onal establishments, including senior professional staff, Es 130
staff at the intermediate level in the admnistrative and

foreign service category, and enpl oyees in the technical and

admi ni strative support categori es.
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BENCH- MARK PQOSI T1 ON DESCRI PTI ON

Bench-mark Position Nunmber: 11 Level :

Descriptive Titles: CHEF, CFFl CE SERVI CES SECTI QN Poi nt Rating: 390
TAXATI ON HEAD OFFI CE

Sunmary

Under the direction of the Drector of the Admnistration Branch, adnministers the activities of
the office Services section of the Taxation D vision, which provides personnel, supply records,
reproduction, stenography and typing services for the head office branches; supervises and
trains staff; co-ordinates the activities of the section with those of the branch and ot her
branches; directs and controls a variety of ancillary support activities; and perforns rel ated
duti es.

Duti es % of Tine

- Adm nisters the work of five support units - personnel,
whi ch provides clerical selection and pl acenent and staf f
services for an organi zation of 550 enpl oyees; furniture,
of fi ce supplies and equi pment and nmatters associated wth
accommodat i on; reproduction and distribution; central registry;
and stenography and typing

- by ensuring that regul ations and established procedures
and practices are correctly applied,
- by assigning areas of responsibility and providing
i nstructions and guidance to unit supervisors,
- by checki ng random sanpl es of conpl eted work, 40
- by review ng and anal yzi ng production records of
each unit and establishing work standards,
- by estimating and recommendi ng staff and physica
resources needed to neet the anticipated requirenments
of client branches,
- by investigating conplaints and operations generally, and
- by making changes required to ensure that the service
neets the needs of the head of fice branches.

- Supervises, through five subordi nate supervisors, a staff of 96

- by allocating enployees to units to neet changing
wor kl oads or traini ng needs, and by di scussi ng work
per f or mance, perfornance assessnents and traini ng 20
needs wi th subordi nate supervisors,

- by arranging for participation in training prograns,

- by reconmendi ng pronotions, classifications and
di sci plinary action, and

- by participating in selection boards.

- (o-ordinates the activities of the units with those of user
sections and branches by establishing work priorities, by 20
schedul i ng assignments, and by di scussing requirements with
those requesting services.
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- Directs and controls a variety of support activities, such as
parking, inter-office commnications, building passes and
internal security, by assigning responsibilities, issuing
directives and providing guidance to ensure the proper
application of regulations, procedures and practices.

- Perforns rel ated duties, such as checking and reconciling
inventory, records and reports, receiving and guiding visitors,
and reporting on operations.

Speci ficati ons

Know edge - Education and Experience

The work requires a good know edge of the operations and

organi zation of the head office branches and of the regul ations,
procedures and practices associated with the work of the service
units, and famliarity with district office organi zati on and
procedures. It also requires experience in supervising and
co-ordinating the work of others and identifying and resol ving
operational problens related to workl oad variations and
availability of resources. This know edge is normal |y acquired

by conpl eti on of secondary schooling and six years of general

adm ni strative experience related to the provision of support
services

Know edge - Conti nui ng Study

The work requires the study of regul ations, directives and
manual s i ssued by the central agencies and the departnent.

Deci si on Maki ng

The work is done in accordance with regul ati ons, established
procedures and practices. Judgenent and discretion are
exercised in assessing reconmendations for personnel actions
and in co-ordinating the work of five support units with the
requi renments of the head office branches. The deci sions and
recommendati ons affect the operation of an organi zation of

550 enpl oyees, conprising the directing staff and head

quarters personnel of the functional branches of the Taxation

Di vi si on. Reconmendations are made to a senior admnistrative
services officer of the division

Cont act s

The work requires frequent contacts with departnental officers

to exchange infornation related to the work of the service units,

and to obtain their agreenent in co-ordinating the work of the

section with the service requirenments of the branches. It also

August, 1965 - b3 -
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Degr ee Poi nt s

requires contacts with col |l eagues and representatives of firns
suppl yi ng goods and services in order to exchange information

Super vi si on

The work requires the direction and co-ordination of the work

of five subordinate supervisors and 101 juni or enpl oyees in the

adm ni strative and foreign service, adninistrative support and E;
operational categories.

