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1 Social Science Support

INTRODUCT ION

The classification standard for the Social Science Support Group is a point-rating plan consisting of an
introduction, definitions of the Technical Category and the occupational group, rating scales and bench-mark
position descriptions.

Point-rating is an analytical, quantitative method of determining the relative values of jobs. Point-rating plans
define characteristics or factors common to the jobs being evaluated, define degrees of each factor and allocate point
values to each degree. The total value determined for each job is the sun of the point values assigned by the raters.
All methods of job evaluation require the exercise of judgment and the orderly collection and analysis of information in
order that consistent judgments can be made. The point-rating method facilitates rational discussion and resolution of
differences in determining the relative values of jobs.

Factors

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

Four factors are used in this plan, two of which have more than one dimension and are defined in terms of two elements, and
two of which are single-element factors.

Factor Weighting and Point Distribution

The weighting assigned to each factor reflects its relative importance. Similarly, point values have been
assigned to the degrees of the factors.

Rating Plan

In the rating plan the following factors, elements, factor weights and point values are used.

Percentage

of Total Point Values
Factor Element Points Minimum Maximum
Skill and
Knowledge 40 88 400
Problem Solving 40 80 400
Scope for Initiative
and Judgment
Complexity of the
Subject Area
Responsibility
for Contacts 10 24 100
Purpose and Nature of
Contacts
Persons Contacted
Supervision 10 00 100

Nature of Supervisory
Responsibility
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Bench- mark Positions

Bench-mark position descriptions are used to exenplify degrees of factors. Each description consists of a
position profile, a list of the principal duties with the percentage of tinme devoted to each, and
specifications describing the degree of each factor to which the position is rated. The bench-mark positions
have been eval uated and the degree and point val ue 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 scales.

Use of the Standard

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

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

2. Al l ocation of the position to the category and the group is confirmed by reference to the
definitions and the descriptions of inclusions and excl usions.

3. Tentative degrees of each factor in the position being rated are determ ned by conparison wth
degree definitions in the rating scales. Uniform application of degree definitions requires frequent
reference to the descriptions of factors and the notes to raters.

4. The description of the factor in each of the bench-mark positions exenplifying the degree tentatively
established is conmpared with the duties or the description of the factor in the position being rated.
Conparisons are also nade with descriptions of the factor in bench-mark positions for the degrees above and
bel ow the one tentatively established.

5. The point values for all factors are added to determine the tentative total point rating.

6. 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.

Determi nation of Levels

The ultimate objective of job evaluation is the determnation of the relativity of jobs in each occupational group.
Jobs that fall within a designated range of point values will be regarded as equal and will be allocated to the
sanme | evel.
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CATEGORY DEFINITION

Occupational categories were repealed by the Public Service Reform Act (PSRA), effective April 1, 1993. Therefore, the
occupational category definitions have been deleted from the classification standards.
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GROUP DEFINITION

For occupational group allocation, it is recommended that you use the Occupational Group Definition Maps, which provide the
1999 group definition and their corresponding inclusion and exclusion statements. The maps explicitly link the relevant parts
of the overall 1999 occupational group definition to each classification standard.
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CLASSI FI CATI ON LEVEL PO NT BOUNDARI ES

POINTS LEVEL
Minimum Maximum
192 235 1
236 335 2
336 435 3
436 535 4
536 635 5
636 745 6
746 855 7

856 1,000 8
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SKI LL AND KNOW.EDGE

This factor is used to neasure the difficulty of the work in ternms of the requirement for know edge of a
subject area and the principles of a social science discipline, and for skill in applying that know edge in
performng the duties of the position.

Definitions

"Know edge of the subject area" refers to the requirenent for degrees of know edge in any field of
activity in which data are conpiled, studies and tests are conducted; library, nmuseumor gallery
materials are identified, catal ogued and cl assified; assistance on legal problens is provided or
legislation is edited.

"Know edge of the principles of a social science discipline" refers to the requirenent for degrees of
knowl edge of the concepts and theories of a social science discipline.

"Skill" refers to the requirenment for facility in applying a know edge of social science principles and of the
subj ect area.

Notes to Raters

Skill and knowl edge are normally acquired by formal study, continuing on-the-job training by professional
staff, in-service training including organized study sessions, and work in related and progressively nore
responsi bl e jobs.

The degrees of the Skill and Know edge factor assigned to the bench-mark positions have been established by
conparative ranking. The nine degrees of the factor are not directly related to years spent acquiring skill
and know edge, but indicate the relative and increnental skill and know edge requirenments of positions within
the occupational group:

1. The degree of know edge of the principles, practices, techniques and procedures used in the subject
area, and relating to:
- the concepts and theories of a social science discipline;
- the techniques and practices of other disciplines such as data processing, accounting and their
application within the subject area;

2. Know edge of the intent, objectives and definitions of projects, and other criteria used to govern
action to be taken;

3. Know edge of the organization, structure, devel opnent and operation of establishnments inthe
subj ect area;

4. Know edge of the reliability of information and of its sources;

5. Skill ininterpreting and devising definitions, objectives and other criteria;
6. Skill inidentifying, evaluating and adjusting inconsistencies in data;

7. Skill in anticipating and identifying devel opnents in the subject area;

8. Skill in devel opi ng good working relations and resol ving differences.

The degree tentatively selected is to be confirmed by conparing the duties of the position being rated with
the duties and specifications of the bench-mark positions that exenplify the degree.
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RATI NG SCALE - SKILL AND KNOW.EDGE
Degree of Skill and Know edge Poi nts Bench- Mark Position Description
Page
Technical Oficer 1.1
1 88 Cat al ogui ng Assi st ant 2.1
Control Officer 3.1
Econom ¢ Anal ysi s Assi stant 4.1
2 127 Information Special i st 5.1
Specialist, Oal Literature 6.1
Agricultural Statistics Oficer 7.1
Techni cal Assi stant 8.1
3 166 Statistical Oficer/Researcher 9.1
Land Titles and Research Oificer 10.1
Par a- Legal Speci ali st 11.1
4 205 Head, Operations 12.1
Head, Statistical Support Services 13.1
Head, Systems and Data Retrieval
G oup
5 244 Chi ef, Docunentation Control 14.1
Section
15.1
6 283 Chi ef, Systens and Operations,
Industrial Prices 16.1
7 322 Chief, Data Capture, Census of Canada 17.1
8 361
9 400 Assi stant Director, Census of
Mer chandi si ng 18.1
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PROBLEM SOLVI NG

This factor is used to neasure the difficulty of the work interns of the scope for initiative and judgnent,
and the conplexity of the subject area within which the duties of the position are perforned.

Definitions

"Scope for initiative and judgnent" refers to the freedomto resolve problens within the framework of
instructions or guidance.

"Cuidelines" refers to the instructions, interpretations, regulations, nethods and techni ques established to
carry out the work.

"Project" refers to a unit of work, created by the division of work within an organi zation, to which
personnel are assigned with authority and responsibility to carry out a part of the activities.

"Precedent” refers to the solution of a previous simlar problem that can be adapted or applied to the
resolution of a current problem

Notes to Raters

I'n eval uating positions under the Scope for Initiative and Judgnent elenment the availability of direction or
supervision and the degree of authority del egated by superiors are to be consi dered.

The four degrees of the Conplexity of the Subject Area elenment are illustrated by the bench-mark position
descriptions. Characteristics of the subject area, such as the following, are to be considered in determ ning
the tentative degree of this elenent:

- the variety and conplexity of the subject area, methodol ogy and/or associ ated technol ogy considering:
- the extent to which the subject area is subdivided;
- the intricacy of the relationships that exist between subdivisions;
- the extent and rapidity of the changes and devel opnents taking place;
- the extent to which dissimlar concepts, standards and processes nust be reconciled in the
creation, integration, |location and access of data;

- the difficulty of obtaining information and data, ranging fromthe selection of readily avail able
information and data, to the seeking out, identification and application of obscure sources of
informati on and dat a;

- the inpact of decisions and recommendations interns of their effect on the definition and conduct of
projects, and/or on the quality of the work perforned;

- the extent to which problens are solved by the application of practical know edge of a social
sci ence and other specialized fields.

Such characteristics contribute to the conplexity of the subject area, and the extent to which one or nore apply
is to be considered in selecting the degree of conplexity.

The degrees of the two elenments of the Problem Solving factor tentatively selected are to be confirned by
conparing the position being rated with the duties and specifications of the bench-mark positions that
exenplify those degrees tentatively sel ected.
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RATI NG SCALE -

PRCBLEM SOLVI NG

Soci al
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Scope for

Initiative and Judgnent,

and Degr ee

Conpl exi ty Sone j udgnent and A noder at e degree of A significant degree A hi gh degree of
of the initiative are judgnent and initia- of judgment and judgnent and initiative
Subj ect required to sel ect tive is required to initiative is isrequired to
Area, and and apply established identify the need to required to deter- devel op gui del i nes
Degr ee gui del i nes, nmodi fy established mne the validity of for various existing
including the guidelines to accom gui del i nes for and new proj ects.
adapt ati on of nodat e change in the exi sting projects. Substantial contribution
precedents. subj ect area, and in Reconmmendat i ons for is made to the
appl yi ng principles changes are authori - pl anni ng of naj or
to determ ne courses tative. The projects. Problens
of action. Direc- inplications of are solved within the
tion is sought if courses of action on intent of the objectives
sol utions are not other projects are of the organization.
within the intent of difficult to
proj ect objectives. det erm ne.
A B C D
80/ Page 133/ Page 186/ Page Page
Limted Techni cal Speci alist, Oal
1 O ficer 1.1 Literature 6.1
Cat al ogui ng Agricul tural
Assi st ant 2.1 Statistics
Control O ficer 3.1 Oficer 7.1
134/ 187/ 240/ 293/
Moder at e Econom ¢ Anal ysi s Techni cal
2 Assi st ant 4.1 Assi st ant 8.1
I nformation Statistical
Speci al i st 5.1 Oficer/
Resear cher 9.1
Land Titles
and Research
O ficer 10.1
Par a- Legal
Speci al i st 11.1
Head,
Qper ati ons 12.1
188/ 241/ 294/ 347/
Si gni fi cant Head, Statistical Chi ef, Systems and Chief, Data
3 Support Oper ations, Capture, Census
Servi ces 13.1 Industrial of Canada 17.1
Head, Systens Prices 16.1
Dat a
Retrieval 14.1
Chi ef,
Docunent ati on
Control 15.1
295/ 348/ 400/
Maj or Assistant Director,
4 Census of

Mer chandi si ng 18. 1
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RESPONSI BI LI TY FOR CONTACTS

This factor isused to nmeasure the difficulty and i nportance of the duties interns of the purpose and nature
of contacts and the persons contacted.

Definitions

"Federal department" and "federal service" refer to those departments and agencies named in Schedule | of the
Public Service Staff Relations Act.

Notes to Raters

Only those contacts that are an integral part of the work and that result from the duties assigned or
sanctioned by nmanagenent, and the requirenments inposed by these contacts to work and comrunicate with others
are to be considered.

If such contact warrants application of nore than one conbinati on of persons contacted and nature of
contacts, the points for each contact are to be deternined and the highest point val ue used.

Only if the duties of the position being rated include responsibility for signing letters or nenoranda are
points to be assigned for witten contacts.
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Purpose and Nature of Contacts,

and Degree

Per sons
Cont act ed, and
Degr ee

To give, obtain or
exchange

information requiring
expl anation or

di scussi on.

To el aborate and
clarify

probl ens and/ or provide
advice in order to reach
a sol ution.

To investigate and
resol ve najor issues
where differences in
opinion and interest
exi st and to negotiate
and obtain the support
and participation

of others, usually
requiring significant
expendi ture of effort
and resources.

Techni cal
Assi st ant 8.1

A B C
24/ Page | 52/ Page [81/ Page
Enpl oyees in Technical Oficer 1.1 Statistical O ficer/ Chi ef, Systens and
Federal Servi ce. Cat al ogui ng Resear cher 9.1 Oper ati ons,
Assi st ant 2.1 Head, Statistical | ndustri al
Suppor t 13.1 Prices 16.1
Head, Systens and Data Chi ef, Data Capture,
Retrieval Group 14.1 Census of Canada 17.1
43/ 71/ 100/
Control Officer 3.1 Land Titl es and IAssi st ant Director,
Persons ot her Economi ¢ Research O ficer 10.1 Census of
t han enpl oyees . S .
. Anal ysi s Par a- | egal Speci al i st 11.1 Mer chandi si ng 18. 1
i n Feder al . A .
s : Assi st ant 4.1 Head, Operations
ervice )
| nf ormati on 12.1
Speci al i st 5.1 [Chief, Docunentation
Speci alist, Cal Cont r ol 15. 1
Literature 6.1
Agri cul tural
Statistics
Oficer 7.1
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SUPERVI SI ON

This factor is used to nmeasure the continuing responsibility for the work and gui dance of other
enpl oyees.

Notes to Raters

The assignment of a position to a degree is made by conparing the duties of the position with the
characteristics described at each degree and selecting the degree that best corresponds or relates on the
whole with the duties of the position.

A position which does not have direct |ine supervisory responsibilities, but which is required to nmanage the
work of a departmental project team as an integral part of the duties may be assigned to Degree A or B
dependi ng upon the size and nature of the project.

A position which has no substantive responsibility for supervision will be awarded no points under this
factor.

Cccasional supervision and that perforned during absences of the supervisor on annual or sick | eave, is not to
be rated.
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NATURE OF SUPERVI SCRY RESPONSI BI LI TY, AND DEGREE

PO NTS

BENCHVARK POSI TI ON DESCRI PTI ON

PAGE

No supervi si on.

[eNeoNoNoNoNoNa)

o

[Techni cal O ficer

Cat al ogui ng Assi st ant

Control Officer

Econom ¢ Anal ysi s Assi st ant

I nf ormati on Speci al i st

[Techni cal Assi st ant

Land Titles and Research
Oficer

Par a- | egal Speci al i st

Uk wNE
RPRRRPR

10

Supervi ses a small group perform ng basically the
same tasks. Instructs subordinates in procedures
and t echni ques. Maintains check of work in
progress to ensure standards of quality and
quantity are maintained or to ensure conpliance
Wi th established procedures. Eval uates

per f or mance of subordi nates or discusses their

per f or mance wi th own supervisor.

=
o

Oral Literature
Statistics Oficer
O ficer/ Researcher

Speci al i st
IAgri cul tural
St ati stical

© N
[

Pl ans work on a short-term basis involving
activities or minor changes in systens or vol une.
IAssi gns works to imredi ate subordi nates and

revi ews work during performance or
Makes recommendations concerning staff and

fi nanci al requirenents, eval uates performance of
subor di nat es and provi des gui dance on

i mprovenent. Resol ves enpl oyees rel ations

probl ens covering such aspects as attendance,

| eave and conduct .

upon conpl eti on.

