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DATA PROCESSI NG

PREFACE

Thi s standard describes the plans to be used in classifying and eval uating
positions in the Data Processing Goup, and in selecting personnel for

appoi ntment to them The Group consists of two Sub-groups: Data Conversion and
Dat a Producti on.

The classification and eval uation plans provide a quantitative nethod for
determning the relative value of positions in the group, and the selection plans
describe the nmethod to be used for determning the qualifications required of
candi dat es and assessing the extent to which they possess them Bench-nmark position
descriptions are provided which serve both as a reference for position evaluation
and for selection.

The standard is designed for use by classification officers, staffing officers and
I ine managers who are involved in the classification and staffing of Data
Processi ng Group positions.

It is the responsibility of the |ine manager to determ ne and describe the
duties and responsibilities of a position, and the qualifications required of
its incunbent. During the process the personnel officer will provide advice
and assi stance to the |ine manager as required.

Subsequent to the devel opment of a position description it will be the

responsibility of the personnel officers to ensure that |egislative and
del egated authorities are effectively discharged. Werever feasible the
l'i ne manager or other line officers should actively participate in the
classification and staffing process.
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DATA PROCESSI NG

CATEGORY DEFI NI TI ON

Cccupati onal categories were repealed by the Public Service Reform Act (PSRA),

effective April 1, 1993. Therefore, the occupational category definitions have

been deleted fromthe classification standards.
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DATA PROCESSI NG

GROUP DEFI NI TI ON

For occupational group allocation, it is recommended that you use the Cccupationa
Group Definition Maps, which provide the 1999 group definition and their corresponding

i nclusion and excl usion statenents. The maps explicitly link the relevant parts of the

overal | 1999 occupational group definition to each classification standard.
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DATA PROCESSI NG
Dat a Conver si on

PART |
POSI T1 ON CLASSI FI CATI ON AND EVALUATI ON PLAN
DATA CONVERSI ON SUB- GROUP

I NTRODUCTI ON

This part of the standard consists of an introduction, a definition of the Data
Conversi on Sub-group, a glossary of terms, factor definitions and point-rating
scal es. Bench-Mark Position Descriptions are located in Part I11.

Point-rating is an analytical, quantitative nethod of determining the relative
value of jobs. It is particularly suited to heterogeneous occupati onal groups and
sub-groups in which the work consists of varied conbinations of duties. Point-rating
pl ans define characteristics or factors common to the work being eval uated and
define degrees of each factor. Point values are assigned to each degree and the
val ue of each job is the sumof the point values assigned by raters.

Al'l nmethods of job evaluation require the exercise of judgnment and the orderly
collection and analysis of job information in order that consistent judgnents can
be made. The point-rating nmethod facilitates rational discussion and resol ution of
differences in determning the relative values of jobs.

Factors

The conbined factors do not describe all aspects of jobs. They deal only with
those characteristics that can be defined, distinguished and neasured and that are
therefore useful in determining the relative values of jobs. Three factors are
used in this plan.

Poi nt Val ues

In the rating plan, the factors and point val ues shown bel ow

are used.

Poi nt Val ues
Fact or M ni num Maxi num
Skill and Know edge 80 400
Conpl exi ty 80 400
Super vi si on 10 200

170 1000
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DATA PROCESSI NG
Dat a Conver si on

Bench-nmark Positions

Bench-mark position descriptions are used toillustrate the work and exenplify degrees
of each factor. Each description consists of a brief sunmary, duties with the
percentage of tinme devoted to each, and specifications witten in terns of the three
factors. The bench-nmark positions have been evaluated, and the degree and point val ues
assigned to each factor are shown in the specifications.

The rating scales indicate the bench-mark position descriptions exenplifying each degree.
These position descriptions serve as sources of reference for validating judgnments nade
in applying the factors provided for the evaluation of positions in this sub-group. Their
purpose is therefore to aid raters and ensure consistency in the application of the
rati ng scal es.

Use of the Evaluation Plan

There are five steps in the application of this evaluation plan.

1. The description of duties for a position is studied to ensure
under st andi ng of the work. The relation of the position being
rated to positions above and below it in the organization is al so
studi ed. Allocation of the position to the category,
group and sub-group is confirnmed by reference to the definitions and
descriptions of inclusions and excl usions.

2. Tentati ve degrees of each factor in the position being rated are
determ ned by conparison of the duties with degree definitions in the
rating scales. Uniformapplication of degree definitions requires
frequent reference to the descriptions of factors and the notes to
raters.

3. The descriptions of the factor in each of the bench-nmarks
exempl i fying the degree tentatively selected are conpared with the
description of the factor in the position being rated. Conparisons are
al so made with descriptions of the factor in bench-marks for the degree
above and bel ow the one tentatively sel ected

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

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

Det ermi nati on of Levels

The ultimate objective of job evaluation is to deternine the relative value of jobs in
occupational groups so that enployees may be paid at rates consistent with the
relati onship indicated. Jobs defined within a designated range of point val ues
will be regarded as of equal difficulty and value and will be allocated to the same
| evel .
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Dat a Conver si on

Skill and Know edge
Conpl exi ty

Super vi si on

LEVELS
DA- CON 1
DA-CON 2
DA-CON 3
DA-CON 4
DA-CON 5
DA-CON 6
DA-CON 7

DA-CON 8

February 1974

RATI NG SCALES

FACTOR WEI GHTS

PO NT BOUNDARI ES

400

400

200
1, 000

POl NTS
170 - 244
245 - 354
355 - 464
465 - 574
575 - 684
685 - 794
795 - 904
905 - 1000



DATA PROCESSI NG
Dat a Conver si on

SUB- GROUP DEFI NI TI ON

The performance or supervision of duties requiring the operation of electro-
nmechani cal data conversion equi pent or the operation and control of electronic
data conversion stations or systems for the purpose of transferring data from
source docunents to fornms suitable for conputer, or auxiliary equipnent,
processi ng.

I ncl usi ons

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

- The operation of nuneric and al pha-nuneri c key-punch equi prent to
record or verify data on cards.

- The operation of al pha-nuneric key-to-tape equiprment to record or
verify data on magnetic tape via a nmagnetic disc or drum

- The operation of direct data entry equi pnent to transfer data
directly to conputer.

- The operation of keying equipnent for the purpose of converting data
processing by an Optical Character Reader

- The devel opnment and inpl enentation of instruction for training
data conversion staff to performtheir duties.

- The supervision of any of the above duties.

Excl usi ons

Positions excluded fromthis sub-group are those allocated to the Data
Producti on Sub-group.

February 1974
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Dat a Conversi on

d ossary of Ternms

The interpretations to be accorded technical and other terns which appear in the
classification standard for the Data Conversion Sub-group are explained in this
gl ossary.

"Application" refers to one or nore source docurments that are subject to a single set of
keying instructions. Applications described as conplex are those in which the keying
instructions pertain to conpl ex source docunents.

" Conpl ex source docunents" are characterized by such features as

- the presentation of data in a formnot conpatible with the encoded recorded
| ayout,

- the presentation of data in program | anguage or synbolic form

These features, or those of equal conplexity, require the |ocation, interpretati on and/ or
coding of information concurrent with the conversion of data. As a consequence, the
processi ng of conpl ex source docurrents is nmore denandi ng of skill and know edge than is the
processi ng of non-conpl ex source docunents.

"Data conversion equipnent” refers to data entry equi pment as well as el ectro-
mechani cal or electronic verification machines and the supervisory consol e of an
el ectroni c data conversi on system

"Data entry equiprent” refers to el ectro-mechani cal or el ectronic keying machi nes used by a
data conversion operator to enter data onto punched cards, or other forms, nmagnetic tape or
into storage prior to processing by a conmputer or optical character reader

"Non- conpl ex source docunents" are characterized by:

- the presentation of data in a readily di scernable formconpatible, in
nost respects, with the encoded record | ayout. Such docunents are
nost adaptable for high rate conversion production as they ninimze the
requirement to locate, code or interpret data.

"Source docurment” refers to the material which presents information for conversion to
forms suitable for conputer or auxiliary equi pment processing. Such material may consi st
of one or nmore pages and may or rmay not be specifically designed for data conversion
purposes. In this standard, source docunents are described as "conpl ex" or "non-
conpl ex" in order to distinguish differing degrees of difficulty encountered in the
conversi on of data.
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Dat a Conver si on

"Support equi prent"” refers to those machi nes operated by a data conversion operator on a
part-time basis as a mnor function. It consists of equi pment common to a data
processi ng environnent such as sorters, collators, reproducers, on-line printers and card
readers, conmmuni cations key-tape equi pnent, support conputers and renote termnals.

"Teanm! refers to a nunber of data conversion operators under the guidance of a |ead
oper at or.

"Unit" refers to nmore than one team or a nunber of data conversion operators, worKking
under the supervision of a supervisor or assistant supervisor.

February 1974 | -6
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Dat a Conver si on

SKILL AND KNOW.EDGE FACTOR

This factor neasures the difficulty of the work in terns of the skill and know edge
required to operate and to supervi se the operation of data conversion and support
equi prent .

Notes to Raters

The degrees of this factor are exenplified by bench-mark position descriptions. The
bench-mark positions are assigned to a degree by considering the follow ng
characteristics:

1. The requirement for a know edge of the operation and capabilities of data
conver si on equi pnent.

2. The application of skills necessary for the operation of data
conver si on equi prent.

3. The application of know edge for such purposes as processing source docunents,
pl anni ng and schedul i ng work, coordinating and controlling the operations of
one or nore work units, determ ning key-stroke rates and participating in the
devel opnent of formats for source docunents, witing operational procedures
and data conversion instructions, resolving operator difficulties with respect
to source docunents and equi pment, recruiting or selecting, counseling and
training staff, estimating data conversion costs to users, and submitting data
and recommendati ons to senior data processing authority regarding staff and
equi pnent requirenents.

Any one characteristic is only an indication of the skill and know edge required by
the work and the whol e context within which the work is perforned is to be
consi der ed.

The degree to be assigned within this factor is to be determned by considering the
three broad skill and know edge areas |isted above. The degree tentatively sel ected
is then confirmed by conparing the duties of the position being rated with the
duties and specifications of the bench-mark positions.

February 1974 I-7
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Dat a conversion

RATI NG SCALE - SKILL AND KNOWEDGE FACTCOR

Skill and

Knowl edge Poi n
1 80
2 133
3 186
4 239
5 292
6 345
7 400

*Al'l page nunbers refer to Part

February 1974

ts Bench-mark Position Description

Juni or Data Conversion
Qper at or
OCR Dat a Conversi on Operat or

Dat a Conversion Operator A
OCR Dat a Conversion Lead
Oper at or

Dat a Conversion Lead Operator

Dat a Conversion Operator B

Dat a Conversi on System Lead
Oper at or

Dat a Conversi on System
Supervi sor A

Dat a Conversi on System Consol e
Oper at or

Dat a Conversion System
Supervi sor B

Unit Supervisor, Data Conversion
Group Supervisor, Data Conversion

Dat a Conversion Unit Supervisor
Dat a Conversion Supervisor
Group Head, Data Conversion

Dat a Conversi on Section Head

10. 3

11.2
13.2

12.2
14. 4
15.3

16. 3
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COVPLEXITY FACTOR

This factor is used to neasure the difficulty of the work in ternms of the
requirenent to exercise initiative and judgnent and the variety and nature of
the duties perforned.

Notes to Raters

The factor consists of two elenents: "Scope for Initiative and Judgment" and
"Variety".

"Scope for Initiative and Judgrment” provides four degrees and refers to the
requirenent to select particular courses of action within the framework of
instructions, regulations and established procedures, the availability of
direction or supervision, and the degree of authority del egated by supervisors.
The criterion for the assignment of a position to a degree is that the duties
must include a majority of the characteristics of that degree.