97
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BENCH- MARK PQSI TI ON DESCRI PTI ON

Bench-nmark Position Number: 12 Level :

Descriptive Title: CH EF OF RECORDS Poi nt Rating: 409

Summar y

Under direction of the Assistant Chief, Adninistrative Services, supervises the staff and
organi zes the work of the departmental Central Registry; devel ops and establishes work and
perfornmance standards; ensures that registry services are carried out effectively and
according to established procedures and practices; directs the installation and nmai nt enance
of uniformrecords systens in the district offices; nakes recomrendati ons for records di sposa
and on ot her technical aspects of the operation; supervises a snall telex and tel etype section
recomrends training and rotation of staff to ensure uniformoperation of district registries;
and prepares correspondence regarding registry matters.

Duti es M

- Supervises the operation of the departnental Central Registry

- by devel oping and i npl ementi ng i nproved net hods and
procedur es,

- by naki ng recommendat i ons concerning the organi zation
of the registry,

- by determ ni ng causes of conplaints and taking corrective

action,
- by devel opi ng and i npl enmenti ng work and perfornmance
standards, and 65

- by instructing and del egating authority and responsibility
to subordinate supervisors in such activities as the
recei pt, classification and distribution of inconing
mai |, the dispatch of outgoing mail, the records storage
and retrieval system and the internal records
di stribution systens.

- Wites letters and nenoranda on registry nmatters. 10
- Directs the installation and nai ntenance of uniformrecords
systens in the district offices by nmaking up appropriate
i ndexes, files, and other guides and by having the system 5
i npl emented by a Central Registry enpl oyee

- Devel ops and nakes reconmendati ons on the departmental records
di sposal programto reduce the vol ume of records and thus
conserve space and equi pnment, and directs the di sposal action 5
when approved.

Drects the operation of a small communications section conposed
of telex and tel etype, used by several departnents |ocated in
the same buil ding, by ensuring proper use of authorized
procedur es, nai ntenance of equi pnent, and provision of staff
trai ni ng.
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- Anal yses staffing requirements and recomrends staff changes,
pronotions and transfers; conpletes ratings and recomends
disciplinary action; acts as a nenber of conpetition boards and
i nterviews prospective enpl oyees; and conducts training of
staff formally and by systematic rotation.

Speci fications

Know edge - Education and Experience

The work requires a good know edge of records systens, registry
organi zation, work and performance standards, general office
procedures and supervisory techni ques, and a know edge of
departmental organization, functions and prograns. It also
requi res experience in supervising clerical staff, nodifying
records systens, and resol ving conpl ai nts concerni ng services
provi ded. This know edge is normally acquired through

conpl etion of secondary schooling and four years' progressively
responsi bl e experience in directly related work.

Knowl edge - Conti nui ng Study

The work requires continuing study of technical journals and
periodi cal s concerned with the field of records managenent in
order to keep up to date on new devel oprents i n equi prent and
t echni ques.

Deci si on Maki ng

For the nost part the work is perforned in accordance with
establ i shed procedures and practices. There is, however, a
requi rement to exercise judgerment in anticipating the need for
changes and in adapting and nodi fyi ng records systens to neet
changi ng requirenents. The decisions and recomrendati ons
pertain to the recording, storing and retrieving of infornation which
has an effect on the facility with which a departnent of 8, 000
enpl oyees located in Gtawa and in district offices discharges
its responsibility, and on the cost of providing such service.
Recommendati ons are made to an officer at the intermnediate

adm ni strative |evel.

Cont act s

The work requires contacts with departnental enpl oyees to
exchange information and to obtain agreement on the
installation of records systenms. There is an occasi onal
requi rement to exchange information with coll eagues.

Supervi si on

The work requires the supervision of 72 enpl oyees in the
adm ni strative support category.
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BENCH- MARK POSI Tl ON DESCRIPTION

Bench-mark Position Nunber: 13 Level :

Descriptive Title: CH EF,PURCHASI NG A140 Point Rating: 499

OFFI CE SERVI CES
customs AND EXCI SE

Sunmary

Under direction of the Drector General of Services, administers the office Services section
of the Qustonms and Exci se D vision, which includes purchasing, publication and reproduction,
departrental records, and transcribing units; reviews practices, procedures and net hods, and
i npl enents or recommends changes; co-ordinates services provided by the section with those
provi ded by other agencies; prepares section estimates and represents the division on

i nterdepartnmental committees.