30

Head, Operations

Head, Statistical Support

Head, Systens and Data
Retri eval

12.1
13.1

14.1

Pl ans work operations on an intermedi ate-term
basi s considering such aspects as activity

proj ections, priorities, target dates, budget and
personnel resources. Assigns work, adjusts
wor kI oads or makes short-term allocations of

st af f between units to bal ance workloads or to
nmeet deadl i nes. Makes changes in structure,
net hods and procedures to acconmodate changes in
work patterns, priorities and staff capability.
Revi ews conpl eted work or operating reports to
ensure conpliance with established policy or the
att ai nment of other criteria, such as costs or
target dates. Devel ops and adni nisters budget
for organization(s) responsible for a single
function or for a distinct part of a program or
nmaj or function. Eval uates subordinate

supervi sors and reviews eval uations prepared by
them Ensures that established personnel
policies are carried out by subordinate

supervi sors and revi ews personnel actions
recommended by them

60

Chi ef, Docunent ati on Control
Chi ef, Systens and Operations,
Industrial Prices

15.1

16.1

Pl ans and directs the planning of work operations
over established | ong-term planning periods to
meet program or nmmjor goals. Coordinates ngjor
functions, establishes broad priorities and
di vi si on of responsibility and allocates
resources. Devel ops or approves standards
governi ng policies and procedures. Reviews
acconpl i shments of the organization in relation
to program policies, goals and objectives or to
ot her performance indicators such as budget

ari ances. Devel ops or directs devel opnent of
and adm ni sters a budget for a programor several
maj or functions. Establishes and monitors a
syst em of enpl oyee apprai sal and approves
appr ai sal s on subordi nate supervisors

100

Chi ef , Data Capture, Census of
Canada
lAssi st ant Director,

Mer chandi si ng

Census of

18.1
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BENCH- MARK POSI TI ON DESCRI PTI ON | NDEX

BENCH- MARK
LEVEL PCSI TI ON NO.
1 1
1 2
1 3
2 4
2 5
2 6
2 7
3 8
3 9
3 10
3 11
4 12
5 13
5 14
5 15
6 16
7 17
8 18

DESCRI PTI VE TI TLE

Technical O ficer

Cat al ogui ng Assi st ant

Control Oficer

Econom ¢ Anal ysis Assi stant

I nformation Speci al i st

Specialist, OGal Literature

Agricultural Statistics Oficer

Techni cal Assi st ant

Statistical Oficer/Researcher

Land Titles and Research O ficer

Par a- Legal Speci al i st

Head, Operations

Head, Statistical Support Services

Head, Systenms and Data Retrieval

Chi ef , Docunentati on Control

Chi ef, Systems and Operations, Industrial
Prices

Chi ef, Data Capture, Census of Canada

Assistant Director, Census of
Mer chandi si ng

PAGE

1.1

11.1

12.1

13.1

14.1

15.1

16.1
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FACTOR SPECI FI CATI ON DEGREE - PO NTS

.M SKILL AND PROBLEM RESPONSI BI LI TY TOTAL
NO. DESCRI PTI VE TI TLE PAGE KNOALEDGE SOLVING  FOR CONTACTS  gypervi sloN POINTS | EvEl
1 Technical Officer 1.1 1-88 Al- 80 Al -24 - 192 1
2 Catal ogui ng Assistant 2.1 1-88 Al - 80 Al -24 - 192
3 Control Oficer 3.1 1-88 Al - 80 A2-43 - 211
4 Economic Analysis
Assi stant 4.1 2-127  A2-134 A2-43 - 304 2
5 Infornmation Specialist 5.1 2-127 A2-134 A2- 43 - 304 2
6 Specialist, COal
Literature 6.1 2-127 81-133 A2-43 A-10 313 2
7 Agricultural Statistics
Officer 7.1 2-127 B1- 133 A2-43 A-10 313 2
8 Technical Assistant 8.1 3-166 B2-187 A2- 43 - 396 3
9 Statistical Oficer/
Resear cher 9.1 3-166 B2- 187 B1-52 A-10 415 3
10 Land Titles and Research
Officer 10. 1 3-166 B2- 187 B2- 71 - 424 3
11 Para-Legal Specialist 11.1 3-166 82-187 B2- 71 - 424 3
12 Head, Operations 12.1 4- 205 82-187 B2-71 B- 30 493
13 Head, Statistical Support
Services 13.1 5-244 B3- 241 81-52 B- 30 567 5
14 Head, Systens and Data
Retri eval 14.1 5-244 133-241 B1-52 B- 30 567 5
15 Chief, Docunentation
Contr ol 15.1 5-244 B3- 241 132-71 C 60 616 5
16 Chief, Systenms and
Operations, Industrial
Prices
16. 1 6- 283 C3-294 a-s1 C-60 718 6
17 Chief, Data Capture, Census
of Canada 17.1 7-322 D3- 347 cl-81 D- 100 850 7
18 Assistant Director, Census
of Merchandi sing 18.1 9- 400 D4- 400 C2-100 D100

1,000 8

Sci ence Support
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BENCH- VARK POSI TI ON DESCRI PTI ON

Bench-mark Position Nunber: 1 Level : 1

Descriptive Title: Technical Oficer, Poi nt Rating: 192
Fi nanci al Fl ows

Position Profile

The work involves providing technical support to econom sts engaged in the production of prelimnary rel ease
data, a quarterly publication and special requests for information on capital flows. Data is conpiled and
reconciled in the production of statistical tables. The work requires the mani pul ati on of data by use of

sof tware packages to neet specific requirenents.

Duti es % of Tine

Conpil es statistical and econonmic data in aggregate formon financing instruments (equity, 50
bonds, notes, etc.) issued and held by the various sectors of the Canadi an econony to

provi de informati on used by econonmists in analyzing the flow of capital and its inpact

upon the econony by:

- obtaining data on financial transactions, capital formation and savings from survey
questionnaires and other sources such as the Bank of Canada, other government
departments and divisions within the departnent;

- adj usting data obtained to conformto the definitions used in the Financial Flows
Account s;

- identifying unusual or irregular figures in the data, checking supplenentary or
related data to verify the occurrence and reporting these to the Econom sts;

- verifying the accuracy of data and obtaining explanations or supplenentary
information;

- nmeki ng adj ustments and cal cul ations to resol ve data inconsistencies; and

- preparing sunmari es and expl anatory notes on the results.

Produces statistical tables outlining financial instrunments issued and held by sectors 35
and sub-sectors of the econony for inclusion in the quarterly publication "Financial Flow
Accounts", two quarterly advance rel eases, annual reviews and occasional publications by:

- obtaining financial data froma variety of internal and external sources;

- updating and revising the nain database either on-line or by batch processing;

- executing conmputer programs to produce the various groups of tables and review ng
the results;

- nodi fying the contents and/or |ayout of the tables follow ng comments and requests
made by the Economists or users; and

- liaising with service areas to arrange the final |ayout, presentation and printing
of tables.

Assists the professional staff of the section in performng data quality checks and in 10
the analysis of financial market trends by:

- mai nt ai ning and updating a financial information data base;

- assessi ng and obtaining data from ot her information databases (CANSIM;

- mani pul ati ng data using statistical packages to generate additional tables and
charts or cal cul ate supplenentary neasures (ratios, rates of change, linear
regressions, etc.); and

- reconciling data fromdifferent sources to deternine deficiencies in the coverage
and scope of existing series.



Soci al Sci ence Support
B.MP.D. No. 1 1.21

Performs other duties, such as carrying out historical revisions of data, conducting
prelimnary testing of data for special projects, extracting subject matter information
fromperiodicals and news information, and editing and review ng studies, tables and
reports.

Specifications

Skill and Know edge

Know edge is required of the inter-relationships between the real and financial aspects

of the economy, between financial categories and a variety of sectors of the econony.

The work requires know edge of the structure and operation of Canadian financial institutions
and of the basic accounting practices of nmajor industry groups; it requires know

| edge of economic activities that give rise to capital noverments and of the sources and

met hods of collecting and recording such data. Know edge is required of the statistical

and econom ¢ concepts of the Canadi an System of National Accounts and of the role of

financial flows data therein.

Know edge is required of departnental utility and statistical packages, such as TSO, and
of the programm ng and coding requirenments of associated systens, such as JCL and SAS
gr aph.

Skill isrequired in analyzing and converting source data to neet the statistical concepts
of financial flows data, in reconciling information fromdifferent sources; and in using
m cro-conputers and data termnals to access, organize and present financial flows data
in easy-to-use fornat.

This skill and knowl edge is normal |y acquired by post-secondary education in statistics,
accounting and conputer applications.

Probl em Sol vi ng

Initiative and Judgenent are required in conpiling financial data in aggregate form from
i ndi vidual survey returns and other sources, where the reporting procedures, statistical
concepts and accounting practices used do not conformto the concepts and definitions
used in the Financial Flows Accounts. The work requires the identification of probable
sources of error, or data irregularities, researching related data and maki ng the
necessary corrections or adjustnents. Surveys conformto an established pattern, and

met hods and procedures are adapted to neet specific requirenents. Directions concerning
the area to be reviewed, nethods of collection, analysis and presentation are defined by
professional officers. Results are referred with comrents to the officer in charge of
producti on.

The variety and conplexity of the area is limted as the main task isto collect
financial data fromwell-defined sources, and to review and present such data using
procedures and net hodol ogy that are well established because of the recurring nature of
the work. Decisions relating to changes in conpilation of the data or problens
associated with data quality are normally reviewed by the supervisor or professional
of ficers.

%f Tine

Degr ee/
Poi nt s

1/ 88

A/ 80



Soci al Sci ence Support
22.3 B.MP.D. No. 1

Degr ee/
Poi nt s

Responsi bility for Contacts A | 24

The work requires tel ephone contacts with officials of other federal departnents and
agenci es to obtain supplenentary data or expl anations of reported information.

Super vi si on

The work may require explaining techniques and procedures to support staff.
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LI NEAR ORGANI ZATI ON CHART

FI NANCI AL FLOWS

Chi ef, Financial Flows Section ES-6
-Head, Current Analysis ES-5
-Research Officer ES-3

-Juni or Research O ficers (2) ES- 2

- Head, Production Unit SI-3
-Technical Oficer Sl-1
-Statistics Clerk (2) CR-3

-Head, Data Devel opnent ES-5
-Research Officer ES-3

-Statistics Cerk CR-3
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BENCH- MVARK PGSI TI ON DESCRI PTI ON

Bench- Mark Position Number: 2 Level : 1

Descriptive Title: Catal oguing Assistant Point Rating: 192

Position Profile

The work is operational in nature and is performed under the general instructions of the librarian responsible
for the cataloguing function. It includes extracting and analysing information to classify and catal ogue a
range of selected library materials and providing technical support inthe field of economcs.

Duti es % of Tine

Cat al ogues sel ected library publications such as books, panphlets, and other library 20
materials inthe field of economi cs in accordance with catal oguing principles and
procedures to provide a source of information for users of the library by:

- by exanmining the itemto determ ne such information as its precise nature, the
aut hor, publisher, date of publication and edition;

- by determining the appropriate formof catalogue entry and the cross-references
prescri bed by catal oguing rules and the extent of additional descriptive detail
required;

- by searching in reference sources for missing information;

- by originating catal ogue cards showi ng the author, title, publisher, date of
publication and edition and details such as bibliographies, maps and illustrations;
and

- by recording details such as formof catal ogue entry sel ected, reference sources
where information was obtai ned and cross-references made, for the information of
future searchers.

Cl assifies and assigns subject code designations to selected books and other library 20
material in the field of econonmics, to deternmne its location on the shelves in relation
to other library itens and to facilitate retrieval by:

- exam ning the table of contents, introduction and sumrary of the item selecting and
readi ng passages of the text; and selecting and obtaining additional infornmation
fromreference sources; determ ning the main subject and other characteristics that
are of interest to library users;

- conparing the theme and content of the itemw th the sub-division descriptions
within the library classification system and

- assi gni ng the subj ect code designation indicated by the classification systemto the
item

Sel ects and devi ses subj ect headi ngs, explanatory summaries and cross-references for 55
library items for the catal ogue, including articles from professional journals not

al ready indexed, consistent with the intent of the library systemand considering the

interests of library by:

- examining the material to determine the treatnent given the subject, the problens
approached and the thenes devel oped and ot her characteristics;

- selecting fromthe Library of Congress Subject Heading Lists, or other simlar
subj ect listings, headings suitable for bringing problens and thenes treated in the
itemto the attention of the library users;
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% of Tinme

- varyi ng headi ngs of the Subject Heading List or devising specialized headi ngs
conpatible with the headi ngs already used in the catal ogue;
- conposi ng expl anatory sunmmaries of the content of the library item and
- preparing catal ogue records describing the itemunder the subject headings sel ected
and devi sed.

Perfornms other duties such as drawing to the attention of library users available or 5
new y acquired material in which they may be interested.

Degree/
Speci fications Points
Skill and Know edge 1/ 88
The work requires a know edge of the terminology, elenentary characteristics and
conceptual organi zation of theoretical econom cs; of inportant authors, and of conceptual
distinctions inplicit inthe Library of Congress and other classification systens for
this subject. It requires famliarity with those areas of economics with which library
users are concerned. It requires a practical know edge of the techniques and practices
of catal oguing and classifying library naterial and of reference sources in the economcs
area within and outside the library, and of the relationship of catal oguing services to
public service needs.
Skill is required in examining information material for content, in determning the
treatment given to the subject, the problens approached and the thenmes devel oped in the
material and in sumarizing this information for use on catal ogue records. This skill
and know edge is nornally acquired through post-secondary school study in econonics, sone
private study under departnental guidance in the area of econonics associated with the
departnental responsibilities and some library experience directly related to the work.
Probl em Sol vi ng Al [/ 80
The work requires examning witten material in the field of econonics, deternining the
treatnment of the subject and the approaches used to problenms and the thenes devel oped,
and anal yzing and sunmarizing this information. It also requires identifying the subject
sub-division within the library classification systemfromthe analysis of the material
exami ned and allocating material to its correct place in the system by assignment of a
subj ect code designation. The classification systemand the subject heading list form
precedents. Further guidance and advice on library principles and techniques is
available fromthe librarian. The work is reviewed to ensure confornity with these
principles. Problens in determ ning suitable classification and subject headings are
di scussed with subject-area specialists in the departnent.
The work requires consideration of a wide area in theoretical economcs and its
relationship to the conceptual breakdown of the subject classification system
Responsibility for Contacts A /| 24

The work requires contacts with departnental staff and librarians and library assistants
to obtain information.
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Degr ee/
Points

Supervi si on

The work require denonstrating to junior support staff library techniques and the
resources of the library collection.
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B.MP.D. No. 27

LI NEAR ORGANI ZATI ON CHART

LI BRARY SERVI CES

Director, Library Services

- Chi ef,

- Head,

- Head,

Techni cal Services

Acqui sitions Unit

Cat al ogui ng Uni t

- Cat al oguer

- Cat al ogui ng Assi st ant

- Chi ef,

- Cat al ogui ng derk

Ref erence Services

LS-4

LS-3

LS-2

LS-2

LS-1

Sl-1

CR-4

LS-3
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BENCH- MARK POSI TI ON DESCRI PTI ON

Bench- mark Position Nunmber: 3 Level: 1

Descriptive Title: Control Oficer Poi nt Rating: 211

Position Profile

This work is operational in nature and is performed under the general instruction of an archivist on

col l ections of archival records in some neasure of order. It includes preparation of finding aids

el imnating non-essential material, providing a reference service, and review ng, according to established
schedul es, the physical state of itens within the collections

Duti es % of Tine

Organi zes and prepares detail ed i ndexes and finding aids to nake coll ections of archival 40
records accessible to staff and researchers, by:

- ascertaining the original systemof organization through an examnination of the
original indexes, related records and the physical order of the collection

- deciding if the original organization is usable and if not, by reorganizing it
according to established systens;

- determning if ancillary information pertaining to the records in question is correct
and usabl e, and cross-referencing as necessary

- identifying the content of individual itenms by applying rules of internal evidence
and follow ng basic research procedures

- mat chi ng documents to ascertain precisely the contents of a collection; and

- determining if a relationship exists between the collection in hand and ot her
coll ections within the divisional holdings

Sel ects itens for preservation or destruction by: 20

- screeni ng het erogeneous accessions of records and, using established criteria
separating historically valuable itens fromthose of no historical value

- recomrendi ng destruction of those records having no historical value; and

- witing brief introductory reports comrenting on the general contents and condition
of collections and on inportant itenms within the collections

I npl enents and mai ntai ns systens for the storage and conservation of collections and 25
provi des information on storage nethods by:

- exam ni ng each assigned collection to determine the type of storage material required
(e.g., acid-free files, envel opes, boxes, etc.) and the volune of storage space
necessary;

- noni toring the usage of storage space to identify the anount of space avail able for
new col | ecti ons

- providing information to other departnents, provincial archives, and private
institutions on what storage materials are avail able, source of supply, or how
particul ar storage problens are handled in the Division

- applying stated criteria for detecting damage or deterioration in archival itemns;

- separating those itens falling within the criteria; and

- recomrendi ng conservation treatment in consultation with the Chief Archivist
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Provides reference service in response to verbal and witten requests fromresearchers,
publ i shers, government officials, television and film producers, private institutions and
the general public by:

- ascertaining the needs of the researcher and clarifying the request;

- searching for, |ocating, accurulating and showi ng the requested itens; and

- making a final selection of items, preparing descriptive nmenoranda when necessary,
providing verbal replies, or drafting witten replies.