The six degrees of the "Variety" elenent are illustrated by the bench-nark
position descriptions. Characteristics of the work such as the following are
to be considered in determning the tentative degree of this el enent:

- The variety and conpl exity of equi pment operated, supervised or
control |l ed through planni ng

- The nunmber and nature of duties perforned and the difference of the
duties from one another.

- The conplexity of applications* processed or the nunber
of applications supervised or controlled through the supervisory
consol e.

- The degree of fluctuation in workload and staff.

Any one characteristic is only an indication of variety and the whol e cont ext
within which the work is perforned is to be considered

The degrees of the two elenments tentatively selected are to be confirnmed by conparing
the duties of the position being rated with the duties and specifications of the bench-
mark positions that exenplify those degrees tentatively sel ected.

*See G ossary of Terns page |-5
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Dat a Conver si on

Degree of

Variety

6

RATI NG SCALE -

COVPLEXI TY FACTOR

Scope for Initiative

and Judgment

Methods and procedures
are generally
prescribed in detail
for the operation of
data conversion and
support equipment.*

There is a limited
requirement for the
exercise of initiative
and judgment in the
processing of source
documents and the
operation of support
equipment.

Supervisory guidance
is readily available.

Primary duties require
the operation of data
conversion equipment,
in accordance with
methods and procedures
that are well-defined,
and the provision of
guidance to data
conversion operators or
the operation of support
equipment.

There is a requirement
to exercise initiative

and judgment in the
interpretation of
source documents and
data conversion
instructions, re-
assigning work, and
the occasional operation
of the supervisory
console or support
equipment.

Supervisory guidance
is generally not
readily available.

A B
80 Page** Page**
Junior Data
Conversion
Operator 1.1
OCR Data Conversion
Operator A 2.1
150
OCR Data Conversion
135 Lead Operator 4.2
Data Conversion Data Conversion
Operator A 3.2 Lead Operator 5.2
190 205
Data Conversion
Operator B 6.3
Data Conversion
System Lead
Operator 7.2
260

*See G ossary of Terms page |-5 **All
page nunbers refer to Part
February 1974

I,
I-10

Methods and procedures
are well-defined.

Initiative and judgment are
required in

assigning work to
operators and in
selecting appropriate
procedures or courses
of action related to
resolving problems
concerning equipment
operation, source data,
and daily production
schedules.

Initiative and judgment
are required in developing,
modifying and/or interpreting
data conversion
instructions and procedures, in
developing
production standards
and in adjusting
schedules to meet
changing priorities.

Initiative and judgment
are also required in
assigning work, in
allocating staff and
using equipment to meet

Initiative and judgment are alsoproduction deadlines, in

required

in the operation of,
or supervising the
operation of, the
supervisory console
and in recommending
solutions to
problems pertaining
to workloads and
deadlines.

Page**

220
Data Conversion
System Super
visor A 8.2
Data Conversion
System Console
Operator 9.3

275
Data Conversion
System Super-

visor B 10.3
Unit Supervisor,
Data Conversion 11.3

330

recommending data
conversion procedures
for new applications in
consultation with users,
in supervising the
operation of the
supervisory console, and
in organizing and
directing on-going
operations.

Judgment is required in
estimating costs of data
conversion work to users
and in recommending to
senior data processing
authority changes in
equipment, manpower and
organization.

Page *

290
Data Conversion
Unit Supervisor

345
Group Supervisor,
Data Conversion
Data Conversion
Supervisor
Group Head, Data
Conversion

14.3

15.3

400
Data Conversion

Section Head 16.3
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Dat a Conver si on

SUPERVI SI ON FACTCOR

This factor measures the nature of supervisory responsibility for the work and t he
nunbers of enpl oyees supervi sed.

Definitions

"Nat ure of Supervisory Responsibility" refers to the extent to which a supervisory position
is responsible for such activities as controlling the quantity and quality of work
produced, assigning work, allocating staff, evaluating enpl oyee perfornmance, training
and disciplining staff and maki ng reconmendati ons on equi pnent or staff

requirenents.

“"Nurber of Enployees Supervised" refers to the total nunber of enployees for
whom the incunbent of the position exercises supervisory control directly or through
subor di nat e supervi sors.

Notes to Raters

The two elenents of the factor are the nature of supervisory responsibility and the nunber
of enpl oyees supervised directly or through subordi nate supervisors.

In all positions there is some requirenment for showing others howto performtasks or duties;
therefore all positions will be assigned a mninumof 10 points (Degree A;) regardl ess of
t he nunber of enpl oyees invol ved.

Inrating positions all the characteristics outlined for each degree of the Nature of
Supervi sory Responsibility element nust be considered. The criterion for the
assignment of a position to a degree is that the duties nust include a majority of the
characteristics of that degree

Qccasi onal supervi sion, such as that performed during absences of the supervisor on annua
or sick leave, is not to be rated.

For the purpose of this plan the nunmber of enployees supervised is established by
totaling the follow ng:

1. The nunber of enployees for whomthe incunmbent of the position has
continuing responsibility.

2. The nunmber of man-years of work perforned by casual, part-tine
and seasonal enpl oyees.

3. The average number of man-years supervised where the work is

organi zed on a project basis and follows a cycle having a duration in
excess of a cal endar year.

February 1974 1-11



DATA PROCESSI NG Dat a
Conver si on

Nature of Supervisory
Responsibility and Degree

Showsother employesshow to perform
tasks or duties

Checkswork in process or upon completion for adherence
to instructions.

Assists operator in resolving problems relating to
equipment malfunction or data conversion procedures.

Trains operator to operate equipment, to process
applications and follow operating instructions.

Reports verbally on employee performance.

Directly assigns work based on knowledge of equipment
and operator capabilities.

Monitors the work of operators to ensure maintenance
of work standards and priorities.

Reviews work upon completion and accepts or rejects.

SUPERVI SI ON FACTOR

Trains operator or lead operator to operate equipment, to process a

variety of applications, and
to follow a variety of operating instructions.

Discusses employee performance with supervisor and
emnlovea

Assigns work directly or through subordinate
SUpEervisor or supervisors.

Makes short-term allocations of staff between units to

cope with changing workload, production delays, changesin

job schedules or priorities and absences.
Establishes and recommends production standards.

Implements operator training program.

Reports on employee performance and discusses it with senior

supervisor, and proposes retention, promotion,
incentive pay changes, and disciplinary action or
dismissal.

Dranncac rhannaoc in tha niimhar Ar flaccifiratinn Af nncitinne

Assigns work through sub-supervisors.
Approves production and quality of work standards.

Allocates staff between groups or unitsto meet long
term production requirements and to ensure their
effective utilization and development.

Plans and develops instruction for training staff
to perform their duties.

Formally evaluates performance of subordinates and
discusses evaluation with them.

Interviews employees, for counseling and guidance,
and applicants for employment.

Formally recommends disciplinary action.

Formally recommends changes in the number and
classification of positions.

*Ail page numbers refer ta Part

February, 1974

1-12

Bench-mark Position Descriptions

Junior Data Conversion Operator
OCR Data Conversion Operator
Data Conversion Operator A

OCR Data Conversion Lead Operator
Data Conversion Lead Operator

Data Conversion System Lead
Operator

Data Conversion System Console
Operator

Data Conversion System Supervisor A
Data Conversion System Supervisor B
Unit Supervisor, Data Conversion

Data Conversion Unit Supervisor
Group Supervisor, Data Conversion
Data Conversion Supervisor

Group Head, Data Conversion
Data Conversion Section Head

11
2.1
3.2

4.2
5.2

7.2
9.3

8.3
10.3
11.3

12.3
13.3
14.5

154
16.4
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RATI NG SCALE - SUPERVI SI ON FACTOR

Nunmber of Enpl oyees Nat ure of Supervisory Responsibility
Supervi sed and Degree and Degree
A B C D E

Any no. of enployees 1 10
1-4 2 20 55 90 125
5- 10 3 35 70 105 140

11 - 30 4 50 85 120 155

31 - 75 5 100 135 170
76 - 125 115 150 185
126 + 130 165 200

February 1974 I-13
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PART I
SELECTI ON PLAN
DATA CONVERSI ON SUB- GROUP

| NTRODUCTI ON

The Selection Plan includes the Selection Standard for this Goup devel oped pursuant to
Section 12 of the Public Service Enploynent Act, with instructions for adapting it to the
requi rements of individual positions in the formof a Statement of Qualifications.

Section 6 of the Public Service Enploynent Regul ations requires that a Statenent of
Qualifications be prepared for each position to which an appoi nt ment

is to be made. Each Statement of Qualifications is to specify and differentiate
between those qualifications that are essential and those qualifications, if any, that are
desirable for the performance of the duties and responsibilities of a position.

Qualifications refer to any training, ability, know edge, acconplishnent or personal
attribute that is essential or desirable for perfornmance of the duties and
responsibilities of a position.

As qualifications vary with the job content requirenents of individual positions they nust be
identified for each position for which staffing action is intended. They are to be based on the
duties and responsibilities of the position concerned and expressed in the formof a
Statement of qualifications. These qualifications then become the criteria agai nst which
selections are nade for that staffing action.

The following pages contain an explanation of the various parts of a Statement of
Qualifications, a description of qualifications for positions in this Subgroup, a Rating
Quide and a description of the nethods to be used in assessing the qualifications of
candidates for these positions. Exanples of Statenents of Qalifications for
positions in this Sub-Goup based on Bench-Mark Position Descriptions are presented in
Part 111 of this Standard.

February 1974 -1
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STATEMENT OF QUALI FI CATI ONS

Structure

The basic structure of a Statement of Qualifications is as follows: ESSENTI AL

QUALI FI CATI ONS

BASI C REQUI REMENTS

- Education Factor

- Occupational Certification Factor
- Achievement, Skills or Aptitudes Factor

- Language Requirenents Factor

- Experience Factor

RATED REQUI REMENTS

- Know edge Fact or

Abilities Factor

- Personal Suitability Factor

DESI RABLE QUALI FI CATI ONS

- (I'ndividual qualifications that are desirable, if any.)

February 1974 11-2
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Definitions
A Staterment of Qualifications consists of two conmponents
ESSENTI AL QUALI FI CATIONS - This conmponent provides for the inclusion of qual-

i fications which a person nmust possess in order to adequately performthe duties and
responsibilities of a position. It consists of two sub-conponents:

BASI C REQUI REMENTS - Thi s sub-conponent provides for the inclusion of

those essential qualifications that are used for initial screening purposes.
Applicants nust neet the Basic Requirements before consideration can be given to
their other qualifications. Basic Requirenments are mnimumcriteria and are not
rated by degree. Basic Requirements include the followi ng five Sel ection
Factors:

Education - (a) Refers to a background in acadenic, vocational or technical
studies and trai ning which is recognized through the actual or imminent
conferring of a degree, diploma, certificate or other official docunment by an
approved educational institution or agency.

(b) Acceptabl e performance on tests prescribed by the
Publ i c Service Commission may be an alternative, when specified.

Occupational Certification - Refers to the possession of or eligibility for
occupational credentials in the formof a license, certificate, registration
letter, papers or other documents which constitute official recognition of
occupati onal conpetence.

Achi evenent, Skills or Aptitudes - Refers to special exam nations or
tests used to assess achi evenents, skills or aptitudes which are basic to the
performance of the duties and responsibilities of a position.

Language Requirenent - Refers to the need for a know edge of either the
Engli sh | anguage, the French | anguage, either one or the other or both in
relation to the duties and responsibilities of a position.