Duti es % of Tine

Directs the work of the section, which includes the purchase

and distribution of office supplies, equipnment and uniforns,

t he production of departnmental directives and regul ations, the
classification, distribution and custody of division records, 30
and the provision of transcribing and typing services, by

i nvestigating conplaints, by devel oping new or revised

procedures, and by issuing directives to the staff of the

di vi si on.

- P ans and organi zes the work of the section by determning
requirements for the services provided, by evaluating the 15
capacity of units to neet anticipated demands for services,
and by determning the staff and facilities required to neet
demands.

- Ensures effective use of services provided by issuing
directives and instructions defining the procedures to be 15
foll owed, and by di scussion of specific problens with
directors and branch heads.

- Supervi ses approxi nately 240 enpl oyees through five unit
heads by revi ew ng individual performance eval uations, by
ensuring inplenentation of training prograns, by recomrendi ng disciplinary 25
actions, by participating in establishment reviews, and by acting as a
nenber of selection and cl assification comittees.

- Perforns other related duties, such as preparing estinates
for the section, representing the division on inter
departnental commttees, discussing problens with 15
representatives of central agencies, and conducting
special studies for the Drector General of Services.
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Degr ee Poi nt s

Speci fication

Know edge - Educati on and Experi ence,

The work requires a thorough know edge of the division

and of the acts, regulations and adm nistrative practices

governing the services provided. The work al so requires

experience in organizing the work of a large staff, in

directing the work of a nunber of support service units,

in identifying operational problens, and in forecasting

requirements arising out of changes in the prograns Ay 141
and practices of branches serviced. This know edge is

normal |y acquired through successful conpletion of

secondary school education and ei ght years of experience.

Know edge - Conti nui ng Study

The work requires the continuing study of acts and

regul ati ons and of directives issued by the division

and central agencies governing purchasing and supply, 1 10
publications, records managenent and ot her services.

Deci si on Maki ng

Deci sions usually involve the selection of courses of

action indicated by regul ati ons or practices. Some

nodi fi cati ons of practices nmust be nade to neet new

requirenents arising out of changes in organization

and programs or new requi renents of central agencies.

Deci si ons and reconmendati ons affect the efficiency

of administrative and purchasing services provided B, 163
to a division enploying a staff of approximtely 8,000

at head office and in the field. Recomrendati ons are

nmade to a senior director of the division.

Cont acts

The work requires contacts with departnmental officers

to exchange infornation and to achi eve agreenent on

probl enms of mutual concern. It also requires contact

with officers of central agencies in the Federal Government and with

representatives of suppliers of office machi nes and equipnent, to give B 52
and obtain information.

Super vi si on
The work requires the supervision of 238 junior and inter

nmedi ate enpl oyees in the administrative and foreign service,
adm ni strative support and operational categori es. F2 133
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BENCH- MARK POSI TI ON DESCRI PTI ON

Bench-mark Position Nunmber: 14 Level :

Descriptive Title: DEPARTMENTAL ADVI SER, Point Rating: 718
Bl LI NGUALI SM AND BI CULTURALI SM PROGRAM

Sunmary

Under the general direction of the Drector, Personnel Administration, plans and devel ops the

bil i ngualism and biculturalism programfor the departnment, including a bicultura
exchange progranm adm nisters departmental |inguistic services; advises on the
application of bilingualismpolicy to the departnment's personnel program and perforns
ot her duties.