Performs other duties such as preparing statistical and progress reports and assisting in
training of Divisional staff.

Specifications

Skill and Know edge

The work requires a general know edge of the history of Canada and of general archival
techni ques and practices; specialized know edge of the techniques for the archival orga
ni zati on of paper and/or non-paper records, know edge of the general criteria governing
the selection of records for their historical value and archival retention, know edge of
the past, current and potential uses of these records.

Skill is required in assessing collection arrangenments, the location and content of
descriptive information, and the physical aspects of archival records. Skill is also
required in recognizing the subject content, nature and historical value of itens and in
identifying the needs and interests of researchers. Further skill is required in guiding
others in performng simlar organizational and indexing tasks, on other collections.
Some writing skill is required in the preparation of evaluation reports and general
introductions to collection content.

The skill and know edge is nornmally acquired by conpl eti on of post-secondary school
studi es in Canadian history, experience in archival or research units, in-service and
on-the-job training in archival principles and techni ques and some experience in
organi zi ng and i ndexi ng.

Probl em Sol vi ng

Probl ens are solved within the franework of established guidelines of the Section and the
usual practice of the Division.

Organi zation, indexing and finding aid preparation is done by follow ng established
guidelines and the original state of each particular collection. Initiative and
Judgenent is required in facilitating access to the collections by staff and researchers.

The conplexity of the subject area requires the identification of the relationship of a
particular itemto an occurrence, place, personality, or thing, and to the collection and
subject field as a whole and by conparing the material to simlar itens already

eval uated in other collections.

Ref erence work invol ves deternination of researcher's requirenents and of the existence
and rel evance of particular docunents or information to those requirenents.

% of Tinme

10

Degr ee/
Poi nt s

1/ 88

A/ 80



Social Science Support
30.3 B.M.P.D. No. 3

Degree/
Points

Responsibility for Contacts A2 / 43

Contacts are made with departmental professional and support employees and members of the
general public to explain the organizing, indexing, and finding aids of collections and
to give and receive administrative information. Periodic contacts with researchers, the
general public and private donors are to discuss and provide information about known
sources, references and various finding aids.

Supervision

The work requires demonstrating tasks to other employees and occasionally overseeing
clerical operational staff working on individual projects.
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LI NEAR ORGANI ZATI ON CHART

DOCUMENTATI ON AND CONTROL

Di vi sion Director

- Chi ef Archivi st

- Seni or Archivi st

- Archi vi st

- Archival Assistant

-Control Oficer

-Archival derk

- O erk/ Receptioni st

SM

HR-3

HR- 2

SI-2

Sl-1

CR-4



Social Science Support
4.32 B.M_.P.D. No. 4

BENCH-MARK POSITION DESCRIPTION

Bench-mark Position Number: 4 Level: 2

Descriptive Title: Economic Analysis Assistant Point Rating: 304

Position Profile

The work is operational in nature; it includes the collection of biological and physical data, and the
analysis of agricultural production information which contributes to the development of agricultural policy and
setting of research priorities.

Duties % of Time
Prepares technical, economic, biological and physical data for use in papers and reports 60
relating to agricultural production models, farm production economics and agricultural

policy by:

- reviewing market summaries, industrial publications, professional journals and
technical literature in order to identify information such as machinery prices, and
crop and livestock statistics;

- contacting industrial equipment and retail outlets and provincial agricultural
engineers and agricultural representatives to obtain price information and technical
specifications;

- contacting provincial agricultural extension staff and farmers to obtain biological,
physical and economic data such as time and motion studies of farm activities, hay
cutting, drying and harvesting times, weather data and quantity and quality of crop
harvested; and

- selecting appropriate scales and preparing the data in a graphical form suitable for
publication.

Conducts computer analyses of agricultural production data to provide information for 20

calculating agricultural cost of production, developing and evaluating agricultural

policy, evaluating research priorities and for publications by:

- writing, coding and entering computer programs and data of mathematical models for
both economic analysis and simulation into remote and local computers;

- writing and maintaining a Users Manual which incorporates changes in operating
procedures as required;

- maintaining and manipulating disc and tape files on local and remote computers in
order to obtain listings of computer job outputs and programs on Ffile;

- initiating computer job execution on local and remote computers via terminal in both
interactive and batch modes;

- checking computer programs for logic, accuracy and efficiency and correcting both
syntax and logical errors in order to ensure the validity of published results; and

- verifying that computer programs perform the required functions and where necessary
taking appropriate corrective action to modify the programs accordingly.

Provides consulting services and instructions on the use of local and remote computers to 15
station professional and support staff by:
- operating the computer including preparing and maintaining all required documentation
including user manuals and, changing the operating system as required to incorporate
the latest technological developments;
- contacting suppliers to arrange maintenance of manufacturer supplied computer
hardware and software;
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% of Time

- operating station computer reservation and borrowing systems and distributing
magnetic discs for data storage to station users;

- liaising with the on-Station statistician or regional statistician, Statistical
Research Service, Data Processing Division, and computer service organizations to
help station users solve their EDP problems; and

- installing and maintaining manufacturer supplied software.

Performs other duties such as serving on the Station Computer Liaison Comittee, ordering 5
computer supplies and maintaining office files.

Degree/
Specifications Points

Skill and Knowledge 2/ 127

The work requires knowledge of agricultural production in order to locate and assess the
suitability of data to be used as economic, biological, physical and technical input to
systems; computer operation and programming and mathematical modeling of agricultural
production systems. Skill is required in selecting and evaluating data and presenting it
in an appropriate graphical fashion. Skill is required in instructing personnel in the
operation of computer equipment, and the provision of a consultative service to the

employees of the Research Station. Skill and knowledge are normally acquired through
post-secondary school study in agribusiness, computer programming and statistics,
on-the-job training and experience directly related to the work.

Problem Solving A2 / 134

The work requires selecting and evaluating data for use in developing mathematical models

and modification of software as required to permit evaluation of the agricultural production
systems. Data evaluation includes consideration of the characteristics and
interrelationship of agricultural production systems involving the use of readily
available production data and reconciling these with experimental data gathered from

research studies and projects. The work also requires evaluation of computer hardware
and software needs for computer users at the Research Station.

Responsibility for Contacts A2 / 43

Regular contacts are made with provincial agricultural engineers and representatives to

discuss and obtain technical specifications, and with farmers to obtain biological,
physical and economic data.

Supervision

There is an occasional requirement to show other employees how to use station computing
facilities.
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LINEAR ORGANIZATION CHART
ECONOMIC ANALYSIS ASSISTANT

Director EX-2
-Section Head, Forage/Livestock SE-RES-2
-Economist ES-4

-Economic Analysis Assistant S1-2
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BENCH- MARK POSI TI ON DESCRI PTI ON

Bench- Mark Position Nunber: 5 Level : 2

Descriptive Title: Information Speciali st Point Rating: 304

Position Profile

The work is operational and advisory in nature. The operational elenment includes conducting specialized .
conput er searches using know edge of data bases, information technology, and the subject field. The advisory
el enent includes acting as a technical expert in the subject field, and assisting in the devel opment of
conputerized information systens.

Duti es % of Tine

Provides a library infornmation awareness service inthe field of transportation to neet 40
the needs of clients involved in policy, planning and research prograns, by:

- identifying activities which nmight require the support of a current awareness
service, i.e., new prograns, project or policy comittees, etc.;

- advi sing programdirectors, policy advisors and other potential clients, of the
avail ability and content of internal and external information services;

- scanni ng professional journals, technical reports and publications, or by visiting
other resource centres to identify devel opnents in the field, or to |ocate other
potential sources of information;

- devel opi ng subj ect profiles for clients and periodically reviewi ng and updating
t hem

- reviewing the content of new data bases and assessing their suitability and use for
the subject field and recomending their acquisition;

- attending library nanagenent neetings to present a technical view point on various
proposal s;

- drafting and nonitoring the application of procedures for the distribution of
subject profiles to clients by support staff.

Provi des an infornmation research service in the field of transportation planning and 50
engi neering using both conputerized and nanual infornation retrieval nethodol ogi es, by:

- clarifying the precise nature, scope and extent of the information required by a
particul ar reference request;

- consulting with the reference librarian on requests which cover nore than the
subject field and determining the treatnent;

- structuring search strategies; applying a variety of controlled vocabul ari es;
anal yzing and evaluating the results of searches; nodifying the searches as
required;

- anal yzing the information available and selecting itens to be retrieved fromthe
collection, or to be borrowed from other sources;

- evaluating the identified material for content and selecting the material relevant
to the request;

- drafting replies to requests for technical information.

Perfornms other duties such as: 10

- training or providing advice to clerical staff;
- representing the library on departnental conmittees;
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- providing input into systens design and standards
- presenting and expl ai ni ng proposal s and recomendations to |ibrary managenent

Speci fications

Skill and Know edge

The work requires a broad know edge of the transportation field, with particul ar enphasis
on transportation planning and nanagenent. It requires a know edge of devel opnments in
the subject area and of the terninology used to characterize the |atest concepts in the

main and related disciplines. It requires a thorough know edge of the information
sources and conputer-based retrieval systens that are available, the principles upon
which they are structured, and the various systens used to access the contents. A

know edge of the infornation resources of other libraries, resource and docunentation
centres is required. The work al so requires a know edge of departmental prograns,

obj ectives. and goals, particularly in relation to the information support that is
required for policy analysis and decision-making. The work requires skill in
anticipating the changes and devel opnents in the docunmentation of the subject area, in
anal yzing and interpreting requirenments for information, in formulating searches on
conput er-based retrieval systens and in applying a variety of systens for vocabul ary
control. The work also requires skill in bibliographic research using a variety of
sources and nedia and in anal yzing, evaluating and docunenting the information collected

This know edge is nornally acquired by post-secondary education in conputer
science/library technol ogy and several years of experience in the subject field.

Pr obl em Sol vi ng

Initiative and judgenent are required in analyzing specific informati on needs and
constructing search strategies to locate the required information. Sone searches require
the adaptation or the nodification of search patterns or processes to |ocate obscure
informati on. The conplexity of the subject area requires the consideration of such
aspects as the location, extraction and evaluation of the data contained in various data
bases; the overlap of data between data bases; the changing termnology within the

subject field; evolving data base structures; the cost; and the urgency of requests

Cont act s

The work requires contacts w th senior programand research officers in the department to

di scuss and clarify requirenments for information. Cients of the information retrieva
service al so include economists, statisticians, planners or engineers fromother federa
departnments or other |levels of governnent, representatives fromprivate sector agencies
uni versity professors, consultants, students or nenbers of the general public

Super vi si on

There is no direct supervision involved in this position; there is an occasi onal
requirenent to train other staff members

% of Tine

Degr ee/
Poi nt's

2/ 127

A2 | 134

A2 | 43



LI NEAR ORGANI ZATI ON CHART

LI BRARY SERVI CES

Director, Library Services

- Chi ef, Technical Services

- Head, Catal oguing Unit

-Head, Acquisitions Unit

-Chief, Information Services

-Reference Librarian

-Library Technician

-Information Speciali st

-Head, Circulation Unit

-Circulation derk

-Circulation derk

Soci al

LS-2

LS-2

Sl-1

CR-3

CR-3

Sci ence Support
B.MP.D. No. 5



Social Science Support
6.38 B.M.P.D. No. 6

BENCH-MARK POSITION DESCRIPTION
Bench-mark Position Number: 6 Level: 2

Descriptive Title: Specialist, Oral Literature Point Rating: 313

Position Profile

The work is analytical in nature and involves research and study of lyrics from archival records. It also
involves identifying folk songs with specific catalogue/classification systems. There is a need to edit volumes
of texts in Oral Literature to conform with established criteria.

Duties % of Time

Classifies lyrics of English and French folk songs, folk tales and legends in order to 55

provide a source of information for users of Centre"s archives, by:

- analyzing the theme and content of the song, tale, legend, etc.;

- determining the appropriate form of catalogue entry;

- researching published and unpublished sources for additional or missing information;

- designing or modifying an appropriate classification system;

- preparing details such as form of catalogue entry selected, reference sources,
cross-references, etc. for the information of future users;

- composing summaries of the content of collections classified; and

- reporting to the Curator difficulties encountered in the application of selection
criteria or classification systems.

Provides a reference service for students, researchers and the general public to assist 10
them in locating and using material in the Centre”s collections, by:

- determining the interests and needs of the enquirer;

- searching through classified and unclassified material to locate items;

- answering questions on the operation of the Centre"s programs; and

- preparing summaries, reports, etc. in response to requests.

Verifies the quality and completeness of transcriptions of French and English oral 10
literature prepared by temporary staff, by:

- prioritizing work to be undertaken;

- explaining standards to be met and procedures to be followed;

- demonstrating the use of archival references, guides and indexes available; and

- correcting and reviewing work completed.

Edits volumes of texts in Oral Literature to ensure conformity with established criteria, 20
by:
- selecting and arranging material and information related to the subject;
- writing introductions, explanations, comments and interpretations;
- comparing the information gathered and prepared against requirements, similar texts
and other information; and
- recommending changes and additions to improve content and clarity.

Performs other duties, such as training other employees, recommending acquisition of new 5
material, reporting inadequacies in retrieval and storage systems, etc.
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Specifications

Skill and Knowledge

The work requires a knowledge of Canadian folk culture, its history, evolution and
theories, and of the ways in which this culture is expressed in folk songs, stories,
legends, and other types of oral literature. It also requires a knowledge of electronic
and manual record keeping principles, procedures and practices and of the international
classification systems used to classify the various types of oral literature. Skill is
required in quickly and accurately assessing the contents and historical significance of
oral literature, identifying the needs and interests of researchers and in devising
storage and retrieval systems to meet these needs. This skill and knowledge is usually

acquired by post-secondary school studies in Canadian history and several years experience

in a related subject field.

