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Wel fare Prograns

PREFACE

This standard describes the plans to be used in classifying and eval uating
positions in the Wel fare Programs G oup, and in selecting personnel for
appoi ntment to them

The classification and eval uati on plan provides a quantitative nethod for
determining the relative value of positions in the group and the selection plan
describes the method to be used for determining the qualifications required of
candi dates and assessing the extent to which they possess them Bench-nmark
position descriptions are provided which serve both as a reference for position
eval uation and for selection.

Anal ysis of the work found in the Welfare Prograns Group reveal ed that there
were a nunmber of work characteristics. These definitions are shown where
required.

The standard is designed for use by classification officers, staffing
officers and line nmanagers who are involved in the classification and
staffing of Welfare Prograns G oup positions.

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

Subsequent to the devel opnent of a position descriptionit will be the
responsibility of the personnel officer to ensure that |egislative and del egated
authority is effectively discharged. Wenever feasible the |ine manager or

other line officers should actively participate in the classification and

staf fing process.
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CATEGORY DEFI NI TI ON

Cccupational categories were repeal ed by the Public Service Reform Act (PSRA),
effective April 1, 1993. Therefore, the occupational category definitions have been
del eted fromthe classification standards.
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GROUP _DEFI NI TI ON

For occupational group allocation, it is reconmended that you use the Qccupati onal
Group Definition Maps, which provide the 1999 group definition and their
correspondi ng i nclusion and exclusion statenents. The maps explicitly link the

rel evant parts of the overall 1999 occupational group definition to each

classification standard.
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PART |

POSI TI ON CLASSI FI CATI ON. AND EVALUATI ON PLAN | NTRODUCTI ON

This standard describes the point rating plan to be used to evaluate jobs all ocated to
the Welfare Programs Group. It consists of an introduction, general definitions
of the Admnistrative and Forei gn Service Category, the occupational groups, and
point rating scales. The bench-mark position descriptions are located in Part
[

Point rating is an anal ytical, quantitative method of determning the

relative value of jobs. It is particularly suited to heterogeneous occupati onal
groups in which jobs consist of varied conmbinations of tasks. Essentially, point
rating plans define characteristics or factors common to the jobs bei ng eval uated. They
define degrees of each factor and allocate point values to each degree. The total
val ue determ ned for each job is the sumof the point values assigned by the raters.

Al nethods of job evaluation require the exercise of judgnent and the orderly
collection and anal ysis of information in order that consistent judgnents can be
made. The point rating nethod facilitates rational discussion and resolution of
differences in determning the relative worth of jobs.

Al l ocati on Cuidelines

The Goup Definition provides statenents of "Inclusions", that describe the primary
duties assigned to positions in the Welfare Programs G oup. These are the principal
sources of reference when allocating positions to the group.

Consi stent with these statenents are the follow ng descriptions of work assi gnments
nornmal |y associated with Welfare Prograns. They are intended as a further aid to
raters in determning the allocation of positions to the G oup.

SOCI AL DEVELOPMENT Assi gnirent's whi ch are concerned with the devel opnent, application or
supervi sion of prograns to guide, advise, stimulate and encourage the social, political,
cul tural and econom c devel oprment of indi genous people living wthin defined geographic
boundari es and i ndi vi dual s.
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VETERANS' WELFARE SERVI CES Assi gnments which are concerned with the

devel opnent, application, supervision and admnistration of a programto provide
such services as social adjustnent, rehabilitation, counseling, welfare or financial
benefit services to meet the needs of veterans and their famlies.

EMERGENCY WELFARE SERVI CES Assignnents which are concerned with the

pl anni ng and coordi nati on of energency services where adequate services are not
ot herwi se provided, and with training prograns and formul ati on of plans with
foreign, provincial and municipal governnents for an emergency service including
clothing, lodging, registration and enquiry services.

CORRECTI ONAL SERVI CES Assi gnnents whi ch are concerned with the devel oprrent,
application and admni stration of prograns in the parole and penitentiaries services
whi ch i nclude the counseling and gui dance of parol ees and i nmates, anal ysis and
evaluation of their rehabilitation and training needs, professional diagnostic and
reporting services and the devel opnent and inpl ementation of corrective and fol | ow
up prograns.

Factors

The conbi ned factors do not describe all aspects of jobs. They deal only
with those characteristics that can be defined and di stingui shed and that are
useful in determning the relative val ue of jobs.

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

Know edge - Education
- Experience
- Continuing Study

Pr obl em Sol vi ng Scope for Problem Sol ving

- Inpact of Activities

Responsi bility for Contacts - Nature of Contacts
- Persons Contacted

Super vi si on - Level of Enpl oyees Supervised
- Nunbers Supervised

January 1977 -2
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Poi nt Val ues

The maxi mum poi nt val ue assigned to each factor reflects its relative i nportance.
Simlarly, point values have been assigned to the degrees of the factors.

Poi nt val ues increase arithnetically as the degrees of the factor increase. The m ni mum
poi nt val ues for Know edge, Problem Solving and Responsibility for Contacts are one-fifth
of the nmaxi mumval ue. The mni mumval ue for Supervision is one-tenth of the nmaxi mum val ue,
al though there will be positions where this factor does not apply. The ranges of point
val ues are

M ni mum Maxi mum

Know edge
Educati on and Experience 60 300
Conti nui ng St udy 10 50
Pr obl em Sol vi ng 70 350
Responsibility for Contacts 30 150
Super vi si on - 150
170 1, 000

Bench- mark Positions

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

factor or element. Each description consists of a brief summary, a list of the
principal duties, with the percentage of time devoted to each, and a specification
descri bi ng each of the point rating factors and el enents as it appears in the job.
The bench-mark positions have been eval uated, and

the degree and point val ues assigned to each factor are shown in the specifications.

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

Use of the Standard

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

1. The position description is studied to ensure understandi ng of
the position as a whole and of each factor. The relation of the
position being rated to positions above and below it in the organi zation
is al so studi ed.
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2. Allocation of the position to the category and the group is
confirnmed by reference to the definitions and the descriptions of
i ncl usi ons and excl usi ons.