Duti es % of Ti me

- Plans and devel ops the bilingualism program of a department
having a staff of 10,750 located in Ottawa and t hroughout
Canada, in order to inplenment the policy of enabling enployees
to work and provide services in each official |anguage

- by deriving and proposing objectives for the program
consi sting of establishing and assessing French | anguage
units, of proposing requirenents for staff with particul ar
| anguage proficiency, of training enployees in
Engli sh and French, and of providing adm nistrative and
work instruments in both | anguages,

- by drafting statements of program goals and directives for
the deputy minister's signature,

- by assessing departnmental |anguage training needs in
conjunction with |line managers and designing a training
and retention programto neet the needs and suppl enent
services provided to the departnent by the Language

Bur eau,
- by estimating costs and benefits of programactivities
and recommendi ng the annual and five-year budget, 45

- by recommendi ng, in collaboration wth managers,
establi shment of French as the working | anguage for
speci fied organi zational units

- by evaluating the units' effectiveness and reconmendi ng
such measures to inprove it as changi ng organi zati ona
structure and providing units with more services in
French,

- by keeping abreast of the public's consciousness of its
| anguage rights, especially in parts of the country that
have a significant |anguage mnority,

- by recomrendi ng special staffing and adm nistrative
action to senior managenent to neet predicted demands,

- by initiating sem nars and promoting the program s
obj ectives with managers and enployees in Ottawa and
the regional offices, and
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June,

% of

by monitoring and reporting on the achi evenent of
obj ectives and recomendi ng corrective action, including
shifting priorities for recruitnment and training

- Devel ops and i nplenments a bicultural exchange programwithin
the department in order to provide enployees and their famlies
with the opportunity of working and living in the second | anguage
and participating in the culture

by desi gni ng and recomendi ng program obj ecti ves and

means of inplenmenting them

by identifying candidates and families for transfer, in
conjunction with managers,

by discussing with potential participants the advantages
and problens of working and living in the new culture, 15
by establishing selection conmttees and advi sing them on
such criteria for choosing participants as their
adaptability to the new cultural nilieu,

by planning transfers, including arrangi ng | anguage

trai ning, schooling of children and paynent of related
expenses,

by assessing the effectiveness of assignments frominter
views with participants and supervisors, and

by recomrendi ng nodifications to the program

- Admnisters linguistic services for the department through a
staff of six at headquarters and 28 | anguage adm nistrators in
the field in order to support the effective and efficient use
of both | anguages

1972

by supervising and co-ordinating staff engaged in
schedul i ng and conducting | anguage training and aidi ng
retention of |anguage skills, arranging translation

servi ces, assessing |language skills and requirenents for
them and mai ntaining current information and reporting
on bilingualismin the departnment,

by establishing the objectives and nethods used for

| anguage training in regional offices, approving work

pl ans and assessing the work of 28 regional |anguage
adm ni strators, 25
by establishing procedures for producing adm nistrative
and work instruments in English and French

by co-ordi nati ng surveys of departnental needs for
transl ati on of docunents and technical glossaries and by
ascertaining translation priorities,

by arrangi ng for supplenmentary translation services with
t he Superintendent of the Translation Bureau,

by negotiating | anguage training services fromthe
Language Bureau or obtaining themon contract from out
side the Public Service, dependi ng on cost and ot her

advant ages to the departnent, and

by allocating resources, including a budget of $500

t housand, to program activities.

Ti me
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- Advises on the application of bilingualismpolicy to the
departmental personnel programin order to ensure consi stency
bet ween personnel actions and bilingualismpolicy

- by collaborating with staffing officers in planni ng
recrui tnent campaigns particularly in French coll eges
and universities,

- by interpreting to staff and |ine officials | anguage and
enpl oynment | egislation and policy,

- by counsel i ng managenent and personnel administrators on
responses to conplaints and grievances and on consultation
wi th union representatives, and

- by neeting with these representatives to gain their
support for the bilingualismprogramin their districts.

- Perforns such other duties as

- representing the departnent with the Commi ssi oner of
Cficial Languages on the application of the Cficial
Languages Act, and
- advising officials of the Public Service Gomm ssion and
the Treasury Board on the design of |anguage course, tests
and norns, and on bilingualismpolicy and | egislation
especially as they affect departnental prograns.