Problem Solving

The work requires determining and appraising the contents of oral literature against
established selection criteria and classifying contents in accordance with national and
international classification systems. It also requires determining the individual needs
of researchers, searching for, locating and identifying factual material and evaluating

the relevance of the material to requirements. Judgement is required in determining the
need for modification or adaptation of classification systems to suit specific needs,

within the general framework of the Centre"s programs.

Responsibility for Contacts

Daily contact is necessary with the Centre®s staff, researchers and support staff.
Frequent contact is also required with the staff of other divisions and other government
departments, various public and private agencies, other folk culture specialists and
students, and the general public in order to discuss and identify their needs and
interests and provide the appropriate information.

Supervision

The position is required to supervise students undergoing training in the Centre's
archives and temporary staff engaged for specific oral transcription projects.

Degree/
Points

2/ 127

81 / 133

A2 / 43

A/ 1C



LINEAR ORGANIZATION CHART

SPECIALIST ORAL LITERATURE

Chief, Canadian Center for Folk Culture Studies

-Specialist, Oral Literature

-Transcription Clerks (2 Terms PYs)

Social Science Support

HR-4

SI1-2

CR-3

B.M.P.D. No.

6



Social Science Support
7.41 B.M.P.D. No. 7

BENCH-MARK POSITION DESCRIPTION

Bench-mark Position Number: 7 Level: 2

Descriptive Title: Agricultural Statistics Officer Point Rating: 313
Horticultural Crops

Position Profile

The work is primarily operational in nature; it involves directing and co-ordinating the collection, processing and
publication of horticulture and food statistics. There is some responsibility for the technical certification of data
quality prior to release. The work also involves assessing and undertaking automation and data integration through
the use of micro-computers. Data are collected throughout the year from provincial and federal departments as well as
from producer/processor surveys.

Duties % of Time

Co-ordinates and participates in the planning, implementation and maintenance of programs 40
involving the collection, analysis and publication of horticulture and food statistics by:

- assessing the capabilities of respondents to provide consistent and valid data;

- revising and/or designing new questionnaires and making recommendations to the Unit

Head;
- reviewing data elements in relation to user requirements and recommending changes,

additions, or deletions;
- suggesting and implementing new procedures designed to increase response rates (i.e.

questionnaire re-design);
- implementing appropriate changes to the processing activities (i.e. editing, coding,

data capture, tabulating and publishing);
- liaising with service areas to ensure the scheduling of various activities is carried
out in a timely and efficient manner;
- determining the potential of automation and data integration in using micro-computers;
- advising on the sample to be used for surveys and ensuring that it is representative
of the industry;
- reviewing and approving respondents lists; and
- recommending changes to the content of publications (i.e. deletion, expansion and/or
addition of tables).

Analyzes and reviews past and present data in order to improve and expand the series and 20
participates in the development of definitions related to the measurement and estimate
of data by:

- appraising source data to determine limitations in its use due to deficiencies in
coverage and methods of compilation;

- reviewing weighting factors and recommending changes;

- studying data prepared by other areas to determine its suitability for food and
horticultural statistics, and devising and recommending methods by which it can be
employed;

- devising methods to be applied in making estimates designed to improve inadequate
data and/or to correct inconsistencies in data; and

- revising historical estimates to achieve compatibility with data obtained from the
quinquennial Census of Agriculture.



Soci al Sci ence Support

B.MP.D. No. 7 7.42
% of Tine

Mai nt ai ns conmuni cations with officials at all levels within the departnent, of other 20
federal departnments and of provincial governnent departnents, and with executives of
trade associations and private industry to facilitate the collection and di ssem nati on of
reliable information by:
- responding to requests for data and information on survey procedures
- advi sing users on the significance of the statistics generated in the Unit;
- conducting correspondence with respondents to determine their capabilities to supply

information and to explain surveys
- liaising with users to discuss developing areas and to gain their co-operation in

future surveys;
- nmoni toring research findings and studying publications and journals to keep inforned

of industry devel opnents; and
- attendi ng conferences, senminars and neetings to explain the units prograns.
Supervi ses support staff engaged in the editing and conpilation of data by: 15
- preparing and naintaining instructions for subordinate staff
- ensuring that the work is performed in accordance with established quality standards

and
- scheduling work flow to ensure effective utilization of staff
Perforns other duties such as preparing special reports, witing procedures, etc. 5

Degr ee/

Specifications Points
Skill and Know edge 2/ 127

The work requires a know edge of the structure, organization and devel opment of the
horticultural and food industries in Canada, as well as a know edge of the adm nistration
marketing and other trade practices in use in different regions of the country. Know edge
is required of the theory and techni ques of conducting census type and sanpl e surveys in

the Agricultural sector, as well as of the nmethods and procedures used to obtain, adjust,
present and evaluate data on horticultural crop production and stocks. Know edge is
required of electronic data processing techniques involved in the capture, nanipulation

and retrieval of large volunes of data, as well as of the capabilities and limtations of

m cro-conputer processing in a statistical environment

Skill is required in applying definitional and classification systens and in data

collection and evaluation, in order to ensure that results reflect actual industry conditions and
to recommend changes and inprovenents in procedures. Devel opnents in the

subj ect area, the requirements of users and technical and human resource constraints nust

all be assessed when devising and initiating new or revised collection prograns. Skil

is also required in conpiling survey and suppl enentary data required by users; and in
identifying and using various nicro-conputer software packages

This skill and know edge is normally acquired by post-secondary school study in
statistics, econonics and business administration, on-the-job training and experience
directly related to the work.



Soci al

Probl em Sol vi ng

Initiative and Judgenment are required in evaluating the data which is variable due to the
scope and diversity of the horticultural and food industries in Canada, and the variety
of conditions under which it is collected (surveys, censuses, admnistrative records,
etc); in identifying inconsistencies in current and historical series; and in determnning
the need for changes to specifications, definitions and processing procedures.

There is a requirenent to identify and undertake the evaluation of new sources of
information, and to devel op and i npl enent changes and i nprovenents in the collection and
processi ng of data. The anal ysis and eval uation of data involve consideration of changes
and interactions within the subject area.

The subject area is well defined and change normally occurs gradually over a period of
time. Marketing and distribution practices vary fromprovince to province, but the
under | yi ng nmet hods and concepts are consistent. Problenms are solved within the context
of the Section's overall program which is well-established because of its recurring
nat ure.

Responsibility for Contacts

The work requires contact with officials of federal and provincial departnments and

agenci es, and trade producer associations, to identify their statistical requirenents and
to explain the uses and Iimtations of data. Contact is also required with representatives
of the horticultural sector to explain survey requirenents, identify their

capabilities to supply data and arrange satisfactory collection procedures.

Supervi si on

There is a requirement to supervise up to six clerical staff performing simlar tasks by
instructing in work procedures and techni ques, checking work in progress and review ng
overal | standards of quality.

Sci ence Support
B.MP.D. No. 7

Degr ee/
Poi nt s

Bl / 133

A2 | 43

Al 10



Soci al Sci ence Support
B.MP.D. No. 7

LI NEAR ORGANI ZATI ON CHART

AGRI CULTURE DI VI SI ON

Director, Agriculture Division EX- 2
-Chief, Crops Section ES-6
-Head, Gain Marketing Unit ES- 4
-5 positions (CR-3 to ES-3)
-Head, Crop Reporting Unit ES- 4
-6 positions (CR-3 to ES-3)
-Head, Horticultural Crop Unit ES-5
- Anal yst ES-3
- Research Assi st ant Sl-2
-Juni or Anal yst ES- 2
-Agricultural Statistics Oficer Sl-2
-Senior Cerk CR-4
-Editing Cerks (5) CR-3




Social Science Support
45.1 B.M.P.D. No. 8

BENCH-MARK POSITION DESCRIPTION
Bench-mark Position Number: 8 Level: 3

Descriptive Title: Technical Assistant Point Rating: 396
Social and Economic Studies

Position Profile

The work consists in providing technical support to Research Economists engaged in quantitative analysis of
social and economic data. It involves location, collection, manipulation and presentation of data using micro-
computers, in order to obtain data banks suitable for analysis.

Duties % of Time

Locates, collects and evaluates, as assigned by a Research Economist, social and 60
demographic data from various sources within and external to the department by:

- determining the most appropriate method of obtaining the data, assessing the

technical difficulties of such a method, and developing data collection and
extraction procedures;

- liaising with professional and technical staff to obtain information and to discuss
incomplete or iInconsistent data;

- examining source data to determine limitations in its use due to deficiencies in
coverage and methods of compilation;

- assessing the concepts and definitions applied to the source data against the intent
of the research project;

- devising methods to determine the reasonableness of the data, whether anomalies and

unexpected trend exist within the data, whether the data fall within expected ranges,
whether there are missing data; and

- writing progress and final reports on assignments with recommendations on the use
and application.

Plans and organizes the retrieval and manipulation of the data for research or 20
developmental projects, lays out and produces charts and tables and conducts a preliminary
analysis of the data by:

- choosing and using the appropriate high level programming language (FORTRAN, PL/1,
etc.), utility programs (TPL, STATAPE, etc.) or statistical analysis programs (SAS,
SPSS, BMPD, etc.) to retrieve the data;

- performing necessary manipulation (e.g. using ratios, means, multivariate analysis,
non-standard computations used in modelling, etc.) and producing the output required;

- undertaking the more complex compilation and manipulation of data in hard copy form,
and special calculations required for correlation tests etc.;

- reviewing the output to verify that no errors exist due to programming and
classification in the original data; and

- designing the chart and table output to indicate the relationships of interest in
the data, and producing such charts and tables, either manually or using the
appropriate software.



Soci al Sci ence Support
B.MP.D. No. 8 8. 46

Determines and utilizes the appropriate software or nethods for accessing various data
files, creating research data files, manipulating large files and accepts responsibility
for other aspects of managi ng conputer files used in research by:

- exam ni ng existing, proposed or new software prograns and systems to determine their
feasibility and adaptability to the needs of the area;

- assessing the relative advant ages and di sadvant ages of various kinds of file
structures and choosing the file structure for a particul ar purpose;

- using utility prograns (TPL, STATAPE, F-SPLIT, etc.), high level |anguages (FORTRAN,
PL/I, etc.) or statistical analysis packages (SAS, SPSS) in data processing
applications; and

- est abl i shing mai ntenance procedures for research files, and applying the principles
of file managenent to the maintenance, updating and mani pul ati on of conputer files.

Performs other duties such as proofreading publications, representing the Division in
techni cal nmeetings, sem nars and cooperative projects within the bureau, etc.

Speci fications

Skill and Know edge

The work requires a know edge of a variety of statistical techniques and definitions and
a general appreciation of the underlying statistical and econonmic principles and concepts
used in the collection, manipulation and eval uati on of social data. The techniques
include those used in calculating various experinental indexes, regression analysis and
other nultivariate analysis. The concepts thenselves are often subject to nodification
by econom sts. The work requires a good working know edge of infornation processing,

dat a- base nanagenent, file structures and high level progranm ng | anguages such as PL/1,
FORTRAN and COBOL, and sone statistical analysis software.

Skill is required in selecting and evaluating and acquiring data froma variety of sources,
identifying variations in the data and applying techniques to reconcile and present data
(eg. conputer graphics). Skill is also required in working with senior officials of

federal and provincial departnents and agencies to identify data, discuss linitations and
arrange acqui sition.

This skill and know edge is normally acquired by post-secondary education in economics,
statistics and conputer sciences together with directly related experience in conputer
based statistical operations.

Pr obl em Sol vi ng

The work involves locating mcro and aggregate data to be used in a wide variety of
non-recurring social research and analysis projects into such aspects as enpl oyment and
training, |anguage, denpgraphy and regional disparities. It requires evaluating the
data, which are often variable due to different concepts and definitions and the

condi tions under which they are collected and stored, for consistency, reliability and
appropri ateness. Typically each project enploys different data sources and techniques.
The | ocation, assessnent and devel opnent of procedures to collect, nanipulate and present
the data are performed within general guidelines and instructions and there is a
requirement to sol ve day-to-day operational problens.

% of Tinme

15

Degr ee/
Poi nts

3/ 166

82 / 187



Social Science Support
8.47 B.M.P.D. No. 8

Degree/
Points

The complexity of the work involved includes such aspects as accessing computer files
from a number of different sources; creating research data files; transferring data among
different types of equipment; applying statistical analysis packages on large and complex
data files; writing programs in high level languages for non-standard analyses as

developed by the Research Economist; checking for inconsistencies in data sources;

reviewing output for errors; and conducting graphical analyses and producing

illustrations.

Responsibility for Contacts A2 / 43

Contacts are made with departmental professional and technical staff to obtain information
and to discuss problems or inconsistencies in the data. The work also requires contacts
with provincial government and other data sources outside the department to locate and

obtain data or additional information.

Supervision

There is an occasional requirement to show other employees how to perform tasks.



Social Science Support
B.M.P.D. No. 8

Director, Social and Economic Studies

-Research Methodologist

-Senior Social Researchers

-Senior Economic Researchers

-Assistant Director

-Coordinator, Special Projects

-Senior Analyst

-4 positions (CR-3 to ES-2)

-Senior Analyst

-4 positions (CR-3 to ES-2)

-Senior Analyst

-Technical Assistant

-Analyst

-Research Clerk

-Clerk

8.48

LINEAR ORGANIZATION CHART

SOCIAL AND ECONOMIC STUDIES DIVISION

ES-4

SI1-3

ES-2

CR-4

CR-3



Social Science Support
49.1 B.M.P.D. No. 9

BENCH-MARK POSITION DESCRIPTION

Bench-mark Position Number: 9 Level: 3

Descriptive Title: Statistical Officer/Researcher Point Rating: 415

Position Profile

The work is operational in nature; it consists in providing technical support to a staff of experts and advisors in
the Policy Branch. Assignments range from collecting and evaluating statistics on development assistance and
related subjects to developing procedures for collecting, extracting and verifying statistics.

Duties % of Time

Collects, compiles and evaluates statistics on development assistance, international 35
trade, commodities and numerous aspects of developing countries such as labour, production

and employment, for the formation of data banks and for use in the analytical work

of the Policy Branch by:

- studying detailed specifications of the characteristics of statistics for information
and for analysis;

- locating sources of statistics in several fields of economics, and by examining the
suitability of each source;

- evaluating statistics with respect to their original source, scope, methods of
compilation, concept, limitations, definition and reliability;

- developing procedures for collecting, extracting and verifying statistics;

- designing and producing regular and special tabulations and diagrams;

- advising the Chief Statistical Officer and individual subject-matter experts on the
development of new sources and data; and

- writing reports explaining the origins, concepts, definitions and reliability of
statistics provided.

Conducts analyses and calculations using practical statistical methods and techniques for 60

use in studies by subject-matter experts and advisers by:

- consulting subject-matter experts to clarify their requirements;

- studying standard statistical techniques such as measures of dispersion or
association and special techniques developed within the Policy Branch;

- assisting in the development and testing of new methods and techniques;

- applying existing and new methods and techniques to analysis being conducted;

- designing work-sheets, compiling tables and diagrams complete with sources, and by
verifying sources and procedures; and

- verifying completed calculations for conformity to the procedures prescribed,
internal consistency, significance and accuracy.

Performs other duties such as assisting in conduct of surveys and training part-time 5
employees.