February 1974 11-3
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Dat a Conversion

Experience - Refers to actual participation or practice in activities
related to the duties and responsibilities of a position. It nmeans the
acqui sition or exercise of know edge or abilities in vocational or a vocational
circunstances including voluntary work; and it is conditioned by the
achi evenent realized during its acquisition and by the environnent in
which it is gained. Experience requirenents nust not be expressed in terns
of a specific nunber of years.

NOTE: Pre-enmpl oynent nedical examination requirenents are to be in
accordance with Appendi x 13 of the Staffing Manual and are not to be
included in the Satenent of Qualifications.

RATED REQUI REMENTS - This sub-conponent provides for the inclusion of those essential
qualifications which are used for the rating and ranking of candi dates who have net the
Basi ¢ Requirenments. Rated Requirenents include the followi ng three Sel ection
Factors:

Know edge - Refers to information concerning facts, theories, systens, practices,
regul ati ons and other subject-matter relevant to the perfornance of the duties and
responsi bilities of a position.

Abilities - Refers to conpetence in the use of tools, naterials, and equi prent or
the application of methods, systens, techniques, practices, policies, regulations
and ot her subject-matter relevant to the performance of the duties and

responsi bilities of a position.

Personal Suitability - Refers to personal traits or characteristics
whi ch condition the utilization of know edge and abilities in the performance
of the duties and responsibilities of a position.

DESI RABLE QUALI FI CATI ONS - Thi s conponent provides for the inclusion of qualifications which,
al though not essential, may further contribute to or enhance a candi date's perfornmance of

the duties and responsibilities of a position. The use of Desirable Qualifications is
optional, but they nust not be used for screeni ng purposes. When they are applicable, they
are to be included in the Statenent of Qualifications at the sane tine that the Essenti al
Qualifications are specified, and they are to be assessed only as part of the rating and ranki ng of
candi dates who have net both the Basic Requirenents and Rated Requirenments for the position.
Any job-related qualifications other than know edge of a second official |anguage may be
used as Desirable Qualifications, but they should be used sparingly, if at all.
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SELECTI ON STANDARD - DATA CONVERSI ON SUB- GROUP

Qual ifications applicable to positions in the Data Conversion Sub-QGoup are as
fol |l ows:

ESSENTI AL QUALI FI CATI ONS

BASI C REQUI REMENTS

Educati on Fact or

This factor is applicable to all positions in this Sub-Q oup.

Based on the duties and responsibilities of the position, include in the
Statement of Qualifications a description of the Education considered

necessary.
The m ni num education qualification for the Data Conversion Sub-Goup is:

- Conpl etion of grade ten or achi evement of a satisfactory score on PSC
Exam nation 1.

NOTE: Possession of the "conpletion of grade ten" qualification is
normal ly to be determ ned on the basis of information provided on
applications or in personal inventories. Further evidence, if
requi red, may be found in docunents such as a school |eaving certificate
or an official school report card.

Achi evenent, Skills or Aptitudes Factor

This factor is applicable to all positions in this Sub-G oup
Based on the duties and responsibilities of the position, include in the

Statenent of Qualifications a description of the Achievenent, Skills or
Aptitudes considered necessary for Operators or Trai nees.
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Dat a Conver si on

OPERATORS:
For positions in this Sub-Goup requiring skilled data conversion operators,
t he basi c equi pnent operation skill requirenent is:
- Skill in keying al pha-nuneric or numeric data conpleting at least fifty 60

colum records in 15 mnutes with not nore than a 5%error rate.

NOTE: Possession of this qualification is normally determ ned on the
basis of appropriate tests on relevant data conversion equi pnent, including
the PSC Keypunch test. Experienced persons having proven conpetence on
rel evant data conversion equi pment may be accepted wi thout testing.

TRAI NEES:

For positions in this Sub-Goup used for Trainees, the basic skill or aptitude
requi rements are:

Skill in keying al pha-nuneric or nuneric data, conpleting

at least twenty-five 60 column records in 15 mnutes with not more than a
10%error rate; or skill in typing at a speed of at |east 25 words per
mnute with not nore than a 2%error rate;

OR
Capacity to learn to operate data conversi on equi pnent.

NOTE: (a) Possession of such Trainees qualifications may be determ ned on
t he basis of:

- appropriate tests on rel evant data conversi on equi pment; or
- acceptabl e performance on PSC Keypunch or Typi ng Tests; or
- acceptabl e performance on typing tests used by Canada
Manpower Centres; or
- a graduation diploma, a certificate or equival ent docunent for typing issued by an
approved training organization.
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(b) Possession of the trainee aptitude qualification may be
determ ned on the basis of:

- achievenent of a satisfactory score on an appropriate aptitude
test approved for use by the Public Service Conmi ssion.

Language Requi renent

This factor is applicable to all positions in this Sub-G oup.

Fromthe qualifications |isted bel ow, determne which one is applicable to the
position to be staffed.

A know edge of the English | anguage is essential for this position.

A knowl edge of the French | anguage is essential for this position.

A know edge of either the English | anguage or the French | anguage is
essential for this position.

A know edge of both the English | anguage and the French | anguage is

essential for this position.

Experi ence

This factor is applicable to positions inthis Goup for which it is considered

necessary to have had previous experience related to the duties and responsibilities
i nvol ved.

Based on the duties and responsibilities of the position include in the Statenent of
Qualifications a description of the Experience consi dered necessary. Foll ow ng
is an exanple of an Experience qualification:

"Experience - Experience in data conversion operations."

NOTE: (a) To raise Basic Requirenments for positions in this Goup
above the ninima prescribed, special permssion nmust be
obtai ned fromthe Public Service Conmm ssion.

(b) When used in regard to Basic Requirenents, terns such as
"recogni zed", "eligibility", "approved', "accredited" or
"equivalent" refer to acceptability for staffing purposes as
regul ated by the Public Service Comm ssion Staffing Program
concer ned.

(c) The assessnment of Basic Requirenents is to be based on
per for mance denonstrations including the use of tests or
exam nations, educational or occupational credentials, or other
evi dence available at the tine of the screening process.
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Based

RATED REQUI REMENTS
Know edge
This factor is applicable to all positions in this Qoup, except those
used for devel opi ng i nexperi enced personnel where the duties and
responsibilities of the position do not warrant use of the
Know edge Factor.
Based on the duties and responsibilities of the position, include in
the Statenent of Qualifications a description of the Know edge consi dered

necessary. Following is an exanple of a Know edge Qualification:

"Know edge - Know edge of source docunent |ayouts and production
type applications.”

Abilities

This factor is applicable to all positions in this Qoup, except those used

for devel opi ng i nexperi enced personnel where the duties and responsibilities

of the position do not warrant use of the Abilities Factor.

Based on the duties and responsibilities of the position, include in the

Statement of Qualifications a description of the Abilities considered

necessary. Following is an exanple of an Abilities Qualification:
"Abilities - Ability to nonitor the processing of

wor k. "

Personal Suitability

This factor is applicable to all positions in this G oup.

Based on the duties and responsibilities of the position, include in
the Statement of Qualifications a description of the Personal Suitability
consi dered necessary. Followi ng is an exanple of a Personal
Suitability Qualification

"Personal Suitability - Initiative and dependability."

DESI RABLE QUALI FI CATI ONS

on the duties and responsibilities of the position, include in the Statenent

of Qualifications a description of those qualifications considered desirable, if

any.

February 1974
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"-Experience in preparing cost estinmates."
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PREPARATI ON OF A STATEMENT OF QUALI FI CATI ONS

The steps involved in preparing a Statenent of Qualifications are as foll ows:

1. Gain a thorough understandi ng of the duties and responsibilities for
the position to be staffed.

2. Review this Selection Plan carefully.
3. Exam ne the exanples of Statenents of Qualifications presented in Part
Il of this Standard in order to become famliar with the fornat and sorts of
qualifications required for positions in this Goup.
4. Based on the duties and responsibilities of the position, describe the
qualifications required for the position under the appropriate Conponent,
Sub- Conponent, and Sel ecti on Fact or headi ng.
NOTE: The exanples of Statenments of Qualifications provided in this Standard are
for illustrative purposes only. It is not necessary, therefore, to adhere
to the qualifications specified in the exanpl es when staffing positions on which the

Bench- Mark Position Descriptions are based, or when staffing positions of a sinilar
nat ur e.

In determning which qualifications are to be included in the Statenent of
Qualifications, the prime considerations are:

(a) their relevancy to the duties and responsibilities of the position;
(b) their assess ability for selection purposes; and (c) their value in
differentiating between candi dates.
In arranging qualifications wthin each Sel ection Factor they should be laid out in a
style and in patterns that:
(a) combine closely-related qualifications;
(b) obviate unnecessary duplication and verbi age;
(c) enmphasize salient features; and (d) facilitate

assessnent and sel ecti on.
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The conpl eted Statement of Qualifications specifies the qualifications for staffing
the position, and the contents are to be used as basis for:

(a) advertising notices;
(b) initial screening of applicants;
(c) developing a selection rating guide; and

(d) rating and ranki ng of candi dates.
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RATI NG GUI DE

I n assessing the qualifications of candidates for a position, a narrative or
numerical rating plan may be used.

Following is anillustration of a format for a selection rating guide using qualifications
contained in the Exanple of a Statenent of Qualifications for BMPD No. 16. Basic

Requi renments are not included in the rating guide since, as mnimumcriteria, they wll
have been taken into account during the initial screening to determ ne which applicants were
qualified for further consideration. The ranking of the remining candidates is
acconpli shed through rating themon the Rated Requirements, and the Desirable
Qualifications, if any, that are specified in the Statenment of Qualifications for the position
bei ng st affed.

Suggest ed For mat

ALLOTTELC PASS MAXI MUM
RATI NG  RATI NG RATI NG

A. RATED REQUI REMENTS

Know edge Fact or
Know edge of:

1. Source docunent formats and
data codi ng systens.

2. Per sonnel policies and
regul ati ons.

Tot al Know edge Fact or

Abilities Factor

Ability to:

1. Pl an, schedul e and al |l ocate
work, train operators, re
sol ve operating probl ens,
apprai se enpl oyees and
determ ne staff requirenments.

2. For ecast equi pnent requirenents
and plan office lay-out.
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ALLOTTED PASS
RATI NG RATI NG
3. Devel op procedures and standards
4. Prepare reports, instructions
and correspondence
Total Abilities Factor
Personal Suitability Factor
1. Tact and courtesy particularly
in dealing with users and out
si de contractors.
2. Initiative, dependability and
t hor oughness.
Total Personal Suitability Factor
Total Rated Requirenents
B. DESI RABLE
QUALI FI CATI ONS
Experience in

1. Preparing cost estimates.

Total Desirable Qualifications
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PASS MAXI MUM

ALLOTTED
RATI NG  RATI NG

RATI NG

Rating for:
Rat ed Requi renments

Desirable Qualifications

COMBI NED RATI NG

COMMENTS
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ASSESSMENT | NSTRUCTI ONS

ESSENTI AL QUALI FI CATI ONS

BASI C REQUI REMENTS

Basi ¢ Requi rements are assessed as mininumcriteria on a pass/fail basis and are not to be
rated by degree. Applicants nust neet at |east the m nimum standard required for
each applicabl e Selection Factor, or they are elimnated from further consideration.

RATED REQUI REMENTS

The relative inportance of Selection Factors and Qualifications related to the duti es and
responsibilities of the position being staffed is deternined by those adni nistering
the sel ection process. The wei ghtings which nmay be applied to Selection Factors and
Qualifications in the case of a nunerical rating plan, and the differences i n enphasis which
nay be assigned to Selection Factors and Qualifications when a narrative rating plan i s used,
nust be applied consistently t hroughout the assessnment process.