3. Tentative degrees of each factor in the job being rated are
det erm ned by conparison with degree definitions in the rating scal es.
Uni form application of degree definitions requires frequent
reference to the descriptions of factors and the notes to raters.

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

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

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

Det erm nation of Levels

The ultinate objective of job evaluation is to determne the relative value of jobs in
each occupational group in order that enployees carrying out the jobs may be paid at
rates consistent with the relationship indicated. Jobs that fall wthin a
designated range of point values will be regarded as of equal difficulty and val ue and
wll be allocated to the sane | evel.

M ni mum Qual i fi cations

Each of the group definitions in the category includes a statement of

"M ni mum Qualifications". These requirenents are to apply w thout nodificationto
all newentrants to the labor force, that is, students who have just conpleted their
full-time studies and young people commencing full-time employment. Wth respect
to experienced workers who may not possess the fornal education prescribed in the
definitions, the statenents are intended to indicate the norns agai nst which the

qual i fications of the individual nay be assessed, in order to judge whether or not the
conbi nation of his education, training and experience provides, for the particul ar position
being filled, qualifications equal to or higher than those prescribed in the

"M nimum Qalifications" of the rel evant occupational group.
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RATI NG SCALES

WELFARE PROGRAMS GROUP

FACTOR

Know edge
- Education and Experience
- Continuing Study

Pr obl em Sol vi ng

Responsi bility for Contacts

Super vi si on

PO NT BOUNDARI ES

LEVELS

W 1

WP 2
WP 3

WP 4
WP 5

WP 6

WP 7

WP 8
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300

50
350

150

150
1, 000

PO NTS

170t 0 290
291t o0 400
401 to 510
511 to 620
621t 0 730
731 to 840

841to 950

951 to 1000
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KNOANLEDGE FACTOR

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

Definitions

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

"Experience" refers to the mininumlength of time an enpl oyee requires, under optinmm
conditions, to acquire the adm nistrative know edge and skill needed to carry out
the duties of the position.

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

Notes to Raters

For purposes of this standard the tine needed to acquire clerical or other skills and
wor ki ng know edge of the regul ations and directives and the tinme needed to denonstrate
the capacity to performadmnistrative work i s not

to be considered in the eval uation of the Experience el ement of the Know edge factor.

In tentatively selecting the degree of the Experience el enent, consideration is to
be given to the length of time needed to acquire specialized and general administrative
know edge required to carry out the duties. General adm nistrative know edge is
gai ned through experience in such responsibilities as

1. forrmul ating i deas and expressing themorally or in witten form
2. carrying out studies and preparing reports on specific aspects
of existing or proposed departnental activities;
3. meking critical analyses of nmethods and procedures with a view
to reconmendi ng i nmprovemnents;
4. carrying out duties that require a know edge of the objectives of
the organi zati on and the plans of action devel oped to achi eve them
5. making comm tnents of staff or material resources;
6. supervi sing and directing staff.
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The degrees of the Experience el enent assigned to the bench-mark positions
have been established by ranking on the basis of such considerations as those
menti oned above. The degree of the Experience element tentatively selected is
to be confirnmed by direct conparison of the position being rated with the duties
and specifications of the bench-mark positions.

The second degree of the Education element is to be assigned when the duties of the
position

1. require university graduation in a specialized field,
or
2. requi re understandi ng and appreciation of the principles and
concepts of two or nmore specialized fields for which the know edge is
normal |y acquired through university training and which are directly
associated with the duties perforned,
or
3. require systematic study and anal ysis of conplicated genera
probl ens and their solution by the application of specialized

know edge acquired through extensive post-secondary school study or
training rather than through experience

In positions with duties that rmeet conditions 2 and 3, the incunbents will not
necessarily be university graduates.
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Vel fare Programs RATI NG SCALE - EDUCATI ON AND EXPERI ENCE
Experience Educati on and
Requi r ement Degree
and Degree Conpl eti on of Secondary University Graduation
School Education
B
_ 60 135 Pages*
Up to and Pages*
i ncluding 1 Senior Child Care Worker 1.1
2 years Wel fare Officer 2.1
162
_ 87
Up to and .
i ncl udi ng 2 Vel fare Services Counselor ) 3.1 |ocal Government Advisor 5.1
4 years Agency Assistant, Indian Affairs, Inmate Classification officer, 6.1
St. Regis Agency, Ontario Parole Officer 7.1
Regi on 4.1
114 189
Up to and Community Devel opment
including 3 Specialist, Indian Affairs 8.1
6 years Regi onal , Local Governnment
Adm ni strator, Toronto,
Ontario
Regi onal Pl acement and 9.1
Rel ocati on Specialist,
Quebec Region, |ndian
Affairs
District Representative, 10. 1
Smal | district Office
11.1
141 216
Up to and Supervi sor, Placement and
including 4 Rel ocation, Ottawa 13.1
8 years
169 244
Up to and
including 5
10 years
197 272
Up to and District Director, Veterans Chi ef, Social Progranms
i ncluding 6 Wel fare Services 12.1 Di vi sion, Ottawa 14.1
12 years
225 300

More than 7
12 years

* Ail page nunbers refer to Part I11.
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KNOW.EDGE

RATI NG SCALE -

Nat ure of Conti nui ng Study
and Degree

Work requires know edge of
statutes, regul ations,
policies, prograns and
procedures related to the

wor k perfornmed, gained by
continui ng study of directives
and manual s i ssued by
departnents and centra
agencies. It also requires
know edge of enpl oynent, 10
busi ness and ot her conditions,
and of services available from
non-departnental sources

in the area, gained by
continuing study of articles
in publications and of

i nformation rel eases.

Work requires know edge of
trends and devel oprments in
a field of specialization
directly related to the
duties perfornmed, gained
by continuing study of
texts, journals and
peri odi cal s.