Soci al Sci ence Support
B.MP.D. No. 9 9. 50

Specifications

Skill and Know edge

The work requires a know edge of the departnment's current and prospective programmes of
devel opnent assistance. It requires a know edge of particular studies planned and in
progress by the subject-matter experts and advisers of the Policy Branch, and of the
statistical requirements of each project. It requires devel oping a know edge of many
institutional sources of statistics throughout the world on devel opnent assi stance;

devel opi ng countries, and different aspects of their econom es; and on international trade
and commodities. It requires a know edge of techniques for collecting and eval uating
statistics and devel oping statistical series. It requires know edge of techniques of
statistical analysis and conputation such as neasures of dispersion and associ ati on, and
of the operation of conputer utility prograns.

Skill isrequired in creating, selecting and testing data from many sources throughout the
worl d, and in eval uating aspects such as scope, reliability, etc. It entails skill in
maintaining liaison with institutions supplying original data in order to be aware of
devel opnents, particularly of new or nodified data.

The anal ytical work requires skill in practical nmethods and techni ques such as tests of
significance and in operating cal cul ati ng equi pnent.

This skill and know edge is nornally acquired by post-secondary school study in
Statistics and Economics.

Pr obl em Sol vi ng

Initiative and judgenment are required in consulting with subject-matter experts to
identify specific data needs interns of type and quality, and to understand the final
use of statistics and calculations; in locating sources, investigating the quality of
reliability of data with respect to the original source, concept, definition, etc., in
relation to the use and to the concepts and definitions specified by the expert; and in
studyi ng existing el ementary techni ques of statistical analysis and conputation in order
to apply themto the given problem w th adequate provisions for verifying that each
stage is correctly followed and consi stent.

The work invol ves providing statistics froma wi de range of original and secondary
sources, both frominsi de Canada and outsi de Canada, such as international institutions
(e.g. the GATT; OECD, Wrld Bank) and devel oping countries directly or through its field
staff. The data are available in a variety fornms (e.g. printed tables, conputer files,
etc.). The work entails collecting statistics for three data banks by exam ning the
availability of data, the original sources, concepts and reliability of |arge nunbers of
statistical series; maintaining correspondence and supplying a variety of tabulations to
meet both recurrent and special analytical needs.

Responsibility for Contacts

The work requires contact with experts and advisers within the departnment to assess their
needs for statistics and to explain and resol ve problens related to the processing of
dat a.

Degr ee/

Poi nt s

3/ 166

B2 / 187

131/ 52



Social Science Support
9.51 B.M.P.D. No. 9

Degree/
Points

The work also requires establishing and maintaining liaison directly or through

correspondence with officials in a large number of international institutions or organizations in
order to obtain information about all relevant aspects of the statistics.

Supervision A/ 10

There is a requirement to supervise one employee engaged in entering data and preparing
input forms for computer programs used in International Organizations.



Social Science Support
B.M.P.D. No. 9 9.52

LINEAR ORGANIZATION CHART

POLICY, PLANNING AND ANALYSIS

Director, Policy, Planning and Analysis

-Senior Policy Analyst

-Policy Analysts (3)

-Chief, Statistical Unit

-Statistical Researchers (2)

-Data Clerk

SM

PM-6

PM-5

SI-5

SI1-3

CR-3



Social Science Support
53.1 B.M.P.D. No. 10

BENCH-MARK POSITION DESCRIPTION

Bench-mark Position Number: 10 Level: 3

Descriptive Title: Land Titles and Research Officer Point Rating: 424

Position Profile

The position is engaged in research to determine title boundaries and ownership of Crown land. The
department has a mandate to protect outstanding natural areas and historic places of Canadian significance
across the country.

Duties % of Time

Investigates and determines title to five categories of Crown Land, so that these lands 40
may be established as National Parks, National Historic Parks, Recreation Areas, or may
be disposed of in accordance with land-use requirements of the Department by:
- researching and evaluating archival and current records, records of provincial Land
Title and Land Registry Offices, Privy Council Office, Parliamentary Library, Supreme

Court of Canada Library, records of federal and provincial Surveyors General and
other offices;

- contacting park planners, historians, solicitors, land surveyors and officials in
land titles registration offices in order to obtain information and/or assistance in
the interpretation of documents, legal acts, etc;

- studying and analyzing past and existing legislation, interpreting documents and
examining land survey plans to determine their effect on the assigned project;

- preparing land status reports identifying land title problems and land survey
irregularities, and making recommendations on resolution; and

- summarizing the effects of legislation and documentation on land titles in order to
compile Land Title Abstracts.

Resolves problems relating to land title and land survey irregularities, verifies title 35
to lands owned or previously owned by the Crown, serving among others, federal, provincial
and municipal governments; federal and provincial land surveyors; solicitors with the
federal Department of Justice; solicitors representing the public, and the general public
by:
- selecting evidence for Court proceedings to resolve land title problems or other
issues dependent on land title;

- identifying the category of land to ensure that the history and legislation specific
to the category are applied;

- identifying the type of problem, i.e. whether land title, survey, documentation or
authorization;

- studying legal opinions to determine whether they relate to a similar problem;

- contacting solicitors, land surveyors representing all levels of government, or
representing clients in the private sector, and Land Titles or Land Registry
officials, in order to obtain and clarify information, obtain legal opinions, and
assistance in interpretation of documents; and

- preparing land status reports, identifying problems relating to land title survey
irregularities and making recommendations for resolution.



Social Science Support
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Prepares submission for Privy Council approval setting aside lands as National Historic
Parks in accordance with the National Parks Act by:

ensuring that title to the lands meets the qualifications necessary for National
Historic Parks status;

ensuring that the conditions of any existing federal/provincial agreements relating
to the specific Parks have been complied with;

procuring legal land descriptions and compiled survey plans from the Surveyor
General"s Office, ensuring that copies of all researched documentation covering lands
to be included in the Park are provided and that previous related survey plans are
identified;

ensuring that the correct name under which the Park is to be known is obtained, by
contacting departmental historians;

drafting covering submission to Council for preliminary approval of Legal Counsel and
the Privy Council Office in accordance with the Statutory Instruments Act;
preparing final submission for the Minister®s signature;

obtaining from historians, a briefing on the history of the specific Park to
accompany the submission; and

distributing resultant Order in Council to appropriate Regional Office, the Surveyor
General*s Office and to the National Historic Parks Branch, notifying them of the
legal status of the land so set apart as a National Historic Park.

Specifications

Skill and Knowledge

The work requires a practical knowledge of the history of Canada, and archival research
procedures as well as of land title and land registry methods of land registration.
Knowledge is also required in law matters to select evidence for Court proceedings and to
study legal opinions.

skill

is required in interpreting documents and legal survey plans, in drafting legal

documents, writing reports and preparing correspondence related to land title matters.

Skill

is also required in maintaining good relations with all who are contacted because

of the sensitive nature of land title problems.

This skill and knowledge is normally acquired by post-secondary school study in History
or Law combined with experience in processing land transactions.

Problem Solving

Initiative and Judgement are required to identify and resolve land title problems and
land survey irregularities and when researching and evaluating archival and current
records to ensure that all documents affecting assigned project within a specific
category of land are obtained.

% of Time

25

Degree/
Points

3 7/ 166

B2 / 187
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Degree/
Points

The nature of the work requires extensive and thorough searches of archives, registry
records, land surveyor records, etc., in order to ensure all available information has
been obtained. It involves reviewing legislation, documents and survey plans to
determine the similarity between cases and the need to modify approaches to suit the
specific requirements of individual cases. Direction is available from a Senior Land
Titles Reseacher when making recommendations on the solution of difficult or irregular
cases.

The subject area is sub-divided because of the different categories of land and the
widespread interest in its ownership and use. Information is not always readily
available or is frequently incomplete or inaccurate, requiring researching and evaluating
archival and current records to ensure that all documents affecting the work are
obtained.

Responsibility for Contacts B2/ 71

Contacts are made with Park Planners, Historians and Senior Administrators regarding

defining park boundaries, the history of certain parks and in resolving a variety of other
issues. The work also requires contacts with solicitors and land surveyors representing
all levels of government or clients in the private sector; with Land Titles Registrars in

all of the provinces; and with the general public in resolving land title problems, land
survey matters and the drafting of legal documents.

Supervision

The work requires occasional supervision of temporary staff or summer students when they
are employed for special short term projects.



Social Science Support
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LINEAR ORGANIZATION CHART

REALTY OPERATIONS

Manager, Realty Operations AS-6
-Sr. Land Acquisitions & Disposals Officer AS-4
-Land Acquisitions & Disposals Officer AS-2

-Sr. Documentation Officer AS-4
-Documentation, Audit & Appeals Officers (2) AS-2

-Registry & Microfilm Clerk CR-4

-Sr. Land Titles & Research Officer S1-4

-Land Titles & Research Officers(2) s1-3




Soci al Sci ence Support
57.1 B.MP.D. No. 11

BENCH- MARK POSI TI ON DESCRI PTI ON
Bench-mark Position Nunmber: 11 Level : 3

Descriptive Title: Para-Legal Specialist Point Rating: 424

Position Profile

The work is research and analytical in nature. It consists of providing a wide range of para-I|egal
services to legal officers attending to the litigation of cases and in the handling of cases in Snmall C ains
Court as assigned by the |awer. Cases would concern clains by or against the Crown such as collection,
default, contracts, or property danage, personal injury, etc.

Duti es % of Tine

Resear ches and prepares evidentiary nmaterial to assist Counsel in the preparation of 45
cases for trial by:

- anal yzi ng and assessing nature and extent of cases submitted to determ ne issues of

litigation;

- meeting with client departments to review and di scuss specific aspects of the case;
- review ng rel evant issues of |aw and recommending action, i.e. degree of liability
Crown shoul d accept or the quantum of damages that should be recovered or paid,

etc.;

- carrying out on-site investigations (e.g. motor vehicle accidents), selecting
evidence and producing affidavits to obtain such evidence from governnent
departments, agencies, private organizations and/or individuals;

- drafting docunments such as pleadings, interlocutory proceedi ngs, argunents, etc.;

- anal yzi ng docunents relied upon by the other parties involved to determne itens
rel evant to issues and incorporating those docunments within Cown docunents system

- negotiating with representatives of other party to determine if conpromise on a claim
is feasible;

- assisting in planning strategy by submitting recomendati ons to Counsel as to
suitability of witnesses/docunents and in ensuring that transcripts/w tnesses
docunents are available as required;

- organi zi ng docunents through various phases of litigation action.

Handl es clains fromthe initial investigations through negotiations to the actual 45
collection, including preparation and presentation of cases in Small Cains Court by:
- writing various |egal docunents, i.e. statement of clains and defence, notions, wits,

etc.;

- searching land title registry to determ ne ownership of property and assets and
establishing a debtor's worth;

- negotiating pre-trial settlenment in lieu of proceeding to trial;

- interviewi ng witnesses, witing witnesses' statements and preparing w tnesses for
trial;

- conducting trial at Small Cainms Court, cross exam ning w tnesses presenting argunent
on behalf of the Attorney General and negotiating repayment plans as required;

- preparing for and conducting Show Cause Summons if debtor defaults on paynent.



Soci al Sci ence Support

B.MP.D. No. 11 11.58
% of Tinme

Devel ops and maintains records and admi nistrative systens to ensure the efficient control 5
of the legal operations by:
- designing and controlling systems with respect to linitation dates and deadlines

i nposed in accordance with The Limtations Act and the rules of the various Courts
- mai ntai ning records of all docunents produced and served and all records of judgnments

obt ai ned
- reviewing trial dates with the Courts to ensure parties involved are notified and

available and legal file is conplete
- preparing and initiating collection action on judgnents, having bills of costs taxed

by the Court and ensuring the judgnments and executions have been filed in the

appropriate counties
- instructing bailiffs and sheriff's officers to commence collection action and

approving for paynments, charges on behalf of client departnents;
- witing and signing demand letters explaining obligations to debtors and providing

cal cul ati ons of ampunts outstanding prior to and subsequent to judgnent's

proceedi ngs
Perforns other duties such as acting as Conmissioner of Oaths, taking affidavits, and 5
sharing supervision of the work of one secretary.

Degr ee/

Speci fications Points
Skill and Know edge 3/ 166
The work requires a good know edge of federal/provincial legislation (i.e. Mtor Vehicles
Act, Insurance Act, Bankruptcy Act, Contract Act, etc.) and the ability to interpret this
legislation and apply it in clainms by or against the Crown arising out of property damage,
personal injury, notor vehicle accidents, etc. It also requires a know edge of courtroom
procedures, rules of evidence and the ability to plead a case before the Small C ains
Court as well as know edge of legal principles and an understandi ng of how the judgnments
rendered in certain court cases are to be applied to specific legal situations. Skill is
required in researching and analyzing information to determine nature and extent of
cases. Skill is also required in negotiating settlenments favourable to the Crown and the
ability to wite reports, nmenoranda and ot her |egal docunents
Probl em Sol vi ng B2 / 187

The work requires initiative and judgenent in analyzing and assessing the nature and

extent of cases submitted, in selecting relevant case material and in determning issues
of litigation. Judgerment is also required in negotiating the degree of liability Crown
shoul d accept or the quantum of danmages that should be paid or recovered. In cases where
Crown seeks to recover a debt, negotiations are delicate in nature and discretion nust be
exerci sed; whenever possible, unnecessary litigation should be avoi ded. Precedents are
not available in every instance; unusual problenms may be referred to | egal counsel. The
work involves a variety of litigation issues which requires the analysis and assessment
of a nunber of provincial/federal legislation. It requires interpretation of |egislation
and its application in various courts (federal, provincial, municipal)



Soci al

11.59

Responsibility for Contacts

Contacts are made with lawers in private firns to negotiate conprom se on clains,

di scuss certain legal issues and negotiate paynment plans, etc. These contacts require
di scussi on, explanation and el aboration. Contacts are also nmade with departmenta
professional staff as well as with the general public (wtnesses) regarding
cases/interviews and cross-exani nations

Super vi si on

There is no continuing requirenent for supervision.

Sci ence Support
B.MP.D. No. 11

Degr ee/
Poi nts

B2/ 71
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LI NEAR GRGAN ZATI ON GHART

PARA- LEGAL SPECQ ALI ST

Seni or Counsel, Civil Litigation LA-2

- Seni or Para-Legal Specialist Sl-4

-Para-Legal Speciali st SI-3




Soci al Sci ence Support
61.1 B.MP.D. No. 12

BENCH- MARK POSI TI ON DESCRI PTI ON

Bench- mark Position Nunber: 12 Level : 4

Descriptive Title: Head, Operations Poi nt Rating: 493
Educati on Fi nance

Position Profile

The work is operational in nature; it consists in handling the collection, processing and presentation

of statistical information on the expenditure of elenentary, secondary and post-secondary educational
authorities across Canada. Data is collected annually from adm nistrative records provi ded by provincial
departnents and agenci es and through survey docunents, with some changes in content fromyear to year. There is
comprecnonsi hility for the technical certification of data prior to release.

Duti es % of Tine

Controls the collection and processing of statistical information for established surveys 40
of the three levels of government (federal, provincial and nmunicipal) as well as public
and private institutions, on the financing of all levels of education by:

- devi sing and mai ntai ni ng procedures for the collection, editing, conpilation and
tabul ati on of infornation;

- reviewi ng and revi sing survey questionnaires, guides and related forns;

- liaising with service divisions to schedule such activities as data conversion,
tabul ating, forms design and printing, and translation;

- contacting representatives of respondent organi zations to obtain additional
statistics or explanations regardi ng changes in data content;

- eval uating the reasonabl eness and validity of reported data agai nst standards and
assessing the effectiveness of processing operations;

- witing reports explaining the survey processing systens and suggesting alternatives
and i nprovenents; and

- supervi sing and assigning work to a group of junior technical support staff engaged
inthe initial assessment and nani pul ati on of data.