I n assessing Rated Requirenents candi dates nust achi eve an overall pass rating on the
aggregate of Qualifications contained wthin each Selection Factor. Were a nurreri cal
rating plan is used candi dates nust achieve a pass nmark of at | east sixty percent on each
applicable Selection Factor. In the case of a narrative rating plan candi dates nust
neet at |east the nmininmumdegree of Qualifications required for each applicable

Sel ection Factor. Candi dates who fail to gain an overall pass rating on each applicable
Sel ection Factor are elimnated fromfurther consideration.

DESI RABLE QUALI FI CATI ONS

Once candi dates have net the Rated Requirenents, any credit given for Desirable
Qualifications specified in the Statenent of Qualifications is to be added to the
rating for Rated Requirenents to reach a conposite assessment. As credit given for
Desirabl e Qualifications has an effect on the ranking of individuals, Desirable
Qualifications nmust be assessed with the same care and consi stency as that given to Rated
Requi rements. The total maxi mum marks all owed for Desirable Qualifications nust not
exceed ten percent of the total maxi mum marks all owed for Rated Requirenments. This
percentage may al so serve as a guide in establishing the degree of enphasis that may be
given to Desirable Qualifications when a narrative rating plan is used.
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PART 111
BENCH- MARK POSI TI ON DESCRI PTI ONS
AND
STATEMENTS OF QUALI FI CATI ONS

| NTRODUCTI ON

Bench- Mark Position Descriptions are intended to exenplify the degrees of each
classification factor and el ement in the position classification and eval uati on
pl an. They are based on actual positions allocated to the Data Conversion
Sub- G oup but, because they serve to exenplify degrees, their value for that
pur pose continues even when the actual positions undergo changes.

The contents of Bench-Mark Position Descriptions serve to illustrate the
type of information used as a basis for the classification of positions and the devel oprent
of Statements of Qualifications for the selection of people to fill those positions.

Exampl es of Statenments of Qualifications are intended to illustrate the

sel ection factors and qualifications provided for in the selection plan, which are
relevant to the Bench-Mark Position Descriptions. When staffing a position on
whi ch a Bench-Mark Position Description is based, the exanple of a Statement of
Qualifications provided for that Bench-Mark Position Description nay be used as
shown or nodified to meet current requirenments. For other positions, a suitable
Statenent of Qualifications nmust be prepared.
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BENCH MARK PCSI TI ON DESCRI PTI ON AND
STATEMENT COF QUALI FI CATI ONS | NDEX
DATA CONVERSI ON SUB- GROUP

In Ascending Order of Point Val ues

BWVPLY Tot al BMPD Sof Q

Descriptive Title S of QNo. Points Page* Page*
Juni or Data Conversion

Cper at or 1 170 1.1 1.2
Juni or Data Conversion

Qper at or 1(T) 1.1 1.3
OCR Dat a Conversi on Qperator 2 170 2.1 2.2
OCR Dat a Conversion

Qper at or 2(T) 2.1 3.3
Dat a Conversion Cperator A 3 278 3.1 3.3
OCR Data Conversion Lead

Qper at or 4 303 4.1 4.3
Dat a Conversi on Lead (perator 5 356 5.1 5.3
Dat a Conversion Qperator B 6 401 6.1 6.4
Dat a Conversi on System Lead

Qper at or 7 411 7.1 7.3
Dat a Conversi on System

Supervi sor A 8 476 8.1 8.4
Dat a Conversi on System Consol e

Qper at or 9 509 9.1 9.4
Dat a Conversi on System

Supervi sor B 10 584 10.1  10.4
Unit Supervisor, Data

Conver si on 11 652 11.1 11. 4
Dat a Conversion Unit

Super vi sor 12 740 12.1 12. 4
QG oup Supervisor, Data

Conver si on 13 772 13.1 13. 4
Dat a Conversi on Supervi sor 14 810 14.1 14. 6
QG oup Head, Data Conversion 15 860 15.1 15.5
Dat a Conversion Section

Head 16 985 16.1 16.5

*A11l page nunbers refer to Part II1I.
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B.MP.D. No. 1

BENCH- MARK PGOSI TI ON DESCRI PTI ON

Bench- mark Position Nunmber: 1 Level: 1

Descriptive Title: JUN OR DATA CONVERSI ON Point Rating: 170
OPERATOR

Summary

Under the supervision of the Data Conversi on Supervisor, operates an al pha-nuneric key station to
record, and verify, data onto magnetic drumfromnai nl y non-conpl ex source docunents*, and
performs rel ated duties.

Duti es % of Tine

perates an al pha-nurreri ¢ data conversion key station to
record, and verify, data onto magnetic drum from source 95
docurrent s of nai nly non-conpl ex applicati ons.

Mai ntai ns records of work processed, occasionally shows
ot her enpl oyees how to performtasks, and perforns ot her 5
duti es.

Speci fications Degree Points

Skill and Know edge

The work requires the ability to operate an al pha- nuneric

data conversion key station to record, and verify, data onto

magnetic drum A good know edge of key station capabilities

and the non-conpl ex source docunents processed by the unit*

is required in order to record and verify data. 1 80

Conpl exity

The work requires the operation of an al pha-nuneric data

conversi on key station to record, and verify, data from

mai nly non conpl ex source docunents. Detail ed data conversion
instructions are provided for all applications. There

is little scope for initiative and judgnment. The supervisory A 80
gui dance of a |ead operator is readily avail able.

Super vi si on

Shows ot her enpl oyees how to performtasks or duties. 10

*See G ossary of Terms page |-5
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S of QNo. 1

EXAMPLE CF A

STATEMENT OF QUALI FI CATI ONS
FOR

B.MP.D. No. 1: JUNI OR DATA CONVERSI ON OPERATOR (DA- CON-1)

ESSENTI AL QUALI FI CATI ONS

BASI C REQUI REMENTS

Educat i on - Conpl etion of grade ten or achi evenent of
a satisfactory score on PSC Exam nation 1.

Achi evenent, Skills Skill in keying nuneric data,

or Aptitudes conmpleting at least fifty 60 col umm
records in 15 mnutes with not nore
than a 5% error rate.

Language Requirenent - A know edge of the French | anguage is
essential for this position

RATED REQUI REMENTS

Abilities - Ability to maintain records of work.

Personal Suitability - Alertness, persistence and reliability.

NOTE: The above exanple is for an experienced operator; see next page for
an exanpl e of trainee requirenments.
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EXAMPLE OF A STATEMENT

OF QUALI FI CATI ONS FOR

B.MP.D. No. 1: JUNI OR DATA CONVERS|I ON OPERATOR ( DA- CON-1)
(For selection of Trainees)

ESSENTI AL QUALI FI CATI ONS

BASI C REQUI REMENTS

Educat i on - Conpletion of grade ten or achi evenent of
a satisfactory score on PSC Examination 1.

Achi evenent, Skills - Skill in keying nunmeric data, conpleting

or Aptitudes at least twenty-five 60 colum records in
15 minutes with not nore than a 10% error
rate, or skill in typing at a speed of at
| east 25 words per minute with not nore
than a 2% error rate.

Language Requirenent - A know edge of the French |anguage is

essential for this position.

RATED REQUI REMENTS

Abilities

Ability to maintain work records.

Personal Suitability - Alertness, persistence and reliability.
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Data Conversion
B.MP.D. No. 2

BENCH- MARK POSI TI ON DESCRI PTI ON

Bench-nmark Position Nunber: 2 Level : 1

Descriptive Title: OCR DATA CONVERSI ON Point Rating: 170

OPERATOR

Sunmmar y

Under the supervision of the Supervisor, OOR Data Gonversion Lhit, operates an OOR Sel ectric
Dat a Gonversi on nachine to record nuneric data fromnon-conpl ex source docurent s*; visually
verifies the coded data, and perforns other duties.

Duti es % of Tinme

Qperates an ACR Sel ectric Data Gonversion nmachine to record

nuneric data fromnon-conpl ex source docurents onto single

and two-part continuous forns in special font to be read by 75
an optical character reader.

Visually verifies the work recorded by other operators. 20

Perforns other duties such as naintaining records of work 5
produced and verifi ed.

Speci fications Degree Points

Skill and Know edge

The work requires the ability to operate an OOR Sel ectric

Dat a Conversi on machine to record nuneric data onto continuous paper
forms and to visually verify data. A good

know edge of the operation of the equi prent and of the non-

conpl ex source docunents processed by the unit is required

in order to record and verify data.

Conpl exity

The work requires the operation of an OOR Sel ectric Data

Gonversi on nachi ne to record data from non-conpl ex source

docunents. Detailed instructions are provided for the Al 80
conversion of all data. There is little scope for initiative

and judgnment. The supervisory guidance of a |ead

operator is readily avail able.

Super vi si on

Shows ot her enpl oyees how to performtasks or duties. Al 10

*See G ossary of Terms page |-5
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Dat a Conver si on
S of Q No. 2

EXAMPLE OF A
STATEMENT OF QUALI FI CATI ONS
FOR

B.M P.D. No. 2: OCR DATA CONVERSI ON OPERATOR ( DA- CON-1)

ESSENTI AL QUALI FI CATI ONS

BASI C REQUI REMENTS

Educati on - Conpl etion of grade ten or achi evenment of
a satisfactory score on PSC Examination 1

Achi evenent, Skills - Skill in keying nuneric data, conpleting at
or Aptitudes least fifty 60 colum records in 15 mnutes
with not nore than a 5% error rate

Language Requi renment - A know edge of either the English | anguage
or the French | anguage is essential for
this position.

RATED REQUI REMENTS

Abilities - Ability to verify data visually.
- Ability to maintain work records.
Personal Suitability - Alertness, persistence and reliability.

NOTE: The above exanple is for an experienced operator; see next page for
an exanple of trainee requirements.
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EXAMPLE OF A STATEMENT OF QUALI FI CATI ONS FOR

B.MP.D. No. 2: OCR DATA CONVERSI ON OPERATOR ( DA- CON- 1)
(For Sel ection of Trainees)

ESSENTI AL QUALI FI CATI ONS

BASI C REQUI REMENTS

Educati on - Conpletion of grade ten or achi evenent of
a satisfactory score on PSC Exam nation 1.

Achi evement, SKills - Skill in keying quneric dat a, conpleting

or Aptitudes at Igast tmenty-f|ve 60 columm records in
15 minutes with not nore than a 10% error
rate, or skill in typing at a speed of at

| east 25 words per minute with not nore
than a 2% error rate.

- A know edge of either the English |anguage
or the French | anguage is essential for
this position.

Language Requi rement

RATED REQUI REMENTS
Abilities - Ability to maintain work records.

Personal Suitability - Alertness, persistence and reliability
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Dat a Conver si on
B.MP.D. No. 3

BENCH- MARK PCSI T1 ON DESCRI PTI ON

Bench-mark Position Nunber: 3 Level : 2
Descriptive Title DATA CONVERSI ON OPERATOR A Poi nt Rating: 278
Sunmary

Under the general supervision of the Assistant Data Conversion Supervisor, operates al pha-
nurreri ¢ key-punch and verification machines to record, and verify, data onto punch cards
frommai nly conpl ex source docunents*; prepares programdrum cards and perforns rel ated
duti es.

Duti es % of Tine

Qperates a variety of al pha-nureric key-punch and

verification nachines to record, and verify, data onto 85
punch cards from source docunents of nainly conpl ex

applications.

Prepares programdrumcards for all applications processed. 10

Shows ot her enpl oyees how to performtasks, maintains records

of daily production and errors detected, occasionally

perforns the duties of a | ead operator or assistant super- 5
vi sor, and performs other duties.