% of Tinme

10

Poi nt s

Speci ficati ons Degr ee

June,

Knowl edge - Educati on and Experience

The work requires a good know edge of departmental organization

and programactivities, and the nature and extent of the departnent's
relationships with the public, to plan and devel op the

departmental bilingualismand biculturalismprogram a thorough

know edge of bilingualismpolicy and | egislation as well as

rel ated personnel and administrative practices; and a good

know edge of | anguage training and testing principles and

net hods, as well as of the characteristics of the English and
French culture in Canada. The work al so requires experience in

t he devel opnment and co-ordination of a manpower planning and traini ng
program includi ng designing courses, establishing systens for
nonitoring and assessi ng program ef fectiveness, organizing and G
directing a staff, advising and gaining the co-operation of managers
and ot her agenci es, and pronoting programgoal s through seninars,
neetings, and witten comunications, in an organization whichis
physically and adm nistratively decentralized. This know edge is
normal |y acquired through graduation fromuniversity in the arts
or social sciences and progressively nore responsi bl e experi ence

in adnm ni stration and rmanagenent.
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Degr ee Poi nt s

Know edge - Conti nui ng Study

The work requires the study of texts, journals and periodical s

to mai ntai n know edge and awareness of current devel opnents,

principles and nethods in the fields of |anguage training and

testing, personnel managerent, and English and French cul ture,

in order to advi se seni or nanagenent and central agencies on 3 50
t he devel oprent and i npl ementati on of the bilinguali smprogram

and to foster understandi ng of each culture anmong enpl oyees

Deci si on Maki ng

The work requires maki ng recommendati ons on establ i shing and

achi eving departnental policies and objectives for the

bi I'i ngual i smand bi cul turalismprogram on the sel ection and

ef fectiveness of measures to devel op French as a working

| anguage, including the 15 French | anguage units whi ch have a

staff of 1000, and on neans of inproving the effectiveness and
acceptance of the units. Initiative and judgenent are required
i n assessing and advi sing on the | anguage requirenents of

organi zational units located throughout Canada, conprised of

prof essional , administrative and ot her enpl oyees and rel ati ng
extensively to both the public and private organizati ons and
enterprises. Initiative and judgenent are also required in
devel opi ng and directing a | anguage traini ng program establishing
systens and procedures for nonitoring inplementation

of legislation and programgoals in headquarters and the field,

devel opi ng and nodi fying a bicultural exchange program and
recommendi ng to central agencies inprovenents to bilingualism

policy and | egislation. Decisions and reconmendations affect G
the direction and inpl enentation of the bilingualismand

bi cul turalismprogramin headquarters and regional offices, and

the allocation and utilization of resources of sone $500

t housand annually. Also affected are the acceptance and

ef fectiveness of French as a working | anguage, the effectiveness of
departnental |anguage training conducted by teachers on contracts
costing about $70 thousand a year, the costs in staff and

services to support French | anguage units, training and transfers

of enpl oyees on bicul tural exchanges, and the career devel oprent

and acquisition of |anguage skills anmong a staff of 10,750. The
ef fectiveness of the program has an inpact on delivery to the
public of extensive services in both official |anguages.
Reconmendat i ons are made to an officer at the senior executive

| evel .

256

Cont act s
The work requires contacts with seniors in the departnent to gain

their co-operation in devel oping and carrying out the bilingualism
program with officials of the Language and Transl ati on Bureaus

June, 1972 - 62 -



Adni ni strative Services

at formal meetings to resolve problens in the design of courses

and to negotiate the extent of training and translation services
provided to the departnent, and with officials of the Public

Service Conmi ssion and the Treasury Board to seek nodifications
in central policies and obtain resources necessary for the

bi | i ngual i sm program

Super vi si on

The work requires direct supervision of headquarters enpl oyees

and functional supervision of |anguage adm nistrators in each
regional office. This staff of 34 is classified in the junior
| evel s of the administrative and foreign service category and
the admi nistrative support category.
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BENCH- MARK PCSI TI ON DESCRI PTI ON

Bench- mark Position Nunber: 15 Level
Descriptive Title: HOSPI TAL ADM NI STRATOR Poi nt Rating: 587
Sunmary

Under direction of the Medical Superintendent, admnisters the non-medi cal support services
of an 1,100-bed hospital, including heating and power, housekeeping, |aundry and |inen
stores, mai ntenance of buil dings and grounds, and office services; prepares financial and
staff estinates; establishes and nai ntains cooperative working relations with staff and

wel fare organi zations; and perforns rel ated adm ni strative duties.