Initiates the devel opnent and mmi ntenance of data bases for all |evels of education 25
financial statistics including a systemon Education Price |Indices and another covering
federal expenditures in support of education and training by:

- setting up and acting as head of departnental project teanms to undertake devel opnent
of new or nodified data systens;

- witing "Detailed Statenments of Requirenent” for use by conputer anal ysts and
programmers in revising processing of existing surveys or in automating new surveys;

- specifying, inconsultation with the Chief of the Section, the type of data and
their levels of aggregation to conprise the data base as well as the statistical and
anal ytical tables to be generated;

- assessing the inpact of additional data processing requests on schedul es and
suggesting alternative outputs;

- liaising with Prices Division (in the case of the Education Price Index) to amend
t he net hodol ogy when necessary; and

- up-dating the data bases to reflect historical trends inlight of changes in data
presentation.



Soci al Sci ence Support

B.MP.D. No. 12 12. 62
% of Tine
Manages t he acquisition and processing of data for a financial information system 15
operated on a cost recoverable basis, for the Association of Atlantic Universities by:
- coordi nating the production of input docunents, the collection of data, the
conmput eri zed processing of data and the production of the related reports and
t abl es;
- acting as the liaison between the Association of Atlantic Universities and the
departnent concerning the operation of the system
- representing the departnent at neetings of the Association of Atlantic Universities
Busi ness Officers (AAUBO); and
- participating at neetings of the AAUBO Accounting Research Committee to provide
advi ce on the inpact of proposed changes to the information system
Provi des assistance and advice to data respondents and users on the use and application 15
of education finance data by:
- responding to tel ephone or witten requests for data;
- suggesting nodifications or alternatives to requests for data to save costs;
- di scussing problens with respondents and reconmendi ng changes in reporting procedures;
and
- explaining future survey devel opnents.
Perfornms other duties such as studying literature related to the area, attending seninars, 5
preparing special tabulations, etc.
Degr ee/
Speci fications Points
Skill and Know edge 4 | 205

The work requires know edge of the organization and structure of the Canadi an educati onal

system and the role of federal, provincial, nunicipal and private authorities and organizations.
It requires a know edge of the accounting principles and practices in use in the various |evels of
government and both public and private educational institutions and of the nethods used to record and
report revenue, expenditure, enrollnent and other financial and admnistrative information. The work
requires know edge of the statistical objectives and requirenments of the education finance program
and of the methods and techni ques used to collect, process and evaluate data within the subject-area.

Skill is required in identifying devel opments and changes that affect the validity of
dat a- gat hering and processi ng procedures, and in devising and naintaining conputerized
operational systems. Skill is required in defining specifications and test data to be
appl i ed when revising processing of existing surveys or autonating new surveys, and in
ensuring that results are consistent with program needs. The work requires skill in
mai ntaining work relations with survey respondents and data users, and in organizing and
controlling the work of conputer and subject-area specialists, either directly or through
proj ect teans.

This skill and know edge is normally acquired by post-secondary school study in
accounting, data processing or business adnministration, and practical experience in
statistical operations.



Social Science Support

12.63

Problem Solving

The work requires planning and controlling the collection and processing of data for
established programs, as defined by the Chief and management of the Division. It includes
assessing the processes, content and quality of reported financial and other data on
education according to reporting guidelines, classification of accounts and accounting
principles; controlling data quality through the specification of edit criteria and
procedures for manual and automated processing systems, and resolving problem cases when
data quality is questionable and normal correction and imputation procedures do not
apply. Such cases are discussed with senior finance officers of educational institutions

and agencies and require immediate decision with respect to acceptance or rejection of
respondent explanations.

The work includes the provision of technical specifications to systems analysts for the
design and development of new or revised automated systems and responsibility for testing

and accepting the final system and its related documentation. It also includes identifying
operational problems, determining if they are data, software or computer environment

(hardware and support systems) related and determining the appropriate course of remedial
action. Advice and guidance are provided to officials of own and other organizations on
the generation and compilation of educational finance statistics - subject concepts and
definitions, operation of systems, assessment of quality, availability of data, etc.

Responsibility for Contacts

The work requires contact with officials of federal, provincial, municipal and private
organizations to obtain additional information or explanations regarding data
presentation, and with data users in the public and private sectors to discuss and
clarify survey results. There is a requirement to work with internal service areas to

arrange the development of new or modified computer systems and to schedule processing
services.

Supervision

The work requires planning and controlling the work of five junior technical officers.
This includes maintaining work standards, evaluating performance and recommending
solutions to disciplinary problems. There is also a requirement to head inter-divisional
project teams comprising members from different occupational groups (CS, MA, AS)
undertaking the long-term development of new processing systems.

B.M.P.D. No. 12

Degree/
Points

B2 / 187

B2 /7 71

B 7 30
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B.M.P.D. No. 12 12.64

LINEAR ORGANIZATION CHART

EDUCATION, CULTURE & TOURISM DIVISION

Assistant Director, Education

-Chief, Post-secondary Section

-14 positions (CR-3 to ES-4)

-Chief, Elementary-Secondary Section

-10 positions (CR-3 to ES-4)

-Chief, Projection Section

-8 positions (CR-4 to ES-4)

-Chief, Finance Section

-Projection Officer

-Statistical Analyst

-Statistical Analyst

-Head, Operations

-4 Statistical Officer

-1 Statistical Assistant

ES-7

ES-6

ES-6

ES-6

ES-6

ES-3

ES-2

ES-2

Si-4
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65.1 B.M.P.D. No. 13
BENCH-MARK POSITION DESCRIPTION

Bench-mark Position Number: 13 Level: 5

Descriptive Title: Head, Statistical Point Rating: 567
Support Services

Position Profile

The work is operational in nature, providing services including the collection and assessment of all
statistical data, the survey of federal and provincial legislation and regulations and the development of
systems to support the analysis of production, consumption, trade and marketing of forest based products, the
management and use of the forest resource for recreational purposes, and the long and short term trends in
capital investments, profitability and productivity in the forest industries.

Duties % of Time

Directs the activities of the Statistical Support Services Unit which provides statistical 20
services including the collection, compilation, maintenance and assessment of all
statistical data used in studies by:
- developing and maintaining a data bank system corresponding to long and short-term
statistical data requirements for the department including the fulfillment of

Canada®s international commitments for forest economic data;
- consulting the director or other senior officers to determine the priorities and

scheduling the work accordingly;

- instructing staff in the use of statistical data and establishing performance
standards; and

- participating in the selection, assessment and discipline of staff and initiating
on-the-job staff development programs.

Provides advice and information to the professional economists of the branch, regional 40
research centres and institutes, departmental administrators, information officers and

others on matters dealing with forestry statistics including the correct use, accuracy and

reliability of the information by:

- surveying for accuracy and reliability data sources for new statistical series;

- examining and evaluating the methods and procedures used in statistical reporting;

- answering enquiries for forest information from the forest based industry, resource
researchers, information agencies, and the general public;

- developing methods for the preparation, update and revision of basic statistical
tables taking into consideration applicability of sources and accuracy of data; and

- studying discontinuous statistical series for ways and means of rendering these data
comparable.

Conducts the consolidation of federal and provincial statutes and regulations which bear 5
on the use and management of the forest resources in order to provide information on

Canadian forest legislation for the federal and provincial governments, industry,

universities by:

- preparing procedures describing steps involved, from the purchase of documents to the
extraction of information and the distribution of the consolidation; and

- reviewing legislation consolidations or digests for accuracy, completeness and
subjectiveness.
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Advi ses and assists the econom sts and forestry officers on the statistical requirenments
and inputs to their research projects and studies by:

- recomendi ng suitable nethods of data collection including survey design from content
of questionnaire, to conduct of special surveys either by correspondence, telephone
or personal contact for data not avail abl e through nornmal channels;

- consulting with statistical collection agencies to obtain information on conversion
factors and for special conpilations to inprove the statistical tools used in forest
econoni cs research;

- | ocating and eval uating unpublished data mai ntained by industry, governnents and
associ ations for use in projects and studies; and

- recomrendi ng the nost efficient method of providing data taking into consideration
the cost, the tabular or graphic presentation, as well as the reliability and
accuracy of the statistical infornation.

Speci fications

Skill and Know edge

The work requires know edge of forest statistics, their sources, nethods of collection

and conpilation and their applicability to the various economc studies. A know edge is

al so required of the subject area such as silviculture, forest inventory, forest products
and financial reports when extracting relevant statistics fromdata provided by forest
industries or other levels of government. Know edge is also required of federal and
provinci al statutes respecting managenment of forest resources and trends in the productivity of
forest industries. There is also a requirenment for know edge of the concepts and

application of conputer systens design in order to develop and maintain a data bank

system for the collection, storage, retrieval and dissemi nation of forest econonic data.

Skill isrequired in identifying sources of accurate, reliable data and devel oping a data
bank system Skill is required when exanining, evaluating and nodifying rmethods, and
procedures used in statistical reporting.

Skill is also required in establishing and naintaining contacts and good relations with
officials of government and industry and in directing the work of the Statistical Support
Unit.

This skill is normally acquired through post-secondary education in economcs, statistics,
and conputer science, together with extensive experience in forestry statistical
operations.

Pr obl em Sol vi ng

The work invol ves planning, devel oping and directing the collection and processing of
forest statistical data for a variety of forest econom c studies. These studies vary

wi dely as to data source, conplexity, method of conpilation or manipul ation and presentation.

Di fferent data sources must be researched for applicability, availability, and
reliability. There is also a continuous search for new statistical sources, nethods and
procedures. The result of this work is the devel opnent of a reliable databank systemin
order to neet Canada's international conmtnent for forest econonic data.

% of Tine

35

Degr ee/

Poi nt s

5/ 244

B3 / 241
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13.67

There is a need to give advice, provide recommendations and decide on particular courses
of action when planning, organizing and co-ordinating the work of the Statistical Support
Unit in order to meet the economists® statistical needs.

Responsibility for Contacts

Contacts are primarily confined to staff within the department. The work involves
elaboration and clarification of information, mainly with economists from the branch and
regional research centres.

Occasional contacts are made with officials in industry, other levels of government and
associations to locate and evaluate unpublished data for use in projects and studies.

Supervision

The work requires the supervision of a programmer and two junior statistical officers.
This involves the allocation of work, the maintenance of operations standards, the
development of staff requirements and participation in training, discipline, appraisal
and other personnel matters.

B.M.P.D. No. 13

Degree/
Points

Bl /7 52

B /7 30
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- Chi ef, Forest Resources

- Forest Resource Econonmi st

- Economi st

- Economi st

-Head, Statistical Support Services

- Techni ci an

-Forest Survey Technician

- Econom ¢ Data Base Progranmer

13.68

LI NEAR ORGANI ZATI ON CHART

FORESTRY SERVI CE

ES- 6

ES-3

ES-3

ES-2

SI-5

51-2

SI-2
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69.1 B.M_P.D. No. 14

BENCH-MARK POSITION DESCRIPTION

Bench-mark Position Number: 14 Level: 5

Descriptive Title: Head, Systems and Data Retrieval Point Rating: 567
Centre for Justice Statistics

Position Profile

The Canadian Centre for Justice Statistics is a joint federal-provincial initiative to produce information on the
extent and nature of crime and the administration of criminal, civil and administrative justice in Canada. The work
requires the development and operation of processing systems that capture, store and retrieve data covering the
major dimensions of the judicial system. The result is the establishment of data bases used to provide time-series
information, as well as data for special studies and individual requests. The work also involves providing
expertise to officials supporting the development of information collection systems in individual jurisdictions.

Duties % of Time

Directs the operations and maintenance of manual and automated processing systems to 40
produce data bases and data retrieval packages, used for the production of integrated
statistical information on the programs of the Centre by:

- conferring with subject matter analysts on issues of policy, concepts, report content,
terminologies, and the objectives and priorities of surveys and programs;

- consulting with specialists in the Technical Assistance Directorate to determine the
capabilities of federal, provincial and municipal jurisdictions to collect and
process data;

- devising and recommending criteria and methods to rectify inadequate data and correct

inconsjstencies; ) ) ) )
- assessing current and proposed user requirements to advise on the practicality of

implementation in the light of existing resources and surveys;

- co-ordinating and analyzing the results of modular tests, procedural investigations
and feasibility studies;

- directing the study of system concepts, equipment, methods and statistical processes;

and
- designing procedure manuals and standards to be used in the editing, coding and

processing of data.

Collaborates with officials in the Technical Assistance Directorate of the Centre in the 20
design and development of new and revised computer and processing systems and procedures,

to ensure the compatibility between systems in use in the Centre and the respective
jurisdictions by:

- analyzing both the Centre"s and jurisdiction"s systems, to identify common
characteristics and differences in the processing of statistics;

- identifying areas for improvement in the Centre"s systems, and recommending
modifications to ensure the continuity and compatibility of data;

- planning, assessing and developing present and future objectives, procedures,
alternatives and resource allocation;

- reviewing and approving detailed processing parameters, classification, coding
systems and report formats;
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% of Time

- collaborating in the development of computer specifications for new and existing
data compilation programs; and

- evaluating the effect of technological developments on respondent operation and
production procedures.

Reviews the impact of changes in legislation, policies, administrative regulations, new 10
and proposed systems, on survey objectives, requirements and the production of data by:
- studying trends and developments in the structure of the judicial/correctional
process to identify changes;
- discussing alterations in legislation, administration and technology, to assess
their impact on the statistical reports and studies conducted by the Centre;
- identifying developments in the law enforcement, judiciary or correctional agencies
affecting report production; and
- reviewing proposals to assess the effect of changes on survey concepts and aims, as
well as on computer and manual processing systems and procedures.

Co-ordinates and controls the activities of the technical staff in the areas of systems 25
analysis, data capture and retrieval by:
- reviewing project plans, priorities, responsibilities and recommending the

reallocation of resources, the timing and techniques for program development;

- explaining the objectives, procedures and techniques to be employed in the various
surveys;

- establishing quality guidelines and general target dates for activity completion,
ensuring resource allocation and disposition;

- planning and co-ordinating the design, evaluation and testing of survey data
collection forms, and forms used in the jurisdictions processing system;
- developing test material and testing systems for acceptability and cost benefit; and

- preparing reports recommending the nature, scope and content of statistical analysis
to be undertaken.

Performs other duties such as keeping abreast of developments in the computer field 5
through journals, publications, literature and the attendance of conferences and seminars

and directing the work of a team of specialists in the conduct of special studies, surveys

and projects.

Degree/
Specifications Points

Skill and Knowledge 5 / 244

The work requires knowledge of the federal, provincial and municipal legislation,
regulations, organization and administration of the law enforcement, court and correctional
fields in Canada. It requires knowledge of the statistical objectives and requirements

of the Centre"s programs and the techniques used in collecting, processing and
disseminating data. The work requires knowledge of the concepts and application of

computer systems design in order to design, update and maintain systems for the collection,
storage, retrieval and dissemination of data.