Work requires devel opnent and
mai nt enance of know edge in
depth in a field of speciali-
zation through broad-ranging,
i nt ensi ve study, OR know edge
of the nature and inter-

rel ati onshi ps of trends and 3 50
_devel opnents in a nunber of
fields through study of a

w de variety of texts
,Journal s and peri odi cal s.

1

* Al page nunbers refer to Part [11. [-9

January 1977

Poi nt s

CONTI NUI NG STUDY

Bench-mark Position
Descri pti ons

- Senior Child Care Worker
- Welfare O ficer
- Welfare Services Counsel or

- Agency Assi stant,
I ndi an Affairs,

St. Regis Agency, Ontario
Regi on
- Local Government Advisor

- Inmate Cl assification

Oficer,
Canadi an Penitentiary
Servi ce

- Parole Oficer
- Community Devel opnent
Specialist, Indian Affairs

- Regional, Local Governnent
Adm ni strator, Toronto,
Ontario

- Regi onal Pl acenent and
Rel ocati on Speci al i st,

- Quebec Region, Indian
Affairs
District Representative,
Smal |l District Ofice

- District Director, Veterans
Wel fare Servi ces

- Supervisor of Placenent
and Rel ocation, Otawa

- Chief Soci al
Di vi si on,

Pr ogr ans
atawa

10.

11.

12.

13.

14.

[y
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PROBLEM SOLVI NG FACTOR

This factor is used to nmeasure the difficulty of the duties of the position as
i ndi cated by the scope for probl emsolving and the inpact of activities.

Definitions

"Probl emsol ving" refers not only to specific actions taken to neet inmedi ate needs
of groups and individuals, but also to nore general long termactivities directed
towards changing attitudes when changes can only be identified over a |long period
of tinme.

"Scope for problemsolving" refers to the freedomto take action. It is
measured in ternms of the judgment, initiative and discretion required, the
availability of direction, and the difficulty of determ ning the

i mplications of courses of action.

"l nmpact of activities" refers to the inportance of the activities in ternms of their
effect on individuals, groups and communities and on the resources conmitted or
affected. It also refers to the effect of activities on other government or
private agencies, the effect on the efficiency with which services are provi ded, and
the significance of precedents, projects and prograns which are established.

"Established methods" is to be interpreted broadly to include the guidance
provi ded by manual s and directives, and by precedents.

"Program? refers to the plans of action that are devel oped and i npl emented by the
organi zation to achieve its objectives.

Notes to Raters

The four degrees of the Inpact of Activities elenment are illustrated by the
bench-mark position descriptions. The follow ng characteristics of the work are
to be considered in deternmining a tentative degree for this el enent:

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

2. The extent to which the incunbent of the position being rated

is the effective recommendi ng or inplenenting authority, which
isusually related to the level of the position in the organization. 3.
The size, value and kind of departnmental resources affected.

4. The consequences of an error in judgnment.
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Any one characteristic is only an indication of the inpact of the activities,
and the whol e context within which the work is perforned is to be considered. The job as
a whole is then to be conpared to the descriptions of the benchmark positions exenplifying
the degree of inpact that has been tentatively established.

January 1977 1-11
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Pr obl em sol vi ng
requires sone

j udgnent ,
initiative and
di scretion.

RATI NG SCALE -

PROBLEM SOLVI NG

Scope for Problem

Pr obl em sol vi ng
requires a
noder at e degree
of judgnent,
initiative and

| MPACT OF I ndi vi dual di scretion.
probl ens are Probl ens are
ACTI VI TI ES, sol ved ) solved_by
by the sel ection sel ection of
AND DEGREE of a course of courses of some
action action that may
indi cated by require
est abl i shed modi fi cation of Of
met hods and establ i shed of
instructions. net hods. The
The inplications i mplications of
of possible possi bl e courses
cour ses of action may
actions are not be readily
usual |y appar ent appar ent
from precedents. Direction is
Unusual probl enms sought when the
are referred appar ent
t o superiors. solutions to
probl ens are not
wi thin the
i ntent of
establ i shed
practices.
70 Page* 116 Page*
- Senior Child - Welfare
Care Worker 1.1 Services 3.1
Limted 1- Wlfare Counsel or
Oficer 2.1 - Agency
Assi st ant,
Indign 4.1
Affairs,
St. Regis
117 163
- Loca
Gover nnent 5.1
Advi sor
- Inmate
Classification 6.1
O ficer 7.1
- Parole
O ficer
Moder at e 2
164 210
Si gni fi cant 3
211 257
Maj or
* Al page nunbers refer to Part 111. 1-12

January 1977

Sol vi ng, and Degree

Probl em sol vi ng
requires a
significant degree
judgment, initiative
and discretion

Probl ems are sol ved
by nodification
establ i shed net hods
or by devising
courses of action
within the intent

of established
programs. The

i nplications possible
courses action are
often difficult to
determ ne. Recom
nendations are made
to effect changes

in prograns.

162

209

- Community
Devel opnent
Speci al i st
I ndi an
Affairs

- Regi onal
Loca
Gover nnent
Admi ni strator

- . Regi onal
Pl acenent and
Rel ocation
Speci al i st

- District
Representative
Smal | District
Ofice

256

- District
director,
Vet er ans
wel fare
Servi ces
- Supervi sor
Pl acenent and
Rel ocati on,
Ot ana

303

9.

10.

mad

e

Probl em sol vi ng
requires a

hi gh degree of
judgment, initiative
and di scretion

Duties of the position
require the devel opnent
of solutions to diverse
and interrel ated

probl ens. Substanti al
contributions are made
to planning, devel oping
and changi ng progranms
in responses to
recormendat i ons,
anticipation of
changi ng conditions or
to achi eve objectives
est abl i shed by
superiors. Inplications
of actions taken or
proposed conpl ex and

of ten cannot be
determined with
certainty.

in

Page 208

11.

12.

13.