Speci fications Degree Points

Skill and Know edge

The work requires the ability to operate al pha-nureric

key-punch and verification machines to record, and verify,

data onto punch cards. A thorough know edge of nmchine

capabi lities and the conpl ex and non-conpl ex source 5 133
docurrent s processed by the unit* is required in order to

record and verify data, to detect data presentation or

coding errors, and to prepare programdrum cards for the

efficient keying of data.

*See G ossary of Terms page |-5
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Data Conversion
BMP.D. No. 3

Degr ee Poi nts

Conpl exity

The work requires the operation of al pha-nunmeric key-punch
machi nes to record, and verify, data from mainly conpl ex
source docunents. Detail ed data conversion instructions are
normal |y provided but the ability to work from genera
written or verbal instructions is required. There is a

limted requirenent for the exercise of initiative and Ao 135

judgment in the preparation of programdrumcards, the

codi ng of data while keying, and keying data from general

i nstructions. The supervisory guidance of a | ead operator

i s avail abl e.

Super vi si on

Shows ot her enpl oyees how to performtasks or duties. A 10
1l
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of Q No. 3

EXAMP
STATEMENT OF

LE OF A
QUALI FI CATI ONS

FOR

B.MP.D. No. 3: DATA CONVERSI ON OPERATOR A ( DA- CON- 2)

BASI C REQUI REMENTS

Educati on

Achi evement, Skills

or Aptitudes

Language Requi rement

Experi ence

RATED REQUI REMENTS

Abilities

Personal Suitability

February 1974

ESSENTI AL QUALI FI CATI ONS

Compl etion of grade ten or achi everment of
a satisfactory score on PSC Exani nation 1.

Skill in keying al pha-nuneric data,
conpleting at least fifty 60 columm records
in 15 minutes with not nore than a 5%
error rate.

A know edge of the English | anguage is
essential for this position.

Experi ence as a data conversi on operator

Ability to record and verify data onto
punch cards from conpl ex source docunents.

- Ability to prepare program drum cards.

- Ability to interpret witten and verba

- Al ertness,

i nstructions.

t hor oughness and dependability.

3.3
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Data Conversion
B.MP.D. No. 4

BENCH- MARK PGSI TI ON DESCRI PTI ON

Bench- mark Position Nunber: 4 Level : 2

Descriptive Title: OCR DATA CONVERSI ON LEAD Point Rating: 303
OPERATOR

Sunmary

Under the supervision of the Supervisor, OCR Data Conversion Unit, operates an OCR Sel ectric
Dat a Conversi on machine to record nuneric data from non-conpl ex source docunents*; provides
gui dance to 4 OCR data conversion operators; visually verifies recorded data, and perforns
ot her duti es.

Duti es % of Time

perates an OCR Sel ectric Data Conversi on nachine to record

nureri c data from non-conpl ex source docunents onto single 70
and two-part continuous forns in special font to be read by

an optical character reader.

Provi des guidance to 4 OCR data conversi on operators engaged
in the recording and visual verification of data froma
vari ety of non-conpl ex source docunents

- by instructing new operators on the procedures to be
used in recording and verifying data from source 15
docunents and on the operation of the equi pnent,
- by resol ving data conversion probl ens encountered by
operators, and
- by reporting to the supervisor on the performance
of operators.

Visually verifies the work recorded by operators. 5

Performs other duties such as maintaining records of the
production and error rate of operators, and assumng the

duties of the Unit Supervisor as required. 10

*See G ossary of Ternms page |-5
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DATA PROCESSI NG
Dat a Conver si on
B.MP.D. No. 4

Degree Points

Speci fications

Skill and Know edge

The work requires a thorough know edge of the operation of

an OCR Sel ectric Data Conversion nachine in order to operate

the equi pment and to provide gui dance to, and on-the-job 2 133
training of, operators. A know edge of the source

docunents processed by the team and of the rel evant keying

instructions is also required

Conpl exi ty

Judgnment is required in providing guidance to operators

regardi ng operating problens and the processi ng of source B 150
docunments. The work requires the operation of an OCR

Sel ectric Data Conversion nachine to record and verify

data from non-conpl ex source documents.

Super vi si on

Quidance is provided to 4 OCR data conversi on operators.

Assi stance is provided to operators to resolve operating

probl ens and probl ens regarding the processing of source 20
docunents. New operators are trained in the operation of B2

the equi pment and to follow keying instructions. Reports

verbally to the supervisor regardi ng operator performance
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DATA  PROCESSI NG
Data Conversion
S of Q No. 4

EXAMPLE OF A

STATEMENT OF QUALI FI CATI ONS

FOR

B.MP.D. No. 4: OCR DATA CONVERSI ON LEAD OPERATOR ( DA- CON-2)

BASI C REQUI REMENTS

Educati on

Achi evenent, Skills

or Aptitudes

Language Requi renment

Experi ence

RATED REQUI REMENTS
Abilities

Personal Suitability

February 1974

ESSENTI AL QUALI FI CATI ONS

Conpl etion of grade ten or achi evenent of
a satisfactory score on PSC Exani nation 1.

Skill in keying numeric data, conpleting
at least fifty 60 columm records in 15

mnutes with not nore than a 5% error rate.

A know edge of both the English | anguage
and the French | anguage is essential for
this position.

Experi ence as a data conversi on operator.

Ability to verify work visually and
mai ntai n production records.

Ability to instruct and assist operators
i n equi pment operation and procedures.

Effective interpersonal relationships.

Al ertness, thoroughness and dependability.

I11-4.3



DATA PROCESSI NG
Data Conversion
B.MP.D. No. 5

BENCH- MARK PGOSI TI ON DESCRI PTI ON

Bench-mark Position Nunber: 5 Level: 3

Descriptive Title DATA CONVERSI ON LEAD Point Rating: 356
OPERATOR

Sunmmary

Under the supervision of the Assistant Supervisor, operates key-punch equi pnent
to record and verify data frommai nly conpl ex source docunents*; provides gui dance to 3 key-punch
and verification operators, and perforns other duties.

Qperates a key-punch and verification machine to record and
verify data onto punch cards frommai nly conpl ex applications. 80

Provi des gui dance to 3 key-punch and verificati on operators
engaged in recording and verifying data froma variety of
conpl ex and non-conpl ex applications
- by instructing operators on the procedures to be
used in recording and verifying a new application, 15
- by resol ving probl ens regardi ng source docunents,
keyi ng instructions and equi prent nal function, and
- by providing on-the-job training of new operators.

Mai ntai ns records of jobs conpleted and errors detected,
and perforns other duties.

Speci fications Degree Points
Skill and Know edge

The work requires a thorough know edge of the operation and

capabi lities of key-punch and verification nachines in

order to operate the equipnent and to provide gui dance to,

and on-the-job training of, operators. A thorough know edge

of the conpl ex and non-conpl ex source docunents processed 3 186
by the teamis required in order to record and verify data

and to assist operators.

*See G ossary of Terms page |-5
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DATA PROCESSI NG
Data Conversion
BMP.D. No. 5

Degr ee
Conpl exity

Judgrent is required in interpreting data from conpl ex

source docunents, in providing guidance to operators with

respect to the operation of key-punch equi pment and the
interpretati on of data and keying instructions when processing
applications. The work requires the operation of B2
data conversi on equi pnent to record and verify data from

mai nl'y conpl ex source docunents

Super vi si on

Gui dance is provided to 3 key-punch and verification

operators. Assistance is provided to operators to resolve

operational problens and probl ens regardi ng keying

instructions and the interpretation of source docunents.

Operators are trained to operate key-punch and verification B2
equi pnrent and to foll ow keying instructions.

February 1974 I11-5.2
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DATA  PROCESSI NG
Dat a Conversion S
of Q No. 5
EXAMPLE OF A
STATEMENT OF QUALI FI CATI ONS

FOR

B.MP.D. No. 5: DATA CONVERSI ON LEAD OPERATOR ( DA- CON- 3)

ESSENTI AL QUALI FI CATI ONS

BASI C REQUI REMENTS

Educati on - Conpletion of grade ten or achi evenent of
a satisfactory score on PSC Exam nation 1.

Achi evenent, Skills - Skill in keying al pha-nuneric data,

or Aptitudes completing at least fifty 60 col um
records in 15 minutes with not nore
than a 5% error rate.

Language Requi renent - A know edge of the English |anguage is
essential for this position.

Experi ence - Experience in data conversion operations.

RATED REQUI REMENTS

Know edge - Know edge of conpl ex and non-conpl ex
sour ce docunents.

Abilities Ability to maintain production records.

Ability to provide instruction and
gui dance to other operators.

Personal Suitability Effective interpersonal relationships.

- Alterness, thoroughness and dependability.
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DATA  PROCESSI NG
Dat a Conver si on
B.MP.D. No. 6

BENCH- MARK PCOSI TI ON DESCRI PTI ON

Bench-mark Position Nunber: 6 Level : 3

Descriptive Title: DATA CONVERSI ON Poi nt Rating: 401
OPERATOR B

Sunmmary

Under the general supervision of the Conputer Terninal Supervisor, is responsible for the
operation of al pha-nuneric key-punch and verification nmachines to record, and verify, data
onto punch cards froma variety of conpl ex* and non-conpl ex* source docunents; prepares
program drum cards; operates with limted supervision a renote job entry termnal; maintains
a daily log of conputer and terninal usage and perforns other duties.

Duti es % of Tine

- Qperates al pha-nuneri c key-punch machi nes to record, and
verify, data onto punch cards froma variety of conplex 50
an non-conpl ex source docunents.

- Prepares programdrum cards for conplex applications.

- (perates with limted supervision a remote term nal
consi sting of card processor with plug board* and menory
and key board term nal.

- by perfornming mnor sorting* and editing* utility
functions and dunping information on file,

- by installing the termnal's plug board, selecting 25
and nounting paper, fornms and carriage control
tapes, starting and stopping processing, and
sel ecting and | oading cards into the card hopper

- by resolving machi ne probl ems such as card jans
and | oose plug board termi nals or describing
problems to the customer engi neer, and

- by scanning print-outs for conpleteness, accuracy
and legibility.

*See A ossary of Terns page |-5
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DATA
Dat a

PROCESSI NG
Conver si on

B.MP.D. No. 6

Maintains daily log of conputer and termnal usage
- by recording data concerning processing tinme on
j obs processed,
- by recording information on conputer down-time and
usage, and
- by typing credit requests to supplier for system
mal functi ons.

Assists in the coding of input docunents and quality
control of output, in the maintenance of a program and
procedures docurentation library, and perforns m nor
typing duties.

Speci fications

Skill and Know edge

The work requires the ability to operate al pha-nuneric

key-punch and verification machines to record, and verify,

data onto punch cards. A thorough know edge of machi ne
capabi lities and the conpl ex and non-conpl ex source

docunents processed is required to efficiently record and
verify data. The ability to operate a renote job entry
term nal and to understand the functions of the various
keys and special cards involved with submtting jobs and
inquiring of their status is also required. An understand
ing of the renote conputer service is required in order to
conpile utilization reports and credit requests. Typing
and clerical skills are required in assisting in the

mai nt enance of a program and procedures documnentati on

library and in the preparation of credit requests to the
supplier. A know edge of the data flows in the applications
processed is necessary to assist in coding data and in

quality control of the computer runs.

February 1974 I11-6.2
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DATA PROCESSI NG
Data Conver si on
B.MP.D. No. 6

Degr ee Poi nts

Compl exity

There is a requirenment for the exercise of initiative and
judgnent in the interpretation of verbal and witten
instructions, the preparati on of programdrum cards, the
coding of data, resolving problens with the operation of

the renote ternminal, in daily scheduling of jobs for

efficient processing, and in performng the clerical duties
associ ated with the nai ntenance of the programand procedures
docunentation library. The work requires the operation B; 205
of al pha- nureri ¢ key-punch machines to record and verify

data froma variety of conplex and non-conpl ex source
docunments. The work al so requires the operation of a
renote job entry termnal to process jobs and to run snall
utility programs. Supervisory guidance is not always
readi ly avail abl e.