Skill is required in anticipating developments in the subject area that will affect the
effectiveness of processing systems and in formulating computer systems specifications,
and in designing and creating test procedures and acceptance criteria, to ensure that
processing systems yield the desired outputs. Skill is also required in preparing mass



Social Science Support
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Degree/
Points

edit and quality control procedures and in identifying and resolving operational
difficulties. The work requires skill in liaising with a variety of subject-matter and
technical officers, and in directing the work of systems specialists.

This skill and knowledge is normally acquired by post-secondary study in computer science
and statistics and practical experience in the field of law enforcement and in
statistical operations and project management.

Problem Solving B3 / 241

Initiative and judgement are required in planning, developing and directing the
collection and processing of data for established or new and revised statistical programs
as defined by Program Chiefs and senior officers. It involves working closely with the
senior professionals and officers of responding jurisdictions to assess both the impact

of changing data collection techniques on survey methods and the corresponding changes
required to accommodate processing requirements. The work involves advising Program
Chiefs and the Manager, Statistics and Information on such matters as the development,
re-assessment and modification of survey methods and the reasonableness and validity of
proposed collection, presentation and timeliness standards. There is a requirement to
participate in negotiating information reporting arrangements with various agencies and

assess the performance of these respondents as they pertain to statistical reporting.

There is a need to give advice, provide recommendations and decide on particular courses

of action in planning, organizing and co-ordinating the work of the Systems and Data
Retrieval Croup. This includes determining and developing both technical and administrative
policies, guidelines and definitions relating to the collection, processing and

retrieval of data, to resolve problems associated with known and anticipated changes in
the law and administration of justice affecting operating practices.

Responsibility for Contacts Bl / 52

Contacts are made with Program Chiefs, subject-matter specialists and the appropriate
senior officer of a respondent agency or institution, to discuss survey requirements and
progress and to ensure the effectiveness of existing and proposed collection and
production systems.

Frequent contacts are made with Systems Specialists in the Technical Assistance
Directorate for the assessment, design and development of new and revised computer and
processing systems and procedures and to ensure the compatibility between systems in use
in the Centre and the jurisdictions.

Supervision B /7 30

The incumbent is responsible for organizing and directing the work of two Systems

Development Officers and two Data Retrieval Officers, as well as specialists in the
conduct of special studies, surveys and projects. This involves the provision of tech

nical advice on work problems, the allocation of work, the maintenance of operations
standards, the development of staff requirements and participation in training, discipline,
appraisal and other personnel matters.
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LINEAR ORGANIZATION CHART

CANADIAN CENTRE FOR JUSTICE STATISTICS

Assistant Director, Statistics & Informatics Programs ES-7

-Chief, Integration & Analysis ES-6
-4 positions (ES-3, ES-4)

-Program Chief, Law Enforcement ES-6
-10 positions (CR-3, ES-3)

-Program Chief, Non-Criminal Courts ES-6
-7 positions (CR-3 to ES-3)

-Program Chief, Adult Courts ES-6
-9 positions (CR-3 to ES-3)

-Program Chief, Juvenile Justice ES-6
-12 positions (CR-3 to ES-3)

-Program Chief, Corrections ES-6
-7 positions (CR-3 to ES-3)

-Senior Analyst, Legal Aid ES-3
-3 positions (ES-3)

-Head, Systems and Data Retrieval S1-5

-3 Systems Development Officers S1-2

-2 Data Retrieval Officers Cs-1
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73.1 B.M.P.D. No. 1

BENCH-MARK POSITION DESCRIPTION

Bench-mark Position Number: 15 Level: 5

Descriptive Title: Chief, Documentation Control Section Point Rating: 616

Position Profile

This position is responsible for providing access to and physical control of a large photographic
archive. It decides on the general approach to cataloguing and finding aid production. It is responsible
for the organization and conservation of the photographs.

Duties % of Time

Plans and directs the activities of seven employees engaged in the custody and 25

cataloguing of photographic records by:

- setting priorities, developing methods and procedures of operation, adjusting work
loads, developing staff training programs, resolving problems, maintaining
administrative procedures and monitoring statistics;

- reviewing and implementing the various programs of the Section in order to ensure
the quality, continuity and development of the various services provided;

- supervising and assessing the work and performance of the staff;

- controlling financial and personnel allotments;

- preparing reports and correspondence as required on programs, activities and
projects developed by the Section, their results, and resource requirements and
utilization; and

- representing the Section on the divisional management committee.

Controls the physical preservation of photographic records held by the Division in order 35
to make them available to researchers by:
- planning, developing and reviewing accession registration procedures; storage
systems, material and facilities; the internal photo circulation system; and external
transfer systems;
- establishing the appropriate environmental conditions for storing a wide variety of
photographic types and setting priorities for the conservation of deteriorating
photographs;
- interpreting divisional and branch policies, in order to establish broad limits of

custodial procedures;
- setting Division custodial priorities and work loads on the basis of available

resources and the physical state of collections;

- ensuring the organization and arrangement of collections and the preparation of
detailed indexes and finding aids; and

- reviewing custodial statistics to be used in the performance measurement system.

Develops and implements standards of archival documentation to be applied in the 35
cataloguing of archival photographic records by:
- studying trends and developments in methodology of archival description of

photographic records;
- developing, testing, and implementing new methods, techniques, and systems for

describing photographic records to improve reference service and information
retrieval;
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% of Tine
- establ i shing and revising professional guidelines for the nain catal ogue and for the
preparation of conputerized divisional finding aids, including docunentation
manual s;
- revi ewi ng and proposi ng changes for existing conputer docunentation/catal ogui ng
install ati ons; and
- representing the Division on national and international conmttees for catal oguing
and information control, and on the Branch EDP Conmittee.
Perforns other duties such as: 5
- attendi ng neetings at the local, national, or international level on matters
relating to the nore general aspects of archival principles and practices and the
role and functions of the Departnent; and
- participating in various interdivisional or inter-Branch activities such as joint
comm ttee work.
Degr ee/
Poi nt s
Specifications
Skill and Know edge 51 244
The work requires a know edge of the historical devel opnent of photography in Canada and
a basic know edge of Canadian history since 1840; the nature, technology, applications
and interpretation of still photographs; the rules established by the Angl o- Arerican
Cat al oguing Conmittee as they apply to still photographs; environnental factors and
controls, packaging and contai nerization, shipping and transportation nmethods and
systenms, and of exhibition standards and techni ques as they relate to photographic
materials; and archival principles and procedures relating to accessioning, custody,
arrangenent .
The work also requires a knowl edge of the relationship between acquisitions, catal oguing
and public service, and a knowl edge of departnental policies, practices and procedures,
the area of EDP and publications.
The work requires skill in coordinating, directing, evaluating and participating inthe
wor k of specialists and support staff inthe areas of conservation and catal oguing and in
assessing the physical state of photographic records and in determning the treatnent
required to preserve them
This skill and know edge is nornmally acquired by postsecondary education in such fields
as phot ography, conservation or archival science, together with extensive experience in
an archival environnent.
Pr obl em Sol vi ng B3 / 241

The work consists of planning, devel oping, pronoting and reviewing activities for the
cust ody, arrangenent and preservation of photographic records. Considerable judgenent
must be exercised when identifying resource requirenents, establishing priorities and

deci ding which collections are to be processed, conserved, restored or nade available to
researchers.
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Degree/
Points

The subject area covers the care of all types of photograph records which requires
reading in the fields of photo technology application and archival handling, and requires
developing working relationships with conservators, photographers, chemists and other
professionals doing similar work. Judgement and initiative are required in the planning
and developing of internal custodial activities and in identifying the need for new or
revised activities. Courses of action in custodial activities are established by
interpreting present and future needs and determining the validity of operational
guidelines and the adequacy of resources allocated to meet these needs.

Responsibility for Contacts B2 /7 71

The work requires establishing and maintaining contacts with various officials of
government departments and agencies, including various divisions of the department, as
well as with individuals, organizations, and universities, in order to enlist their
cooperation and ensure their contribution in developing controls and standards for
photographic records. Contacts are made with archivists in Canadian and foreign
repositories to discuss problems, procedures, and policies, and to provide guidance,
advice, and information, and with scholars and researchers utilizing divisional
resources.

Supervision C /7 60

The work requires the supervision of seven support staff. This involves planning the
operation of the Section, the setting of priorities, the determining and administering of
resources, and ensuring compliance with divisional and departmental policies.



Soci al Sci ence Support

B.MP.D. No. 15 15.76

LI NEAR ORGANI ZATI ON CHART

DOCUNMENTATI ON CONTROL SECTI ON

Di vi sion Director

- Chi ef, Docunentation
Control Section

- Head, Custodial Unit

-Custodial Oficer

-Custodial Oficer

-Custodial derk

- Head, Catal oguing Unit

- Cat al oguer

- Cat al oguer

SM

SI -5

SI-3

Sl-1

Sl-1

CR-4

LS-2

Sl-1

Sl-1
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77.1 B.M.P.D. No. 16

BENCH-MARK POSITION DESCRIPTION

Bench-mark Position Number: 16 Level: 6

Descriptive Title: Chief, Systems and Operations Point Rating: 718
Industrial Prices

Position Profile

The Industrial Prices Subdivision conducts a number of price surveys, production price indexes covering
agriculture, manufacturing and construction industries, and capital expenditures by all industries. The
work requires the planning, development and ongoing management of the subdivision®s operations. Inaddition to
the application of a variety of subject matter concepts for regular production of statistics, it
involves defining the manner in which new projects are to be undertaken, and the planning, development and use of
computer systems. This work contributes substantially to the overall definition and conduct of the
subdivision®s statistical programme.

Duties % of Time

Prepares long term plans for the subdivision®s systems development and processing 30
operations, adapting to changes in technology and in the statistical programme, to meet
the programme objectives of the subdivision by.

- directing the review of systems concepts, equipment and methods, of statistical
processes, and of processing trends and past performance;

- defining and developing alternate processing and statistical strategies;

- advising on the definition and content of statistical projects and their

objectives;

- interpreting and reformulating statistical plans and underlying concepts to develop
and specify the framework for operational development and implementation of
projects; and

- defining the overall nature and operational priority of developmental production
projects.

Manages the development and operation of systems to collect, compile and publish 55
industrial price statistics by:

- defining and controlling the preparation of detailed plans, resource forecasts and
allocations;

- preparing summary forecasts and budgets and negotiating with senior managers of
other divisions to resolve resource problems;

- establishing time, cost and quality constraints or standards and ensuring adherence
to objectives;

- establishing and managing project teams composed of professionals and specialists
from various sections in the division and other divisions;

- reviewing, evaluating and accepting the work delivered by project teams, and
requesting corrective actions when necessary;

- directing the preparation of cost benefit analyses, technical papers or reports on
future systems development;

- providing technical and consultant services to Economists and Statisticians within
the department with respect to the interpretation and application of price index
theory and systems to compute statistics;

- contacting other divisions to negotiate the supply of data, provisions of support
services and acquisition of equipment; and

- supervising and coordinating through intermediate managers a staff of up to
28 employees, engaged in development, processing and data dissemination.
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Yof Tine

Pl ans and directs the devel opnent of information systens for common use within the 15

di vision to achi eve the progranmme objectives of the division by:

- eval uating requirenments in view of the division's overall objectives and those of
ot her areas;

- formul ating and eval uating the general options and recommendi ng the nost appropriate
appr oach;

- negotiating with other specialists to arrive at an agreed approach for the division;
and

- assi gni ng subdi visional resources to such projects and review ng their work.

Degr ee/
Poi nts

Specifications

Skill and Know edge 6 / 283

The work requires know edge of the statistical concepts of price index nunbers, of the
concepts and procedures associated with the collection and processing of a variety of
price data from other divisions, and of price survey nethodology. It requires know edge
of system anal ysis and design, and of conputer processing. Know edge of the statistical
obj ectives of the organization and of the various devel opnent projects is also required.
The work requires know edge of the principles of project nmanagenent, budgeting and
financial managenent and forecasting, planning techniques and resource nmnagenent.

Skill is required in planning, organizing and controlling the inplenentation of new
statistical projects and the devel opnent of new conputer systens, together with the
ongoi ng production and publication of existing statistical projects. This includes the
devel opment and adaptation of an operational framework for the subdivision's programe
together with the specification and devel opnent of conputer systens which support the
various projects and incorporate changes in technol ogy. The conputer environment includes
the use of large-scale mainframe and of nicroconputer systens. Skill is required in
negotiating with senior officials in specialist areas for the provision of resources for
projects. Skill is also required in planning and coordinating a variety of production
and devel opnental projects undertaken concurrently, including the set-up and direction of
mul ti-disciplinary project teamns.

This skill and know edge is normally acquired by post-secondary education in econom cs,
statistics and conputer science, together with extensive experience in project managenent
and statistical operations.

Pr obl em Sol vi ng C3/ 294

Initiative and judgenent are required in devising and maintaining a practical framework

for devel opment and conduct of statistical operations. The work spans the full range of
survey devel opment and production activities, frominitiation, specification and devel opnment
of projects through to the collection, editing, conpilation and publication of data.
Initiative is required in determning the capacity of the organization to undertake work,

in determ ning approaches to be taken, and in determ ning the constraints on the program
for operational or systemreasons. Judgenent is required in establishing the manner in
which the operations will adapt to changing statistical requirenents, and to changi ng
technol ogy avail abl e for program support.
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Degree/
Points

The work involves the establishment and management of an operational and administrative
framework for both development and production activities, including negotiation for
resources, project planning, the management of multi-disciplinary teams of professional
and technical staff, and of the technical and clerical staff engaged in systems support
and in production. The complexity of the work reflects the problem solving associated
with the application of prices methodology to a variety of survey data encompassing all
industries included in the measurement of the Gross Domestic Product of Canada and the
intensive development and application of computer systems to capture, verify, compile and
present such data. Characteristically, the situation is fluid because of general economic
developments, changing definitions and specifications of commodities and the influence of
one survey group upon another.

Responsibility for Contacts Ccl /7 81

Contacts are primarily confined to areas within the department. The work requires

contacts with senior subject matter officers in the division and in other divisions which

supply data, to negotiate the framework within which statistical projects will be

conducted, and to resolve significant differences which can affect the quality or efficiency

of the work. Contacts with senior officers in specialist support areas are required to negotiate
and manage resources for projects, and to ensure work is performed in a manner satisfactory

to the subdivision. The work also requires regular contact with the other senior

managers in the division to define and monitor the work of the subdivision. There is

occasional contact with users in other divisions, other government departments, and in the

private sector to exchange information and obtain advice.

Supervision C / 60

The work includes supervision, through three subordinate supervisors, of a staff of
twenty-eight in the intermediate and junior levels in the Technical Category and in the

Administrative Support Category. It also includes managing project teams comprising
computer systems, methodology and technical staff.

The work involves planning and directing the development and operation of statistical
processing systems, including establishing objectives and priorities, determining
resources, monitoring performance and assessing overall achievement of objectives.