302

350

- Chief, Social

Pr ogr ans

Di vision. Otawa

Page

14
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RESPONSI BI LI TY FOR CONTACTS FACTOR

This factor is used to neasure the difficulty and inportance of contacts that occur as
an integral part of the work and the requirenents inposed by these contacts to work and
communi cate with others in person, by tel ephone or in witing. The el ements of the
factor are the nature of contacts and the persons contacted.

Definitions
"Associ ates" refers to persons with whomcontacts are customarily established over |ong
periods of time and in circunmstances that devel op an awareness of each other's

requirenents.

"Officials" refers to admnistrators or other persons wth some degree of executive
authority who are not associ ates.

Notes to Raters

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

An officer of a department, another |evel of government, private organization or industry
nay be an associate or an official, depending on the circunstances under which the
contacts occur.

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

Points are to be assigned for witten contacts only if the duties of the position being
rated include responsibility for signing letters or menoranda. Points will not be
assigned if responsibility is linited to contacts by formor pattern letters.
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DEGREE

1

2

3

Degr ee
1
2
3

* Al

RATI NG SCALE -

RESPONSI BI LI TY FOR CONTACTS

To give, obtain and

exchange information

requiring

di scussi on,

expl anation and
co-operation.

A
30
44
- Senior Child
Care Worker
58
- Inmate
Classification
Oficer

Nat ure of

Cont acts,

and Degree

Such persons as clients,

associ ates in other federal

Such persons as representatives of clients,
associ ates in other |evels of governnent,

| Oficials of other

page nunbers refer

January 1977

To persuade and To act as a may To act as a
obtain representative of which Representative of
assi stance or the departnment the department
agr eement or agency at or agency in
of others. formal meetings negotiating
where differences agreements of
In interest be consi derabl e
expected, with significance,
authority to with authority
di scuss problens to formul ate
and seek common prograns
ground on to base within stablished.
sol utions. obj ecti ves.
B C D
60 Page 91 Page* 122
74 105 136
1.1 - Welfare Oficer 2.1
- Agency Assistant,
Indian Affairs,
St. Regis 4.1
Agency
- Local Governnent
Advi sor 5.1
88 119 150
6.1 - Wel fare Services - Regional Local 9.1- Chief Social
Counsel or 3.1 Covernnent 11.1 Prograns
- Parole Oficer 7.1 Admnistrator 13.1 Di vi si on,
- Community - District Ot awa
Devel opnent Representati ve,
speci al i st, Smal | District
Indian Affairs 8.1 Ofice
-- Regi onal - Supervisor of
Pl acement Pl acenent and
and Rel ocation Rel ocati on,
Speci al i st 10.1 Otawa
- District Director,
Vet erans Wl fare
Servi ces 12.1
Per sons Cont act ed
menbers of the general public, enployees in the same departnent, and
departnents and agenci es.
officials in other departnents and agencies, and
private organi zations or industry.
I evel s of governnment, other countries, private organizations or Industry.
to Part II1.
1- 14

Page*

14.1



Vel fare Prograns

SUPERVI SI ON FACTOR

This factor is used to measure the continuing responsibility that the incunbent of the
position assunes for the work and gui dance of other enployees. The two elenents of
the factor are the level of enpl oyees supervised and the nunbers, supervi sed.
Definitions

"Level of enpl oyees supervised" refers to the highest |evel supervised
"Nunber s supervi sed" refers to the total nunber of enployees for whomthe incunbent of
the position exercises supervisory responsibility directly or through subordinate

supervi sors. '

Notes to Raters

A posi tion whose i ncunbent does not have a continuing and substantive responsibility for
the supervision of the work of others is not to be assigned points under this factor.
Characteristically, "substantive responsibility" includes allocating staff to various
wor k projects, proposing disciplinary action, informng staff of their strengths and
weaknesses, proposing changes in the nunbers and classification of positions, and
ensuring that work standards are mmintai ned.

Cccasi onal supervision, such as that performed during absences of the
supervi sor on annual or sick leave, is not to be rated.

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

1. The nunber of enployees in the department or agency for whom
the i ncunbent has continuous supervisory responsibility.

2. The nunber of man-years of work performed by casual, part-tinme and seasonal
enpl oyees who are supervi sed by the i ncunbent.

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

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

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

1. has authority to prescribe objectives or prograns and the
net hods and procedures to be followed in carrying out a specialized
functi on,
and
2. has responsibility for ensuring adherence to established prograrns,

net hods and procedures,
and

3. has authority to make effective recomrendati ons on enpl oyrent,
pronotions or transfers.

In 3 above, the term"has authority" refers to established practices that require senior
officials to exercise significant influence on the enploynent, pronotion or transfer of
enpl oyees who are not under their direct supervision. It does not inply, however
authority to inpose their views on line officers.

Enpl oyees at all levels are to be included in the nunbers subject to functional supervision
al though the third criterion may not apply to those at junior levels to the same degree as
to nore senior enpl oyees.
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RATI NG SCALE - SUPERVI SI ON

Nunber sSuper vi sed and Degr ee

Level of
Enpl oyees
Super vi sed 1-3 4 - 10 11 - 25 26 - 75 76 - 200 201 - 400 401 and
over
and Degree A B C D E F G
1 15 32 49 67 85 103 121
2 29 46 63 81 99 117 135
3 44 61 78 96 114 132 150

Level of Enpl oyees

Supervi sed and Degree Bench-mark Position Descriptions Page*
- Supervi ses enpl oyees - Agency Assistant, Indian Affairs, St. Regis
in the adm nistrative Agency, Ontario Region 4.1
support category or 1 -Comunity Devel oprment Specialist, Indian
juni or enployees in Affairs 8.1
ot her categori es. -Regi onal Pl acerment and Rel ocati on Speci ali st,
Quebec Region, Indian Affairs 10. 1
-District Representative, Small District
Ofice 111
-District Drector, Veterans Wl fare Services 12'1
- Super vi ses - Supervi sor of Placenent and Rel ocati on,
i nternedi at e Ot awa 13. 1
enpl oyees in the 2
admi ni strative and
Forei gn Service or
ot her categori es.
- Super vi ses seni or - Chief Social Programs Division, Otawa 14.1
enpl oyees in the
adm ni strative and 3

foreign service or
ot her categories.
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PART 11

SELECTI ON PLAN

I NTRODUCTI ON

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

Section 6 of the Public Service Enpl oynent Regul ations requires that a Statenent of
Qualifications be prepared for each position to which an appointnment is to be nmade. 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 perfornmance of the duties and responsibilities of a position.