Supervi si on

Shows ot her enpl oyees how to performtasks or duties.

February 1974 I11-6.3



DATA PROCESSI NG
Dat a Conversion S
of Q No. 6

EXAMPLE OF A

STATEMENT OF QUALI FI CATI ONS
FOR

B.MP.D. No. 6: DATA CONVERSI ON OPERATCR ( DA- CON- 3)

ESSENTI AL QUALI FI CATI ONS

BASI C REQUI REMENTS

Educati on - Conpletion of grade ten or achi evement of a
satisfactory score on PSC Exami nation 1.

Achi evenent, Skills - Skill in keying al pha-nuneric data,

or Aptitudes conpleting at least fifty 60 columm
records in 15 minutes with not nore
than a 5% error rate.

Language Requirement - A know edge of the French | anguage is
essential for this position.

Experi ence . . . . .
- Experience in performng clerical duties.

RATED REQUI REMENTS

Know edge - Know edge of conplex and non-conpl ex
sour ce docunents.
Abilities - Ability to operate a renote job entry
term nal .
- Ability to prepare program drum cards
for conpl ex applications.
- Ability to maintain a daily |og of
computer and term nal usage.
Personal Suitability - Alertness, initiative and reliability.
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DATA PROCESSI NG
Data Conversion
BMP.D. No. 7

BENCH- MARK PQOSI TI ON DESCRI PTI ON
Bench- mark Position Nunber: 7 Level : 3

Descriptive Title: DATA CONVERSI ON SYSTEM Poi nt Rating: 411
LEAD OPERATOR

Sunmmary

Under the supervision of a Data Conversion System Supervi sor, operates a Data
Conversion key station; provides guidance to 3 key station operators; occasionally
operates the supervisory console and perfornms other duties.

Duti es % of Tine

(perates a Data Conversion Systemkey station to record, and
verify, data onto disc storage fromnainly conplex source 75

docunents. *

Provi des guidance to 3 key station operators engaged in
recording and verifying data froma variety of applications
- by instructing operators on the procedures to be used
in recording and verifying a new application
- by assisting operators to recover fromerror conditions,
- by resol ving probl ens regardi ng source docunents and 15
keyi ng instructions,
- by re-assigning work in accordance with changi ng
priorities, and
- by providing on-the-job training of new operators

Cccasional ly operates the supervisory console to transfer

stored data fromdisc to tape, deletes conpleted work from 10
the disc, translates control formats, controls key station

status, and performs other duties.

*See G ossary of Terms page |-5
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DATA  PROCESSI NG
Dat a Conver si on
B.MP.D. No. 7

Degree Points

Speci fications

Skill and Know edge

The work requires a thorough know edge of the operation and
capabilities of a Data Conversion Systemkey station and the
source docunents processed in order to operate a key station
and to provide gui dance to, and on-the-job training of,
operators. A know edge of the Data Conversion System
supervi sory console is required as a back-up operator to

the system supervisor. The ability to followwitten and 3 186
oral instructions and to make deci sions accordingly is al so

required.

Compl exi ty

Judgrent is required in interpreting data from conpl ex

sour ce docurrents when operating a key station, in providing

gui dance to operators with respect to key station operating

problens and the interpretation or processing of applications. B3
The work requires the operation of a Data Conversion

System key station and, on occasion, the operation of the

supervi sory consol e.

205

Super vi si on

Gui dance is provided to 3 key station operators. Assistance

is provided to operators to resol ve operational problens

and problens regardi ng keying instructions and the

interpretation of source docunents. Operators are trained to B,
operate a key station and to fol | ow keyi ng i nstructions.

Provi des verbal assessnment to Supervisory on operator

per f or mance.

20
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DATA PROCESSI NG
Data Conversion
S of QNo. 7

EXAMPLE CF A
STATEMENT CF QUALI FI CATI ONS
FOR

B.MP.D. No. 7: DATA CONVERSI ON SYSTEM LEAD OPERATOR ( DA- CON- 3)

ESSENTI AL QUALI FI CATI ONS

BASI C REQUI REMENTS

Educati on - Conpletion of grade ten or achi evement of
a satisfactory score on PSC Exami nation 1.

1
in keying al pha-nuneric data, conpleting
at least fifty 60 colum records in 15

mnutes with not nore than a 57 error rate.

Achi evenent, Skills - Skil
or Aptitudes

Language Requirenent - A know edge of the English |anguage is
essential for this position.

Experi ence - Experience in data conversion operations.

RATED REQUI REMENTS

Know edge - Know edge of conplex and non-conpl ex source
docunent s.
Abilities - Ability to instruct operators in procedures

for new applications and to assist operators
particularly in recovering from error
condi tions.

Personal Suitability - Effective interpersonal relationships.

- Initiative and dependability.

DESI RABLEQUALI FI CATI ONS

- Experience in operating a supervisory
consol e.

February 1974 I1-7.3



DATA  PROCESSI NG
Dat a Conver si on
B.MP.D. No. 8

BENCH- MARK PCSI TI ON DESCRI PTI ON

Bench- mark Position Nunber: 8 Level : 4

Descriptive Title DATA CONVERSI ON SYSTEM Point Rating: 476

SUPERVI SOR A

Sunmary

Under the general supervision of the Goup Supervisor, controls the operation of

a Data Conversion Systemto capture data for conputer processing; maintains records of work
processed; provides guidance to 8 key station operators to develop their skill and efficiency,
and perforns other duties.

. % of Tine
Duti es

Gontrols the operation of a Data Conversion Systemin order
to ensure the efficient capturing of data for conputer
processi ng

- by activating the system s power supply,

by | oading tape on magnetic tape unit,

- by keying formats into disc storage,

- by communicating with the systemby the supervisory
key station to performsuch functions as deternining
batch status and production statistics, clearing
batch data fromdisc, deleting or amendi ng formats,
recordi ng begi nning or ending tape |abels, dunping 65
data fromdisc to tape, and dunping tape to
disc to up-date or amend files,

- by inserting read-write ring on input tape,

- by preparing back-up tape as required

- by determning reasons for systemmal functions and
taking corrective action when possible, and

- by closing down the system at end of day.

5

intains records of batches processed to ensure processing
of all work

- by recording information to identify batches to
be processed,

- by receiving conpl eted batches from operators, and 15
- by recording conpletion data and date transferred
to tape.

Provi des gui dance to 8 key station operators to devel op
their skill and efficiency

February 1974 I11-8.1



DATA PROCESSI NG
Data Conversion
B.MP.D. No. 8

by assigning work in accordance with operator

abilities and changing priorities,

- by explaining format and keying instructions for
new applications,

- by resolving operator problens regarding interpretation
of data on source docunents and key station operating
probl ens,

- by training new operators, and

- by apprai si ng operator performance and di scussing with

Group Supervisor and enpl oyee.

Perforns other duties such as operating a key station as
required, ensuring that equipnent is in operating condition
and assumng the position of Goup Supervisor as directed by
t he Data Conversion Supervisor.

Speci fications

Skill and Know edge

The work requires a know edge of the operation and capabilities of the
Dat a Gonversion Systemkey station in order

to operate a key station, to train staff and to assi st

operators in resolving operating problens. A know edge

of the operating and control function of the supervisory

key station is required in order to control the input and

out put of data to disc storage. A know edge of work
priorities and of operator capabilities is al so required

in order to re-assign work.

Compl exity of Work

Met hods and procedures are wel | -defined concerning the

processing of applications and the operation of the

supervi sory key station. Initiative and judgment are
required in re-assigning work in accordance w th changi ng
priorities, in assisting operators with probl ens regardi ng

sour ce docurents and operating difficulties and in the

operation of the supervisory key station. The work requires
the operation of the key station and of the supervisory

key station. Approxinmately 15 applications are controlled
t hrough the supervisory key station at one tinme. Wrkl oad
and staff of 8 operators remains fairly constant.

February 1974 I11-8.2
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DATA PROCESSI NG
Data Conversion
B.MP.D. No. 8

Degr ee Poi nt s

Super vi si on

Provi des gui dance to 8 key station operators. Trains

operators on equi pment and to process new applications.

Assi sts operators in resol ving equi pnent probl ens and

in follow ng keying instructions. Ensures adherence to Cs3
production standards and apprai ses operat or perfornmance.

70
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DATA PROCESSI NG
Dat a Conversion S

of Q No. 8

EXAMPLE OF A

STATEMENT OF QUALI FI CATI ONS

FOR

B.MP.D. No. 8: DATA CONVERSI ON SYSTEM SUPERVI SOR A ( DA- CON-4)

BASI C REQUI REMENTS

Educati on

Achi evene
or Aptitu

_Language

Experi enc

nt, Skills_
des
Requi r enent
e

RATED REQUI REMENTS

Know edge

Abilities

Per sona

February 1974

Suitability

ESSENTI AL

QUALI FI CATI ONS

- Conpl etion of grade ten or achi evenment of
a satisfactory score on PSC Examination 1.

- Skill in keying al pha-nuneric data, conpleting
at least fifty 60 colum records in

15 minutes with not nore than a 5%error

rate.

- A know edge of both the English |anguage
and the French | anguage is essenti al
for this position.

- Experience in operating a supervisory
consol e.

- Know edge of the operation and mai ntenance
of a Data Conversion system

- Ability to schedule and assign work in
accordance with changing priorities, and
mai ntain records of work processed.

- Ability to train staff and assist operators
in resolving operating problens.

- Effective interpersonal relationships.

- Initiative and reliability.

I11-8.4



DATA  PROCESSI NG
Dat a Conver si on
B.MP.D. No. 9

BENCH- MARK PQS| TI ON DESCRI PTI ON
Bench-nmark Position Nunber: 9 Level : 4

Descriptive Title: DATA CONVERSI ON SYSTEM Poi nt Rating: 509
CONSOLE OPERATOR

Sunmmary

Under the general supervision of the Unit Supervisor, controls the operation of the
supervi sory consol e of an el ectronic data conversion system naintains records of work
processed; and perforns other duties.
0 .

Duti es % of Tinme

Controls the operation of a 24-station data conversion

system in order to transfer data to tape for processing by

conput er

- by dunping drum contents to nagnetic tape from ni ght
operations, initializing the drum and |oading the 65
previ ous day's unpeel ed data onto drum

- by inserting read-wite ring and mounting rmagnetic
tape on tape drive,

- by entering data conversion control progranms into
drum storage via the designated key station,

- by monitoring the rate of data entry to enable the
continuous entry of data to drum by key station
operat ors,

- by checking data entry and verification |ot cards
to determ ne batches ready for peeling,

- by communicating with the systemvia the consol e
to confirmlisting of conpleted batches,

- by peeling several tinmes a day, conpleted batches
to magnetic tape,

- by assisting key station operators to resolve data
entry operating probl ens,

- by operating the supervisory console to enter the
system master programif necessary, to obtain
operator production statistics, to rel ease peel ed
data fromthe drumand to restore contents of
magnetic tapes to drum nenory as required, and
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DATA PROCESSI NG
Dat a Conver si on
B.MP.D. No. 9

% of Time
- by resolving systemerror conditions and mal functions
when possible, and recovering fromsystemfailures by
entering the "boot-strap” or a series of digital
conmands through the Central Processing Unit to
reactivate the system
Mai nt ai ns records of work processed to ensure the efficient
and tinmely conversion of data
- by arrangi ng source docunents into predeternined batch 20

si zes,
- by recording identifying information of batches,
by | abeling magnetic tapes to identify tape and
encoded data, and
by recordi ng conpletion dates and returning conpl eted
bat ches and magnetic tapes.