Soci al Sci ence Support
B.MP.D. No. 16

Assistant Director, Industrial Prices

- Chief, Capital Expenditures

-21 positions (CR-3 to ES-5)

- Chi ef, Goods and Services

-19 positions (CR-3 to ES-5)

-Chief, Systens and Operations

-Head, Systens Research

-10 positions (CR-3 to SI-3)

-Head, Operations

-12 positions (CR-3 to SI-3)

-Head, Information Services

-3 positions (CR-3)

LI NEAR ORGANI ZATI ON CHART

PRI CES DI VI SI ON

ES-7

ES-6

ES- 6

SI-6

SI-5

Sl -4

SI-2
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BENCH-MARK POSITION DESCRIPTION

Bench-mark Position Number: 17 Level: 7

Descriptive Title: Chief, Data Capture Point Rating: 850
Census of Canada

Position Profile

The Census of Canada is a cyclical project occurring every five years. The work comprises three main phases. The
development of operational systems to code, prepare, capture and analyze census information; the implementation
and monitoring of such systems during the operational phase of the census, and the subsequent evaluation of results. The
quality of data produced during the various processing stages is an important consideration because of the widespread use
made of Census data.

Duties % of Time
Initiates and coordinates research and development for the capture and processing of 25
questionnaire data to meet the requirements of the quinquennial Census of Canada program

by:

- examining other countries and other departments/agencies processing systems to

assess their suitability;
- evaluating processing trends and past performance, interpreting them, and developing

alternate processing strategies; ) )
- researching and analyzing operational alternatives for data conversion and capture;

- defining system concepts and specifications;
- directing the study of systems concepts, equipment and methods and statistical

processes for subsequent application; and
- planning, coordinating and analyzing the results of tests, procedural investigations

and feasibilities studies.

Coordinates the development of Census data capture processing systems (manual and 30
automated) including coding, editing, document preparation and conversion in order to
produce a statistically comprehensive and clean data base by:

- defining the objectives of the task and subdividing them into manageable

sub-objectives;
- detailing a plan of action and a list of activities that will lead to the

accomplishment of the objectives;
- preparing the necessary forecasts and budgets to carry out the identified activities;

- setting out contracts with the private sector and other federal departments to carry

out part of the development;
- establishing development teams composed of professionals and specialists from various

- %ﬁ%%i%g?ﬁé and controlling the performance of the various teams through meetings and
reports and/or by monitoring the performance of individuals;

- reviewing, evaluating and accepting the work delivered by the various teams and
requesting corrective actions when necessary; and

- negotiating arrangements with other departments/agencies for the use of their
facilities and/or services in support of the development and/or the implementation
phase.
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Manages the implementation and evaluation of Census data capture systems i.e., the manual

processing system, the automated conversion system and the subsequent control and edit

systems to ensure the delivery of complete data by:

- identifying the availability of equipment facilities and personnel, assessing their
suitability and recommending a course of action to Senior Management;

- securing the necessary equipment, facilities and personnel to carry out the
implementation phase and/or by contracting out to outside firms and federal
departments part of the operations;

- reviewing project plans, priorities, responsibilities, schedules and budget
submissions;

- establishing time, cost and quality constraints and standards and ensuring adherence
to these objectives;

- ensuring availability of back-up resources and maintenance of a framework for the
achievement of objectives;

- supervising, through intermediate managers, a staff of up to 2000 employees hired to
process Census data; and

- preparing cost benefit analysis, technical papers or reports on results and future
systems development.

Coordinates the implementation of policies and procedures related to document reproduction,

storage, retrieval and disposal by:

- reviewing policies and guidelines for the provision of microphotographic, retrieval
and storage services recommending changes;

- undertaking studies of areas for system improvement and recommending changes in
present methods and level of service;

- examining demands for various micro-recording and retrieval services and balancing
these against the unit capacity to establish the level of services required; and

- controlling the custody of, and access to, all previous Census documents from 1871
on.

Performs other duties such as discussing Census methods and mutual problems with
representatives from other statistical agencies; preparing documentation for presentation
to service bureaus and government officials; presenting lectures, presentations or
technical papers on Canadian Census processing methods.

Specifications

Skill and Knowledge

The work requires knowledge of the statistical and economic objectives and concepts of

the Census of Population and Housing and of the techniques used to collect, classify,
process and evaluate statistical data. It requires an appreciation of the priorities,
organization and project phases of the Census, together with a knowledge of the principles
of project management, budgeting and financial management, planning techniques, operations
research and process measurement.

Skill is required in planning, organizing and controlling a quinquennial census project
during development, implementation and evaluation, including the devising of definitional
technical or classification systems, the specifying of manual or automated data capture
constraints in systems design and programming, and the adaptation and application of the

% of Time

30

10

Degree/
Points

7 / 322
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latest innovations in computer technology to mass applications of data capture and data
conversion. Skill is required in negotiating with senior representatives of federal
government agencies for the provision of support services and facilities and in coordina
ting the work of multi-disciplinary project teams. Skill is also required in planning
and organizing a statistical project employing a large staff of temporary workers during

the census period.

This skill and knowledge is normally acquired by post-secondary education in economics,
statistics and computer sciences, together with extensive experience in project
management and statistical operations.

Problem Solving

The work involves both the interpretation of the subject matter specifications and the
development of constraints to be applied in the subsequent design and operation of manual

and automated processing systems used to capture and compile information from the Census

of Population and Housing. Since the census takes place only at five-year intervals it

is necessary to research and evaluate alternatives and forecast requirements on the basis
of previous information and decisions which may not be applicable in the current context.

Judgement is required in the establishment of an operational and administrative framework

for production, including planning, organizing and controlling the activities of the
multi-disciplinary team of professional, technical and clerical staff working in a project
environment. Negotiating arrangements for facilities and services with other departments
and agencies is also an important consideration.

The work involves the decentralized processing of ten million questionnaires within rigid
timeframes with a staff of 2,000. The coordination of both technical and administrative
arrangements span, in addition to regional and interdepartmental boundaries, several

segments of the Census process, such as questionnaire design and production, data

collection and data coding. Technical and operational decisions directly affect the

quality and timeliness of data, which serves as inputs into a wide variety of economic

and social policies and programs developed by government and industry.

Responsibility for Contacts

The work requires contacts with various officials of other federal agencies in order to
negotiate and arrange for the provision of staff and support services during the Census

and to resolve development and operational problems. Contacts are also made with senior
officers of statistical agencies in other countries and other professional associations
interested in the census in order to obtain and discuss information on mass data proces

sing systems and applications. Other contacts are with private organizations to arrange
contracts for systems development and with senior officers within the department to

negotiate the provision of technical and support staff and services.

Supervision

The work includes supervision of a permanent staff of thirty five in the intermediate and
Junior levels in the Technical Category, Administrative and Foreign Service Category and
Administrative Support Category. It also includes managing project teams comprising
professional, technical and contract staff, as well supervising up to 2,000 clerical

staff engaged for periods of up to one year during the census period.

Degree/
Points

D3 / 347

Cl7/ 81

D 7 100
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The work involves planning and directing the design and operation of |large scale
statistical processing systems over the five year cycle of the Census. This includes
establishing objectives and priorities, determ ning and adm ni stering resources,

nmoni toring performances and assessing overall attainment of goals.

Degr ee/

Points
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LINEAR ORGANIZATION CHART

CENSUS OPERATIONS DIVISION

Director, Census Operations EX-1

-Chief, Subject Matter Specifications Development ES-5
-2 positions (CR-4, ES-3)

-Chief, Policy Formulation and Program Development ES-4
-4 positions (CR-2 to ES-2)

-Chief, Customer Services ES-6
-25 positions (CR-3 to ES-5)

-Chief, Data Base Applications and Development ES-5
-17 positions (CR-3 to SI-5)

-Chief, Data Capture S1-7

-Head, Data Conversion S1-4

-14 positions (CR-3 to SI-2)

-Head, Pre-Capture Systems Si1-4

-9 positions (SI1-2, SI-3)
-(up to 1,800 clerical positions during Census period)

-Head, Post Capture Systems Si-4

-9 positions (CR-2 to SI-3)
-(up to 200 clerical positions during Census period)

-Head, Operational Training AS-3

-3 positions
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BENCH-MARK POSITION DESCRIPTION

Bench-mark Position Number: 18 Level: 8

Descriptive Title: Assistant Director, Census Point Rating: 1000
of Merchandising

Position Profile

The Census of Merchandising is a periodic project to collect, analyze and publish information on the size
and nature of merchandising activities in Canada. The work involves defining the area to be covered,
development of subject-matter specifications, census procedures, processing and the analysis and distribution
of results.

Duties % of Time

Directs and participates in the development of the subject-area specifications for the 25
Census of Retail and Services Trades Program to ensure coverage of a universe of

240,000 businesses classified in approximately 232 groups appropriate to the requirements

of users and the reporting capabilities of respondents by:

- identifying the requirements of the Department for data that are consistent with
those from other sectors of the economy (such as manufacturing) and with the overall
concepts and objectives of economic statistics, and that provide a sound framework
of intercensal sampling and non-census but related surveys;

- identifying the data requirements of other federal, provincial and municipal
government agencies and private users such as manufacturers, market research firms,
and business and financial publications;

- identifying the capabilities of respondents to provide information;

- reconciling the various requirements and capabilities through detailed examination
and discussion with interested parties;

- reviewing developments and changes, identifying trends and anticipating further
developments in the subject area that could become significant by the date of the
census-taking;

- supervising subordinate professional and technical staff participating in the work;
and

- determining the coverage requirements by region, type and organization of business
or trade, commodity line, and the limitations imposed by staff, facilities available,
time and money.

Plans and conducts the census-taking operations, postcensal processing and publication of 20
data, and intercensal sample surveys of commodity detail by:
- estimating and detailing requirements for staff, budget and supporting facilities;
- establishing priorities and work schedules to meet predetermined completion dates;
- directing and participating in the development of survey questionnaires and
methodology for the collection, coding, editing, tabulating and publishing of data;
and
- reviewing and approving lists of respondents to meet the requirements of established
universes.
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Initiates and maintains effective working relations with officials of the Department,
other government agencies and business, as the officer responsible for the development
and conduct of the census and as the principal subject-area specialist on the retail and
service trades, to promote understanding of the subject area and of the objectives, uses
and limitations of the census by:

conducting meetings and corresponding with federal, provincial and municipal
government agency officials and private users such as officials of manufacturers®
associations, market research groups, and business and financial publications to
identify and discuss their data requirements, explain practical limitations to these,
and negotiate specific agreements on census content;

conducting meetings and corresponding with respondents through officials of retail
and service trade associations to explain requirements, identify and discuss their
capabilities in supplying information, and negotiate specific agreements on the
content and procedures of the census;

participating in departmental committees as the adviser in this subject area, to
assist in the formulation of integrated economic statistical objectives, concepts

and methodology; and

advising departmental and outside officials on the significance, uses and limitations
of statistics in the retail and service trades.

Plans, directs and participates in the analysis of data obtained through the census and
the intercensal sample surveys to identify and reconcile discontinuities and to identify
and assess the significance of trends and changes in the trades industries surveyed by:

directing a small professional and technical staff;

assisting university specialists employed under contract to write monographs
analysing portions of census data; and

analysing more significant or complex portions of the data.

Correlates and reconciles census results with those projected from current sample surveys
in conjunction with statisticians responsible for current trade statistics, by analyses
and discussion.

Directs a permanent staff of 12 employees at the intermediate and junior levels in the
Scientific and Professional Category, Administrative Support Category, and the Social
Science Support Group, and an additional casual work force of 75 person-years during the
census year and 30 person-years in both the preceding and following years by:

providing and maintaining complete instructions for the training of staff;

instructing subordinate supervisors in the organization and supervision of staff;
and

reviewing and making recommendations on staff matters such as promotion, discipline,
separation and training.

Performs other duties such as studying publications and journals describing developments
within the subject area and planning the preparation of special tabulations and analyses
in response to requests.

% of Time

10

20

10

10
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Degree/
Soi
Specifications Points
Skill and Knowledge 9 / 400

The work requires a knowledge of the structure, organization and development of the retail

and service industries in Canada, together with the differences in administrative,

marketing and other business practices between specific trades and regions under various

economic conditions. It also requires knowledge of the statistical and economic objectives
and concepts of the Economic Statistics Branch and of the techniques used to

collect, classify and evaluate statistical information. Also required is an appreciation

of the statistical needs and economic objectives of other public and private organizations

and associations.

Skill is required in developing and conducting a census of retail and service trades in
Canada, including the specification of the subject-area content and the devising of
definitional and classification systems, and census-taking and data evaluation procedures
and techniques. Skill is also required in anticipating developments in the subject area
and requirements of users, specifying the detailed plans for the census in advance of its
implementation, and ensuring that plans reflect actual conditions and requirements and

provide data adequate for postcensal estimates. Skill is required in making arrangements
with senior representatives of manufacturing and merchandising businesses and associations

and other federal and provincial government agencies, to collect and provide data appropriate
to their capabilities and requirements. Skill is also required in planning and
organizing a statistical project employing a large staff of temporary workers during the
census years.

This skill and knowledge is normally acquired by post-secondary school education in
economics and business administration, together with extensive experience both in the
subject area and in statistical operations.

Problem Solving D4 / 400

The work requires identifying and reconciling user requirements for statistics pertaining
to the retail and service industries in Canada. Since the census takes place only at
periodic intervals it is necessary to forecast developments in the industries themselves

to specify the subject-area content of the census. Judgement is required in devising the
definitional and classification structure of the census consistent with the conceptual
framework of the other business and trade surveys and appropriate to the nature of this
specific subject area. The work also requires the development and implementation of the
statistical collection, processing and administrative procedures and methods appropriate
both to departmental requirements and respondents® capabilities. It also involves the
planning and conduct of special intercensal sample surveys in the same subject area.

Advice is given to other departmental and non-departmental officials on the nature and
development of the industries.

The work comprises a subject area including some 240,000 businesses classified to

232 trades, and further subdivided by regional and economic differences. These industries
are characterized by rapid change and development resulting in the introduction and

expansion of new trades, the decline of others, and continuing specialization and diversification
in commodities sold or services rendered. They are subject to numerous economic,
organizational and social developments.



Soci al Sci ence Support
B.MP.D. No. 18 18. 89

Degr ee/
Poi nt s

Responsi bility for Contacts Cc2 / 100

The work requires contacts with various officials of Canadi an business and of federal and
provinci al government agencies who use the statistics, to identify, discuss and reconcile
their statistical needs and to advise themof the uses and limtations of the statistics.
It al so requires contacts with representatives of retail and service trade associations

to explain census requirenments, identify and discuss conditions in the industry, discuss
their capabilities to provide data, and negotiate satisfactory reporting arrangenents.

O her contacts are with officers of the Departnent and other departnents and agencies
engaged in related statistical prograns to resolve problens of conparability, and with

mar ket and other researchers interested inthe statistics.

Supervi si on D/ 100

The work includes supervision of a permanent staff of 12 enployees at the internediate
and junior levels in the Scientific and Professional Category, Administrative Support
Category, and the Social Science Support Group. It also includes planning for and super
vision of a staff of 75 casual person-years during the census year and 30 casual
person-years in both the preceding and followi ng years. The number of person-years
supervi sed averages 37 over a five-year period.
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LINEAR ORGANIZATION CHART

MERCHANDISING AND SERVICES

Director, Merchandising and Services

- Chief, Retail Trades

- Chief, Wholesale Trades

- Chief, Services

- Assistant Director,
Census of Merchandising

- Head, Development

- (3 positions CR-3 to SI-2)

- Head, Operations

- (5 positions CR-3 to CR-5)

- Head, Analysis

- Analyst

- (up to 75 clerical positions
during census period)

Social Science Support

EX-2

ES-6

ES-6

ES-6

SI1-8

SI-5

Si-4

ES-4

B.M.P.D. No.

18