Duti es % of Tine

- Qganizes and co-ordinates the work of a staff of 360 engaged
in such activities as housekeepi ng; |aundering; naintenance of
grounds, buildings, equipment and facilities; operation and
mai nt enance of heating, ventilating, refrigerating and
energency power plants; operation of the stores section, the
t el ephone service and the el evators; preparation and
nmai nt enance of nedical records; office services; fire prevention, and
m scel | aneous non-edi cal services connected with
the personal needs of the patients; by determning the day-to 65
day and | ong-term needs of the hospital; by developing, in
conj unction w th supervisors, plans and operating nethods; by
est abl i shing work standards, scope, priority and scheduling of
work projects; and by arranging for services of support
agenci es outside the hospital.

- Controls a pool of vacant positions, in all sections, by
revi ewi ng workl oad statistics, changes in day-to-day workl oad
and long-termtrends, by investigating changes and ensuring
ef fective use of personnel permanently depl oyed, by exam ning 5
and approvi ng requests for overtine and the enpl oynent of
casual s, and by authorizing the filling of vacant positions
and their allocation as required.

- Prepares financial and staff establishnent estinmates by
consulting with all departnment heads, by evaluating requests
for non-nmedical staff and for equi pment agai nst departnental 5
and hospital standards, and by maki ng recomrendations to the
nmedi cal superintendent.

- Maintains co-operative relationships with representatives of
veterans' associations, staff associations, hospital auxiliary,
Canadi an Red Cross, Canadian National Institute for the Blind,
sick and visiting commttees, patients and visitors by 10
provi ding information and expl ai ni ng hospital rules and procedures.
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% of Tinme
- Controls trust funds donated for the confort and wel fare of
patients; and perfornms other related adm nistrative duties,
such as serving on commttees, witing letters to officials of 15

hospital s, veterans' organizations, government departnents
former patients and next of kin, and organizing charitable
campai gns, savi ngs bond drives and sal es.

Speci fications Degr ee Poi nt s

Know edge - Educati on and Experience

The work requires a good know edge of the principles and
practices of hospital administration as they are applied to

the operation of a departnental hospital, and a worki ng know

| edge of the functions and responsibilities of all departnments of
the hospital. It requires a know edge of departmental and
central agency requirenents and procedures concerning

personnel and financial managenent, equi pment and stores
accounting, and of worknmen's conpensati on and provinci al B4 178
government hospital insurance regulations. The work al so
requires experience in the managenent of personnel and

materi al resources and in maintaining good relations with

prof essional staff and the public. This know edge is normally
acqui red t hrough conpl etion of secondary school education and

a two-year course in hospital adm nistration, and approxi mately
seven years of related experience

Know edge - Conti nui ng Study

The work requires the study of departnental regul ations and

i nstructions, personnel directives, worknen's conpensation 2 30
and provincial hospital insurance requirements. In addition

it requires the study of journals and texts in hospita

admi ni stration.

Deci si on Maki ng

The work is perforned in accordance with general departmenta

instructions and established practice. It requires nodifications

to general departnental instructions in order to neet

the requirenents of the specific institution, and changes in

established practices to nmeet energency and ot her specia

situations. There is a continuing requirenment to exercise B, 210

judgenent and initiative in resolving operational problens
associ ated wi th providing non-nedi cal support services to a
mej or departnental hospital. The decisions and recomendati ons
affect the efficiency of the non-nedical support services of

a hospital with an establishrment of approximately 1,300
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Degr ee Poi nt s

enpl oyees. The efficiency with which the non-nedi ca

support services are performed affects the nedical services,
the norale of the patients, and the public i mage of the
instituti on. Recommendations are made to a Medica
Superi nt endent .

Cont act s

The work requires contacts with heads of departnents to

obtai n agreenent on the co-ordination of non-nedica

facilities with the nedical activities of the hospital. It

al so requires contacts with veterans' associations, staff B 52
associ ations, voluntary organi zations, publicity nedia and

the general public to naintain good rel ationships.