Performs other duties such as assisting with special data
conversion projects and assuming the duties of the Unit 15
Supervi sor as required.

Speci fications Degree Points

Skill and Know edge

The work requires a thorough know edge of the operation and
capabilities of the data conversion systemand an ability
to operate the supervisory consol e and the designated key
station in order to facilitate the entry of data to the
system to efficiently transfer data fromdrumto nagnetic
tape for processing by conputer, and to enter contro

programs onto drum An understanding of the operation of
the Central Processing Unit is required in order to resol ve
system mal functions and to operate the supervisory consol e
after nodifications or changes to the system software. A 4 239
know edge of the applications processed is required in

order to enter and nodify control programs. The work al so
requires a know edge of the work flow control procedures in
order to nonitor the processing of work through the unit

and to identify the status of work in process. The

mai ntai ni ng of records of work in process requires a high

degree of accuracy in order to ensure that all data

pertaining to applications is processed.
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DATA  PROCESSI NG
Dat a Conver si on
B.MP.D. No. 9

Degree Points
Conpl exi ty

Met hods and procedures are wel | -defined concerning the

operation of the data conversion system Initiative and
judgment are required in the operation of the console in

order to control the work processed by the system to

mnimze the loss of data entered into the system to ensure

the continuous entry of data and to cope with system

mal functi ons and nodificati ons and changes to the system
software. The work requires the operation of the supervisory Cs 220
consol e and the naster key station of a 24-key station data
conversion system Approximately 30 applications are controlled
through the supervisory consol e on a daily basis. Batches of work
processed by operators and the transfer of data to nmagnetic
tape are recorded for control purposes to ensure proper job
identification on external magnetic tape |abels.

Super vi si on

Trains enpl oyees to operate the supervisory console and the
nmaster key station, and assists 24 operators in resol ving

probl ens of entering data to the data conversion system

Reports verbally to the Unit Supervi sor on operator

per f or mance.

B4 50
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DATA PROCESSI NG
Dat a Conversion S
of Q No. 9

EXAMPLE OF A

STATEMENT OF QUALI FI CATI ONS
FOR

B.MP.D. No. 9: DATA CONVERSI ON SYSTEM CONSOLE OPERATOR ( DA- CON- 4)

ESSENTI AL QUALI FI CATI ONS

BASI C REQUI REMENTS

Educat i on - Conpletion of grade ten or achi evenent of
a satisfactory score on PSC Exanination 1.

Achi everrent, Skills - Skill in keying al pha-nuneric data,

or Aptitudes conpleting at least fifty 60 col um
records in 15 minutes with not nore
than a 5% error rate.

- A know edge of either the English |Ianguage
or the French | anguage is essential for
this position.

Language Requi r ement

- Experience in operating a supervisory

Experi en
perience consol e.

RATED REQUI REMENTS

- Know edge of procedures to transfer data

Know! edge fromdrumto magnetic tape for processing
by conputer.
Abilities - Ability to nonitor the processing of work.

- Ability to train enployees to operate a
supervi sory console and a master key
station, assess their performance, and
assi st themin resolving work problens.

- Ability to maintain records of work in
pr ocess.

Personal Suitability - Initiative, judgment and al ertness.

Ef fective interpersonal rel ationships.

February 1974 111-9.4



DATA PROCESSI NG
Data Conver si on
B.MP.D. No. 10

BENCH- MARK PCSI TI ON. . DESCRI PTI ON

Bench-mark Position Nunber: 10 Level: 5

Descriptive Title: DATA CONVERSI ON SYSTEM Poi nt Rating: 584
SUPERVI SOR B

Sunmary

Under the general supervision of the Data Conversion Supervisor, controls the operation of
an 8-station Data Conversion System reviews, corrects and prepares source docunents for
processing by key station operators; supervises

8 key station operators in order to provide efficient use of staff and equi pment in neeting
production requirements; assists in the admnistration of the unit; and perforns ot her

duti es.

Duti es % of Tine

Controls the operation of an 8-station Data Conversion
Systemand 2 renote key stations to enter data for storage
on magnetic drum and transfer to magnetic tape

- by planning the assignnent of work to operators
to maintain continuous production

- by comunicating with the system by keyi ng coded
commands on the control console to extract
i nformati on concerning work in process and
operator production statistics,

- by "peeling", several tines a day, verified records

fromthe magnetic drumto magnetic tape,

by performing a drumdunp to transfer data fromthe

storage drumto magnetic tape when the systemis

reactivated, and

by resol ving system nal functi ons where possi bl e.

35

Revi ews, corrects, prepares and controls source docunents
for processing
- by docunenting the receipt of incom ng source

docunent s,
- by resol ving source docunment problens relating to
illegible and incomplete data and errors in 30
codi ng,
- by anal yzi ng source docunents and record formats
in order to prepare control prograns,
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DATA PROCESSI NG
Dat a Conver si on
B.MP.D. No. 10

% of Tinme

- by arrangi ng source docunents into batches of
equal workl oad based on legibility, nunber of
entries and record | ength,

- by assigning code nunmbers to batches for docunent
control purposes, and

- by checking off and returning processed source
docunents to originators.

Supervi ses 8 key station operators in order to ensure
effective utilization of staff

by assigning work to neet established or adjusted
daily work schedul es,
by conpiling and anal yzi ng operator production 15
statistics,
- by training staff in nethods and procedures to
operate a key station, and
- by instructing staff in special applications, new
equi pment or procedures.

Assists in the administration of the Unit in order to
mai ntain an effective data processing service

- by recording and revi ewi ng application statistics
to prevent inconplete data being submtted for
conput er processing,
- by witing nonthly reports detailing the activities
of the Unit and expl ai ning anomal i es indicated by 10
production statistics,
by participating in discussions w th supervisor,
systens anal ysts and users concerni ng source
docunents design and data preparation nmethods, and
- by reconmendi ng changes to keying instructions.

Perfornms other duties such as acting as Supervisor in the

absence of the Data Conversion Supervisor, occasionally

preparing keying instructions and operating a key station 10
or key-punch machine for conplex applications, experinenta

runs or to neet pressing deadlines.

February 1974 I11-10.2



DATA PROCESSI NG
Dat a Conver si on
B.MP.D. No. 10

Speci fications Degree Points

Skill and Know edge

The work requires know edge of the operation and capabilities of an 8-
station Data Conversion Systemand. the capabilities of operators in
order to assign work, train staff, operate the control. console and to
anal yze operati onal problenms inthe system A know edge of user
requi rements is necessary in order to nake recomendati ons

concer ni ng sour ce docunent design and data preparation nmet hods and
to detect errors in coding and data presentati on. The work

al so requires a knowl edge of the applications processed in order
to prepare keying instructions and control prograns and to assi st
operators with problens in converting data: The ability to 4 239
operate a key station and key-punch and verification equi pnent is
also required in order to prepare the occasional specia

application.

Conpl exi ty

Initiative and judgment are required in review ng,

correcting and preparing source docunments for processing
and in assigning work in order to process data nost

effectively and to neet established or adjusted daily

wor k schedul es. Initiative and judgnent are al so required
in operating the control console to avoid the | oss of data

and in resolving operational problens with the system The
work requires the operation of the control console, the 275
supervision of the 8-station systemas well as the ability

to operate a key station or keypunch equi pnent as required.
Approxi mately 10 applications are processed on a continui ng
basis. Wbrkl oad and staff remain fairly constant.

Super vi si on

The work requires the supervision of 8 key station operators.
Supervi sory responsi bilities invol ve assigning work,
training and instructing staff and nonitoring operator

per f or mance. C3 .
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EXAMPLE CF A
STATEMENT OF QUALI FI CATI ONS

FOR

B.MP.D. No. 10: DATA CONVERSI ON SYSTEM SUPERVI SOR B ( DA- CON-5)

BASI C REQUI REMENTS

Educati on

Achi evenent, Skills
or Aptitudes

Language Requirenent

Experi ence

RATED REQUI REMENTS

Know edge

Abilities

February 1974

ESSENTI AL QUALI FI CATI ONS

Compl etion of grade ten or achi evenent of
a satisfactory score on PSC Exam nation 1.

Skill in keying al pha-nuneric data,
conpleting at least fifty 60 col um
records in 15 mnutes with not nore
than a 5% error rate.

A knowl edge of the English |anguage is
essential for this position.

Experience i n supervising data conversion
operat ors.

Know edge of the capabilities of a data
conversi on system

Know edge of source docunent design and
data presentation nethods.

Ability to correct and prepare source
docunents for processing.

Ability to operate a control console.

.Ability to schedul e and assign work, and

ability to conmpile statistics, and prepare
instructions, reports and correspondence.
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Personal Suitability - Tact and courtesy particularly in dealing
with systens anal ysts and users.

- Initiative and dependability.
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Data Conversion
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BENCH- MARK PCSI TI ON DESCRI PTI ON
Bench-mark Position Nunber: 11 Level : 5

Descriptive Title: UNIT SUPERVI SOR Poi nt Rating: 652
DATA CONVERSI ON

Sunmmary

Under the general supervision of the Goup Supervisor, controls and supervises the activities
of a unit of 21 data conversion equipnent operators and a data control officer, and perforns

ot her duti es.

Duti es % of Tinme

Controls the activities of data conversion equi prrent
operators and | ead operators engaged in the conversion of
data to nachine-readabl e formfrom 86 conpl ex and non-conpl ex

applications

- by reviewing keying instructions to ensure
correctness,
- by estimating job conpletion tines,
- by advising the Group Supervisor regarding the
devel opnent of keying instructions and established
production rates as required,
- by acting as liaison with users and schedul ers to 55
resol ve problens relating to source docunents,
sanpl e verification procedures, scheduling and
wor k | oads,
by resolving operator problens, referred by the
| ead operators, regarding the interpretati on of
source data, keying instructions and equi prent
mal functi on,
- by reviewi ng operator work records for errors, and
by mai ntaining records of jobs in process to ensure
conpl etion and tineliness of work processed, and
to serve as a basis for performance eval uati on.

Controls the activities of the Data Control O ficer engaged
in monitoring the work-flow through the unit

- by review ng procedures and techni ques for maintaining 10
control of work in process,
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- by reviewing | og books to determ ne work progress, and
- by resolving problens referred by the Data Contro
Cficer regarding availability of source naterial
through-put of the unit, and assenbly and delivery
of conpl eted work and source docunents.

Supervi ses 18 data conversi on equi prent operators, through
3 lead operators, in order to devel op and nai ntai n operator
skills

- by assigning continuing and "express" applications
to operators based on job priority and operator
capability,

- by checking work in process and on conpletion to
ensure adherence to instructions, and to nonitor
work quality, production and operator progress,

- by instructing | ead operators and the Data Contro
O ficer on data conversion procedures for new
appl i cations,

- by reviewing data on operator production and error
rates,

- by eval uating operator performance and di scussi ng
apprai sal with G oup Supervisor and enpl oyee,

- by recommending salary increases to G oup
Supervi sor, and

- by resolving disciplinary problenms and counseling
enpl oyees.

Performs other duties such as participating on selection
boards, maintaining records of equi prent mal function, and
keeping up to date on devel opnents in the data conversion
field.

Speci fications
Skill and Know edge

The work requires a thorough know edge of the operation and
capabilities of data conversion equipnent in order to assign
work, train staff and resol ve probl ens of nmachi ne operation.