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

As qualifications vary with the job content requirements 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 becone the criteria agai nst which
selections are nade for that staffing action..

The followi ng pages contain an explanation of the various parts of a Statement of
Qualifications, a description of qualifications for positions in this Goup, a
rating guide, and a description of the methods to be used in assessing the qualifications
of candi dates for these positions. Exanples of Statenents of Qualifications for
positions in this Goup based on Bench-Mark Position Descriptions are presented in Part |11
of the Standard.
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STATEMENT OF QUALI FI CATI ONS

Structure

The basic structure of a Statenent of Qualifications is as foll ows:

ESSENTI AL QUALI FI CATI ONS

BASI C REQUI REMENTS

Educati on Fact or

Cccupational Certification Factor

- Achievenent, Skills or Aptitudes Factor

- Language Requirenent 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.)
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Definitions

A Statenment of Qualifications consists of two conponents

ESSENTI AL QUALI FI CATI ONS - Thi s conponent provides for the inclusion of

qual i fications which a person nust possess in order to adequately performthe
duties and responsibilities of a position. It consists of two subconmponents:

BASI C REQUI REMENTS - Thi's sub-conponent provides for the inclusion of
those essential qualifications that are used for initial screening purposes.

Applicants nmust nmeet the Basic Requirenents before consideration can be given to
other qualifications. Basic Requirenents are mninumcriteria and are not
rated by degree. Basic Requirements include the follow ng five Sel ection Factors:

their

January 1977

Education - (a) Refers to a background i n acadenic, vocational or
techni cal studies and training which is recognized through the actua
or inmmnent conferring of a degree, diploma, certificate or other officia
docurent by an approved educational institution or agency.

(b) Acceptabl e performance on tests prescribed by the
Public Service Comm ssion may be an alternative, when specifi ed.

Cccupational Certification - Refers to the possession of or eligi-
bility for occupational credentials in the formof a license, certificate,
registration, letter, papers or other docunents which constitute

of ficial recognition of occupational conpetence.

Achi evenent, Skills or Aptitudes - Refers to special exam nations or
tests used to assess achievenent, 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

Engl i sh | anguage, the French | anguage, either one or the other or both in
relation to the performance of the duties and responsibilities of a
position.
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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
avocational circunstances including voluntary work, that provides an
adequat e background for performance of the duties and responsibilities
of the position being staffed. Experience requirenents nmust not be
expressed in terms of a specific nunber of years.

NOTE: Pre-enpl oynment nedi cal examination requirements are to be in
accordance with the Public Service Conmm ssion Staffing
Manual , and are not to be included i n the Statenent of
Qualifications.

RATED REQUI REMENTS - Thi s sub-conponent provides for the inclusion of those
essential qualifications which are used for the rating and ranki ng of

candi dates who have met the Basic Requirenents. Rated Requirenents include
the followi ng three Sel ecti on Factors:

Know edge - Refers to information concerning facts, theories,
systens, practices, regulations and other subject-matter rel evant
to the performance of the duties and responsibilities of a

posi tion.

Abilities - Refers to conpetence in the use of tools, materials,
and equi prent or the application of nethods, systens, techniques,
practices, policies, regulations and other subject-matter relevant to
the performance of the duties and responsibilities 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 CATIONS - This conponent provides for the inclusion of

qual i fications which, although not essential, may further contribute to or enhance a
candi date's performance of the duties and responsibilities of a position. The use of
Desirable Qualifications is optional, but they nust not be used for screening
pur poses. \When they are applicable, they are to be included in the Statenent of
Qualifications at the same time as the Essential Qualifications are specified, and they
are to be assessed only as part of the rating and ranki ng of candi dates who have met
both the Basic Requirenents and Rated Requirenents for the position. Any job-
related qualifications other than know edge of a second official |anguage may be used
as a Desirable Qualifications, but they should be used sparingly, if at all.
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SELECTI ON STANDARD - WELFARE PROGRAMS GROUP

Qualifications applicable to positions in the Wlfare Prograns Group 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 Goup.

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

For positions in this Qoup there is a range of acceptabl e educati ona
qual ifications as foll ows:

- Qaduation with an acceptabl e degree froma recogni zed university with
speci al i zati on in sociol ogy, psychology, social work, crimnology or sone
ot her specialty relevant to the position. Sonme positions may require
graduation with an acceptable degree froma recogni zed university w thout
regard to the field of specialization.

- Successful conpletion of approved post-secondary school training in
wel fare, welfare institute mnanagenment, social welfare or sone other
specialty relevant to the position.

NOTE: Norrmal |y, approved post-secondary school training involves approximtely 2400
hours of study in attendance at a post-secondary educational institute.

- Successful conpletion of secondary school or equival ency.

NOTE: (a) The "successful conpletion of secondary school” qualification nmust be
coupl ed with acceptabl e experience as specified under the headi ng
Experi ence.

(b) Workers with experience related to the duties and responsibilities of
the position being staffed, who do not possess the "successful conpletion of
secondary school " qualification prescribed above, may be accepted on the

basi s of:

(1) required perfornance on PSC Exam nati on 320 coupled with
accept abl e experience as specified under the headi ng
Experi ence; or

(2) an acceptabl e conbi nati on of education, training and
experi ence.
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Cccupational Certification Factor

This factor is applicable to positions in this G oup requiring occupational
credentials. Based on the duties and responsibilities of the position, include in
the Statement of Qualifications a description of the COccupational Certification
consi dered necessary.

NOTE: Cccupational Certification qualifications nmust not be used w thout
perm ssion fromthe Public Service Commission through the PSC Staffing
Program concer ned.