Super vi si on

The work requires the direction of 362 enpl oyees, through
17 supervisors at the junior |evel. F 117
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BENCH MARK PGCSI TI ON DESCRI PTI ON

Bench-mark Position Nunber: 16 Level :
Descriptive Titles PROPERTY ADM NI STRATI ON OFFI CER Poi nt Rating: 380
Sunmar y

Under direction of the Supervisor of the Property, Buildings and Equi pnent section of the
Property and Fi nance D vision, anal yses proposal s and nmakes recommendati ons concer ni hg
building and property natters; keeps, devel ops and nodifies a building and | and
inventory records system of departnental holdings; wites letters, reports and
nenoranda to obtain and provide information; drafts submssions to Treasury Board and reports
to Privy Qouncil in support of recommendati ons concerni ng departnmental buil di ngs and
property; and perforns related administrative duties.

Duti es % of Tine

- Anal yses building construction and property proposal s of
operating branches of the departnment and of outside agencies
by checking infornation for conpl eteness, by determining its
inplications for approved prograns, by investigating
alternatives and by obtaining legal opinions, in order to 40
recommend departnental courses of action on capital construction
projects including installation of utilities, on building
alterations and repairs, and on acquisition and di sposal of

property.

- Keeps a building and |l and inventory system of depart nmental
hol di ngs by devel opi ng and nodi fyi ng, as required, procedures
for the recording, storage and retrieval of valuations, 15
descriptions, plans, maps and | egal docurents, and ensuring
that the filing and "charge out” of this material are done in
accordance with established procedure in order to provide an
up-to-date record of the departrment's capital assets.

- Conposes and si gns correspondence to departnental officials
and officials of other levels of government, railways, 30
utilities and the general public to give and obtain information,
to state the departnental position, and to arrange the details of
real property transactions.

- Drafts submissions to Treasury Board and reports to Privy
Gouncil to obtain authorization to proceed wth recommendati ons
whi ch have departnental approval, by collecting, conpiling and 5
presenting the substantiating details in accordance wth
est abl i shed practi ce.
- Perforns other related duties, such as review ng and commenti ng
on the departnent’'s | ong-term construction program neeting
with construction and property nmanagenent officers of other
departments and agenci es, drafting correspondence for the 10
Mnister's and Deputy Mnister's signature, supervising a
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% of Time

junior enployee, and participating as a nenber of departnental
and inter-departnental conmttees concerned with construction
and property nmanagenent.

Degree Points

Speci fications

Know edge - Educati on and Experience

The work requires a good know edge of financial and admnistrative
regul ati ons and procedures related to construction and property
nmanagement, such as Government Contract Regul ati ons, Treasury Manual
and the departnental Mnual of Real Property Procedures; know edge
of general property nmanagenent, property appraisal, construction

net hods, |and surveying, and records and retrieval systens; and
famliarity with the prograns of the various branches. It also
requi res experience in property managenent and in witing detailed
correspondence and reports. This know edge is normally acquired
t hr ough conpl etion of secondary school education and six years of
adnmini strative experience related to property nanagenent.

A 114

Know edge - Conti nui ng St udy

The work requires the study of financial and admnistrative
regul ati ons and directives issued by the departnent and the 1 10
central agencies concerned with buildings and property.

Deci si on Maki ng

The work is perforned in accordance w th governmental instructions and
real property nmanagenent practice. Reconmendations

concerni ng some proposal s require adaptati on and nodification

of established practice. Judgement is required in determ ning
the inplications of proposals, in suggesting alternatives and

in arranging the details of agreenents. The deci sions and
recomrendat i ons affect the utilization of departmental property,
the construction program and the disposition of physical
resources of a departnent with large | and and property hol di ngs
in Qtawa and across Canada. Reconmendations are nmade to an
officer at the internediate admnistrative | evel.

B, 163

Cont act s

The work requires contact with seniors in the departnent and

in other departnents to obtain and provide infornati on, and B, 76
to obtain agreenment to alternative proposals. It also requires

contacts by letter and personal visits with officials of other

| evel s of governnent, railroads, and utilities and with | and
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Degr ee Poi nt s
surveyors and apprai sers to exchange information and to
arrange details of agreenents.
Super vi si on
The work requires the supervision of one enployee in the
adm ni strative support category. A 17
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