A know edge of operator capabilities and applications
processed is required in order to assign work, instruct
operators in the nost efficient conversion of data and
revi ew keying instructions for the preparation of data from

a variety of applications. A good know edge of the nature
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DATA PROCESSI NG
Dat a Conver si on
B.MP.D. No. 11

Degree Points

of subject natter of the various applications, and of the
appl i cabl e coding structure, is required in order to instruct
staff, resolve difficulties regarding the interpretation of
data and data conversion procedures, and to estimate job
conpletion tines.

Conpl exity

Met hods and procedures are nornally well-defined. Initiative

and judgnent are required ininterpreting source docurents and

dat a conversion procedures, in resolving problens relating to the

operation of equipnent, and in assigning work and all ocating staff

to neet deadlines and changi ng workl oads. Supervises the

operation of a variety of data conversion equi pnent.. E ghty-six C4 275
continuing applications are processed by the unit. Wrkl oad and

staff remain fairly constant.

Super vi si on

Supervi ses a data control officer and a staff of 18 data
conversion operators through 3 | ead operators. Coordinates
the training of new operators on the operation of the

equi prent and on the processing of applications, and

instructs the data control officer and | ead operators on

new applications. Assigns work directly or through the data
control officer. Monitors work in progress and conpl eted
work for accuracy and for adherence to data conversion Cs 85
procedures. Resolves disciplinary problens and counsels

enpl oyees. Apprai ses operator performance and di scusses

wi th enpl oyees and supervi sor. Recommends pay increases

and retention or dism ssal of new enpl oyees.
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EXAMPLE OF A

STATEMENT OF QUALI FI CATI ONS
FOR

B.MP.D. No. 11: UNI T SUPERVI SOR, DATA CONVERSI ON ( DA- CON-5)

BASI C REQUI REMENTS

Educati on

Achi evenent, Skills
or Aptitudes

Language Requi r ement

Experi ence

RATED REQUI REMENTS

Know edge

Abilities

Personal Suitability

February 1974

ESSENTI AL QUALI FI CATI ONS

- Conpl etion of grade ten or achi evement of
a satisfactory score on PSC Exam nation 1.

Skill in keying al pha-nuneric data,
conpleting at least fifty 60 col umm
records in 15 mnutes with not nore
than a 5% error rate.

- A know edge of the English | anguage
is essential for this position

- Experience in operating a variety of
data conversion equi pnent and in
supervi sing data conversi on operators.

- Know edge of coding systens and
control procedures.

- Ability to schedule and assign work, train
and assess staff and resol ve operating
pr obl ens.

- Ability to prepare reports and correspondence

- Tact and courtesy particularly in
dealing with users and schedul ers.

Reliability and initiative.
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DATA  PROCESSI NG
Dat a Conver si on
B.MP.D. No. 12

BENCH- MARK POSI TI ON DESCRI PTI ON

Bench-mark Position Nunber: 12

Descriptive Title: DATA CONVERSI ON
UNI T SUPERVI SOR

Sunmary

Under the general supervision of the Chief of Operations,

Level : 6

Poi nt Rating: 740

directs and controls the

activities of the Unit*; supervises the staff; organi zes and admi nisters the work of 9

enpl oyees engaged in the preparation of data for conputer
ot her duti es.

Duti es

Directs and controls the activities of 8 data conversion

processi ng and perforns

% of Tine

operators and a subordi nate supervi sor engaged in operating
key- punch and verification equiprment to process approximately 30

continuing applications and nunerous "express"
applications of varying conplexity each nonth

by devel opi ng key-punch instructions for the nost

efficient keying of data from source docunments onto

cards,

- by assigning work to operators in order to nake best

use of their experience and abilities,

- by adjusting work schedule in order to accommodat e

priority applications,

60

- by ensuring 24-hour turn-around of "express" applications,
- by review ng conpl eted work and operator production

statistics, and

- by determning the need for overtinme and assi gni ng

staff as required.

Supervi ses a staff of 8 operators and 1 subordi nate super
vi sor operating various nodels of key-punch and verification
equi pnent, a tape encoder, a sorter and a paper-tape to

punched card machi ne

- by selecting operators referred to the Unit by

t he Personnel Branch,
- by analyzing individual operator production
statistics,

*See A ossary of Ternms page |-5
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Dat a Conver si on
B.MP.D. No. 12

% of Tine

- by appraising operator performance and maki ng
recommendations to Chief of (perations regarding pay,
pronotion, retention or the requirenent for
di sciplinary action,

- by providing on-the-job training as required including
the preparation of program drum cards, and

- by recommendi ng changes in position classification
and nunbers of positions.

Q gani zes and admnisters the work of a Data Conversion
Unit to facilitate the orderly processing of data

- by discussing |ayouts of source docunents with the
users to ensure the nost effective presentation of
dat a,

- by providing cost estimates to users based on key
stroke rate for each application,

- by breaki ng down | arge production-type applications
into smaller units for nore expeditious processing,

- by determning the need to use the services of
out si de data preparation agencies, 15

- by recomrendi ng sources to provide outside services,

- by reviewi ng tenders and reconmendi ng contractor,

- by devel opi ng key-punch instructions and key-stroke
standards for outside, work,

- by liaising with contractor to resol ve probl ens, and

- by checki ng conpl eted work and det ernini ng charge
to user.

Perforns other duties such as deternmining charges to users

for in-house work, wiring panels for sinple applications to 5
be processed on paper-tape to card machi ne, and arrangi ng

for the maintenance of equi pnent.

Speci fications Degree Points

Skill and Know edge

The work requires a thorough know edge of the operation

and capabilities of key-punch and key-to-tape nachi nes

sufficient to supervise their operation and to provide 6 345
on-the-job training of staff, and a know edge of the
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Degree Points

operation of a sorter and paper-tape to punched card
nachi ne sufficient to wire panels for sinple applications

and to supervise their operation. The work also requires

a know edge of the capabilities of operators in order to

pl an and schedul e work and to assign work on the basis

of priorities. A know edge of source docunents and

machi ne capabilities is required in order to devel op
production standards and key-punch instructions. Know edge
of user requirenents is essential in recomendi ng source

docunent | ayouts.

Compl exity

Initiative and judgment are required in assigning work
recomrendi ng source docunent |ayout, devel opi ng keying
instructions, assigning overtime work, assessing bids
fromoutside contractors, and selecting and nonitoring the

wor k for processing by such contractors. The work requires
the supervision of the operation of key-punch and verification
equi prent, a tape encoder, a sorter and a paper-tape to

punched card machi ne. Approxinmately 30 continuing applications Da 290
are processed at tine intervals varying fromweekly

to annually, in addition to nunerous non-repetitive

appl i cations each nonth.

Super vi si on

The work of 8 operators and a subordi nate supervisor is

supervi sed. Operators are sel ected and apprai sed, and

recomendati ons are nmade to the Chief of Operations

concerning appropriate staffing actions. Assigns work

directly or through the subordi nate supervisor. Devel ops

production standards and assesses operator perfornmance D3 105
based upon these standards. Provides on-the-job training

and rmakes recommendati ons concerni ng t he nunber and

classification of positions.
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Data Conversion
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EXAMPLE OF A

STATEMENT OF QUALI FI CATI ONS

FOR

B.MP.D. No. 12: DATA CONVERSI ON UNI T SUPERVI SOR ( DA- CON- 6)

BASI C REQUI REMENTS

Educati on

Achi evenent, Skills
or Aptitudes

Language Requi renment

Experi ence

RATED REQUI REMENTS

Know edge

Abilities

February 1974

ESSENTI AL QUALI FI CATI ONS

Conpl eti on of grade ten or achi evenent of
a satisfactory score on PSC Exam nation 1.

Skill in keying al pha-nuneric data
completing at least fifty 60 columm
records in 15 nmnutes with not nore
than a 5% error rate.

A know edge of both the English |anguage
and the French | anguage is essential for
this position.

Experi ence in data conversion operations.

Know edge of source docunent |ayouts and
production-type applications.

Know edge of support equi pment such as
a sorter and a paper-tape to punch-card
machi ne.

Ability to prepare cost estimtes and
anal yze operator production statistics.

Ability to organi ze, schedul e and assign
work, set priorities, establish positions
and select, train and assess operators.

Ability to prepare instructions, standards
and correspondence.
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Personal Suitability - Effective interpersonal relationships.

- Tact and courtesy particularly in dealing
wi th users and contractors.

- Initiative and reliability.
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Dat a Conver si on
B.MP.D. No. 13

BENCH- MARK PCSI TI ON DESCRI PTI ON

Bench-mark Position Nunber: 13 Level : 6

Descriptive Title: GROUP SUPERVI SOR, Poi nt Rating: 772
DATA CONVERSI ON

Summary

Under the general supervision of the Section Head, plans and directs the operations of a group of
3 units of key-punch and verification operators; supervises a staff of 60 operators through 3
sub-supervi sors; orders departrental requirements for punch cards; and perforns other

duti es.

Duti es % of Tinme

M ans and directs the activities of key-punch and verification operators
engaged in the conversion of data fromapproxi mately 140 applications

by conferring with systens anal ysts and users to

deternmine the feasibility of projects for preparation

on key-punch equi prent, revi ew source docunent,

desi gn and devel op speci al keying requirenents,

- by designing electro format of punch cards for new
or revised applications,

- by estimating the cost and length of time to process
applications,

- by negotiating work deadlines wth users,

- by preparing work schedul es and all ocating staff
and machi ne resources to neet negoti ated 60
deadl i nes

- by preparing key-punch instructions and punch card
formats to ensure the nost efficient preparation of
dat a,

- by nonitoring work progress to ensure that deadlines
are net, and

- by resolving problens regardi ng keying instructions

for new applications.

Supervi ses a staff of approximately 60 key-punch and
verification operators and | ead operators, through 3 sub
supervisors, to ensure the effective devel opment of staff

- by making short and | ong-termallocation of staff

and equi pnrent within the group to ensure the nost 25
ef fective use of resources and efficient processing
of work,
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% of Tinme

by assigning work through sub-supervisors in

accordance with operator capabilities,

- by ensuring that operator training is carried out

to nmeet work requirenents,

by assessi ng work of sub-supervisors and revi ew ng

apprai sal with Section Head,

- by review ng appraisal of operators and | ead operators
wi th sub-supervisors, and

- by proposing staffing and classification actions to

Section Head.

Ensures a continued availability of punch cards to the
Section and other departnental users
- by taking a bi-nonthly inventory,
- by adjusting records as required,
- by estimating future requirenents based on work
| oad, and
- by ordering required anounts.

10

Perforns other duties such as maintaining and revi ew ng
production records and serving on sel ection boards. 5

Speci fications Degree Points
Skill and Know edge

The work requires a thorough know edge of the operation and
capabilities of a variety of nodels of key-punch and
verification equi pment and of operator capabilities in order
to assign and schedul e work, prepare key-punch instructions,
provide for the training of staff and to resol ve operating
probl ems referred by sub-supervisors. A know edge of user
requirenents is necessary in order to recommend source
docunent design and to devel op the nost effective data 5 292
preparation procedures. The ability to co-ordinate the
activities of 3 units is required in order to neet

est abl i shed deadl i nes and changing priorities.
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Conpl exi ty

Initiative and judgment are required in devel opi ng key
punch instructions and punch card formats, and in
recomendi ng data preparati on procedures to users.
Initiative and judgment are al so required in assigning
work, allocating staff and equi pment resources to naintain
producti on schedul es and cope with changing priorities,
estimating costs, negotiating deadlines with users and in
directing the activities of the group

The work requires the supervision of a variety of nodel s

of key-punch and verification equipnent. The processing

of approxi mately 140 continuing applications is supervi sed. Workl oad
and staff remain fairly constant.

Super vi si on

Wrk is assigned, through 3 sub-supervisors, to a staff of

60 key-punch and verification operators. Staff is

all ocated within the groups as required and