Achi evenent, Skills or Aptitudes Factor

This factor is applicable to positions in this Goup where a prescribed | evel of
achi evenent, or proficiency in certain skills, or possession of relevant aptitudes is
to be assessed by exam nation or tests.

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

Qualifications a description of applicable achievenent, skill or aptitude
requirenents, or the name or type of exam nation or test on which required
performance will be necessary.

Language Requirenent Factor

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

Fromthe qualifications listed below, determne which one is applicable to the
position to be staffed.

- A know edge of the English language is essential for this position. - A

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

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

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

Experi ence Fact or

This factor is applicable to positions in this Goup for which it is necessary to
have had previous experience related to the duties and responsibilities involved.
Based on the duties and responsibilities of the position, include in the
Statenent of Qualifications a description of the experience consi dered necessary.
Following is an exanple of an Experience qualification.

"Experience - Experience in devel opi ng, eval uating and adnini stering a
pl acenent and rel ocation programfor native people and in
conducting research and feasibility studies;
experience in supervision."
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NOTES ON BASI C REQUI REMENTS

(a) To raise Basic Requirenents for positions in this Goup above
the minima prescribed, permi ssion nust be obtained fromthe
Public Service Commi ssion.

(b) When used in regard to Basic Requirements, ternms such as
"recogni zed", "eligibility", "approved", "acceptable", "accredited", or
"equivalent" refer to acceptability for staffing purposes as
regul ated by the Public Service Comm ssion through the PSC
Staffi ng Program concer ned.

(c) The assessnment of Basic Requirements is to be based on performance
denmponstrations involving the use of tests or exani nations, educational

or occupational credentials, or other evidence available at the tine of
the screeni ng process.

RATED REQUI REMENTS

Knowl edge Fact or

This factor is applicable to nost positions in this Goup. It may not be
applicable to positions used for devel opi ng i nexperienced personnel.

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 the Indian Act and Regul ations."

Abilities Factor

This factor is applicable to nost positions in this Goup. It may not be
applicable to positions used for devel opi ng i nexperienced personnel.

Based on the duties and responsibilities of the position, include in the
Statenment of Qualifications a description of the Abilities considered necessary.
Following is an exanple of an Abilities qualification:

"Abilities - Ability to resolve operating probl ens, schedul e and
assi gn work, and assess staff performance.”
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Personal Suitability Factor

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

Based on the duties and responsibilities of the position, include in the
Statenent of Qualifications a description of the Personal Suitability
consi dered necessary. Following is an exanple of a Personal Suitability

qualification:

"Personal Suitability - Tact, initiative and persuasiveness
particularly in dealing with native people
and outsi de agencies."

DESI RABLE QUALI FI CATI ONS

Based on the duties and responsibilities of the position, include in the
Statenent of Qualifications a description of the qualifications considered
desirable, if any. Following is an exanple of a Desirable Qualification:

"Ability to communicate in a local Indian dialect."
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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 follows:

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

2. Reviewthis Selection Plan carefully.

3. Examine the exanples of Statenments of Qualifications presented in

Part 111 of this Standard in order to becone famliar with the
format and sorts of qualifications required for positions in this
G oup.

4. Based on the duties and responsibilities of the position, describe the
qualifications required for the position wunder the appropriate
Component, Sub- Conponent, and Sel ecti on Factor headi ngs.

NOTE: The exanples of Statenents 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 sinmlar nature.

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

(a) their relevancy to the duties and responsibilities of the position; V,;

their accessibility for selection purposes; an (c) their value in

differentiating between candi dates

In arranging qualifications within each Sel ection Factor they should be |aid out
in a style and in patterns that:

(a) conbine closely-related qualifications;
(b) obviate unnecessary duplication and verbi age
(c) enphasize salient features; and (d) facilitate

assessnent and sel ection.
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The conpleted Statenent of Qualifications specifies the qualifications for
staffing the position, and the contents are to be used as a basis for:

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

(d) rating and ranki ng of candi dates.

RATI NG GUI DE

In assessing the qualifications of candidates for a position, a narrative or numeri cal
rating plan may be used.

Following is an illustration of a format for a selection rating gui de using

qualifications contained in the Exanple of a Statenent of Qualifications for

BMPD No. 9. Basic Requirenents are not included in the rating guide, since, as
mninumcriteria, they will have been taken into account during the initial screening

to determ ne which applicants were qualified for further consideration. The ranking

of the remaining candidates is acconplished

through rating themon the Rated Requirenents, and the Desirable Qalifications, if any,
that are specified in the Statenent of Qualifications for the position being
staffed

SUGGESTED FORMAT

ALLOTTED PASS MAXI MUM
RATI NG RATI NG RATI NG

A. RATED REQUIREMENTS

Know edge Fact or

Know edge of:

1. The Indian Act and Regul ati ons, and
departnmental admi nistrative and
fi nanci al regul ati ons.

2. The culture, traditions, attitudes

and soci o-econom ¢ conditions of
the I ndian Comunity.
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ALLOTTED PASS
RATI NG RATI NG

3. Indian Organizations.

4. Municipal Affairs and of provincial
| egi sl ati on and progranms affecting
the field of Local Governnent.

Total Know edge Fact or

Abilities Factor

Ability to

1. Devel op administrative policies and
procedures related to Band Loca
Gover nnent .

2. Direct and coordinate varied prograns
related to activities such as recreation,
communi ty devel opnent and
traini ng.

3. Conduct counseling sessions and
nmeeti ngs and prepare contracts,
reports and correspondence.

Total Abilities Factor

Personal Suitability Factor

1. Effective interpersonal relationships.

2. Tact and discretion particularly in
expl ai ning the reasons for w thdraw ng
proj ects and turni ng down proposed
proj ects.

Total Personal Suitability Factor

Total Rated Requirenents
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B. DESI RABLE QUALI FI CATI ONS

Ability to communicate in a
| ocal Indian dialect.

Total Desirable Qualifications

Rating for:
Rat ed Requirements

Desirabl e Qualifications

COMBI NED RATI NG

COMVENTS:
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ASSESSMENT | NSTRUCTI ONS

ESSENTI AL QUALI FI CATI ONS

BASI C REQUI REMENTS

Basi ¢ Requirenents are assessed as mininmumcriteria on a pass/fail basis and are
not to be rated by degree. Applicants nust neet at |east the m ni nrum standard
required for each applicable Selection Factor, or they are elinmnated from further
consi derati on.

RATED REQUI REMENTS

The rel ative inportance of Selection Factors and Qualifications related to

the duties and responsibilities of the position being staffed is deternined by those

adm ni stering the sel ection process. The wei ghti ngs which may be

applied to Selection Factors and Qualifications in the case of a nunerical rating plan, and
the differences in enphasis which nay be assigned to Selection Factors and Qualifications when
a narrative rating plan is used, must be applied consistently throughout the assessnent
process.

I n assessi ng Rated Requirenents candi dates nust achieve on overall pass rating on the
aggregate of Qualifications contained within each Sel ection Factor. Were a nurerical
rating plan is used candi dates nust achieve a pass mark of at |east sixty percent on
each applicable Selection Factor. In the case of a narrative rating plan candi dates
nust nmeet at |east the mininmumdegree 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 nmet the Rated Requirements, 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 assessnment. As credit given for
Desirabl e Qualifications has an effect on the ranking of individuals, Desirable Qualifications
nust be assessed with the same care and consistency as that given to Rated Requirenents.
The total maxi mum marks all owed for Desirable Qualifications nmust not exceed ten percent
of the total nmaxi num marks al |l oned

for Rated Requirements. This percentage nmay al so serve as a guide in establishing the
degree of enphasis that may be given to Desirable Qualifications when a narrative plan is
used.
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BENCH- MARK POSI TI ON DESCRI PTI ONS

AND STATEMENTS OF

QUALI FI CATI ONS
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PART 111

BENCH- MARK PGSI TI ON DESCRI PTI ONS

AND

STATEMENTS OF QUALI FI CATI ONS

| NTRODUCTI ON

Bench-nmark Position Descriptions are intended to exenplify the degrees

of each classification factor and elenent in the position classification and

eval uation plan. They are based on actual positions allocated to the Wlfare
Prograns Group but, because they serve to exenplify degrees,

their value for that purpose continues even when the actual positions undergo changes.

The contents of Bench-nark Position Descriptions serve to illustrate the types 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
posi tions.

Exanpl es of Statements of Qualifications are intended to illustrate the sel ection

factors and qualifications provided for in the selection plan which are relevant to

t he Bench-mark Position Descriptions. When staffing a position on which a Bench-

mark Position Description is based, the exanpl e

of a Statement of Qualifications provided for a Bench-mark Position Description may be used
as shown or nodified to neet current requirenents. For other positions, a suitable
statement of Qualifications nust be prepared.
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BENCH- MARK PCSI T1 ON DESCRI PTI ONS AND

EXAMPLE STATEMENT OF QUALI FI CATI ON | NDEX

TOTAL BMPD S of Q
LEVEL DESCRI PTI VE TI TLE BM No. Page* Page*
PO NTS
1 Seni or Child Care Wbrker 184 1 1.1 1.4
1 Wel fare OFficer 214 2 2.1 2.4
2 Wel fare Services Counsel or 301 3 3.1 3.6
2 Agency Assi stant, Indian
Affairs,

St. Regis Agency, Ontario 336 4 4.1 4.5

Regi on
3 Local Governnment Advi sor 409 5 5.1 5.9
3 Inmate Classification Oficer,

Canadi an Penitentiary

Servi ce

413 6 6.1 6.5

3 Parole O ficer 443 7 7.1 7.5
4 Conmuni ty Devel opnent

Specialist, Indian Affairs 531 8 8. 1 8. 5
4 Regi onal , Local Governnent

Admi ni strator, Toronto,

Ontario 547 9 9.1 9.8
4 Regi onal Pl acenent and

Rel ocati on Speci al i st,

Quebec Regi on, |ndian
4 District Representative,

Small District Ofice 562 11 11. 1 11. 7
5 District Director, Veterans

Wel fare Services 638 12 12.1 12.6
5 Supervi sor of Placenent and

Rel ocation, Otawa 702 13 13. 1 13.5
7 Chi ef, Soci al Programns

Di vision, Otawa 918 14 14. 1 14. 6

January 1977 I11-(b)



Wel f are Prograns
B.MP.D. No. 1

BENCH- MARK POSI TI ON DESCRI PTI ON

Bench-mark Position Nunber: 1 Level : 1
Descriptive Title: SENIOR CH LD CARE WORKER Point Rating: 184
Sunmary

Under the direction of the Student Residence Adm nistrator, provides for the physica
care and devel opnent of Indian children residing in a federal educational institution; pronotes
heal thy nmental, enotional and social devel opnent of children; provides counsel to children with
behavi oral probl ens; arranges for specialist attention and perforns other duties.

Duti es % of Tine

- Provides for the physical care of pre-adol escent
and adol escent children

- by assisting individual children in the daily
routine of eating, bathing, dressing, toileting,
recreation and going to bed,

- by assisting sick, injured, frightened or
unhappy children in tines of stress, 30

- by counseling in matters of personal hygiene,

- by supervising older children in their
responsibilities for clothing care, genera
housekeeping and the daily routine of institutiona
l'iving.

- Pronotes heal thy enotional and social devel opnent
of children

- by denopnstrating sincere interest in and
respect for the individual child s feelings,
poi nt of view, experience and background,

- by interpreting to the children the expectations
and requirenents of the residence, 30

- by limting and controlling behavior in
accordance with the standards and requirenents
of the residence,

- by consulting with the Residence Adm ni strator
or Child Care Specialist concerning probl ens
that individual children are experiencing,

- by arranging appropriate referrals when
speci alized attention is required.

- Fosters the satisfactory mental devel opnent of
children as students
- by ensuring that the conditions under which
i ndi vi dual study takes place are physically
and psychol ogi cally conduci ve to the success
of the | earning process,

10
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- by encouraging children to progress in their
educati onal endeavors,

- by consulting with the adm nistrator, teachers
and specialists on questions of persona
adjustment that may affect a child' s educati onal
advancenent,

- by arranging for tutorial help or specia
homewor k assi gnnents when deened necessary.

- Provides enotional support and counsel to correct
unsati sfactory behavior in students

- by identifying the problem and devel opi ng an
awar eness of its extent and the need for
correcting action

- by establishing the source of stress and
consi dering nmeans of alleviating its cause,

- by hel ping the student channel aggressive and
hostile feelings into constructive behavi or,

- by encouraging the student to acquire a
better awareness of his responsibilities and
the inplications of his behavior,

- by identifying to the student any handi caps,
to effective behavior such as faulty terns
of reference, inadequate self-control or
undesirabl e habits.

- Perforns other duties such as conpleting child
care docunentation of student progress by detailed
recordi ng and reporting of student adjustnent
patterns, organizing and participating in special
trips and activities, and occasionally driving the
resi dence bus.

Speci fications

Know edge - Educati on and Experience

The work requires a know edge of dynam c behavi or

sufficient to understand and identify children's needs.

It requires the ability to recognize and alleviate

stress. A good understanding of Indian culture relating
to child devel opnent is necessary, as well as the

personality attributes and ability to relate easily

to children. This know edge is normally acquired

through the conpl etion of a fornal course in child

care work or a conbi nation of suitable academc qualifications
and experience.
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Degr ee Poi nts

Know edge - Conti nui ng Study

The work requires continuing study of departmental and

central agencies directives and manuals relating to child

care work. It also requires maintaining current know edge 1 10
of prograns, activities and services available from

ot her welfare service agencies in the area.

Pr obl em Sol vi ng

The work requires the resolution of varied probl ens

arising fromthe physical, mental, enotional and soci al

adj ustnment of children in a boardi ng school environnent.

It requires identifying children' s needs and concerns

and determning the nature and extent of renedial

action needed. Judgnent nust be exercised in differentiating
bet ween probl ens that can be alleviated through the enpl oyment of
child care techni ques and those requiring professional Al 70
treatment. Discretion and initiative is required in planning
activities and prograns based on the needs of children both as

i ndi vidual s and as students. Recommendati ons are nmade to an
officer at the junior level of the Adninistrative and Foreign
Servi ce Category.

Cont act s

The work requires contacts with parents, teachers and

school principals in matters of education, and with

representatives of community-based treatnment services such A2 44
as mental health and provincial child welfare agencies in

matters of enotional and physical health.

Super vi si on

There is normal |y no requirenent for supervision
attached to this position.
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EXAMPLE OF A
STATEMENT OF QUALI FI CATI ONS

FOR

B.MP.D. No. 1: SENIOR CHI LD CARE WORKER (WP-1)

ESSENTI AL QUALI FI CATI ONS

BASI C REQUI REMENTS

Educati on - Successful conpletion of secondary
school or equival ency.

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

Experi ence - Experience in the care and devel opnent
of children.

RATED REQUI REMENTS

Know edge - Know edge of interview ng and counsel
ling techniques relating to children.

- Know edge of the principles of child
devel oprent .

- Knowl edge of fanmily life in the Indian
cul ture.

Abilities - Ability to identify and eval uate enoti onal
and social needs of I|ndian children.

- Ability to determ ne nature and extent
of remedial action for behavi oral
probl ens.

- Ability to prepare reports and
correspondence.
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Wel fare Prograns S
of Q No. 1

Personal Suitability - Effective interpersonal relationships.

- Tact, patience and understanding
particularly in dealing with native
children and nenber's of their famlies.

DESI RABLE QUALI FI CATI ONS

- Ability to comrunicate in the | ocal
I ndi an di al ect.
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Wel fare Prograns
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BENCH- MARK POSI TI ON DESCRI PTI ON

Bench-mark Position Nunber: 2 Level: 1
Descriptive Title: WELFARE OFFI CER Poi nt Rating: 214
Sunmmary

Under supervision of the Social Welfare Supervisor, interviews clients to
ascertain the nature of their problenms, provides advice and information to clients
and initiates nmeasures to resolve problenms through referral to departnental and
non- departmental sources of assistance, assists in the provision of casewdrk and
counsel ing services, nmaintains cooperative working rel ationships wth enpl oyees of
the department and associates in other organizations; and perforns related duties.

Duti es % of Tine

Interviews veterans and their dependents to ascertain 25
the nature of perceived econonic, social or other probl ens.

- Determnes the applicability of benefits and services

avai | abl e fromthe departnent, other governnents, 5
private agencies and organi zations, that neet clients
needs.

- Informs clients of the nature and the conditions
governing the provision of benefits and services by the 10
departnent and/or other organizations.

- Arranges for referral of clients to departmental and
non-departmental sources of assistance, in accordance 25
wi th established procedures;

- explaining to officials or representatives the
nature of clients problens,

- assisting clients to apply for benefits and ser
vi ces involving the conpletion of forns, the
assenbly and verification of certificates or
docunments and the notarization of clains,

- witing reports to describe clients, problens or
circunstances and to nmeke recommrendati ons
respecting the provision of assistance.

- Assists in the provision of casework and counseling 15
servi ces by
- interviewing clients receiving casework services
to eval uate progress,
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- consulting with supervisor or welfare counsel or
respecting needs for continuation of casework or other
services required to inprove client's circunstances.

Mai nt ai ns cooperative working relations with other
enpl oyees of the departnent, and associates in public
and private wel fare, social or service agencies to
exchange information respecting prograns and clients,
obtai n assistance for clients and to ensure under
standi ng and observation of respective fields of
responsibility.

-Performs other related duties such as conducting correspondence,

obt ai ni ng data concerni ng social and econoni c conditions for
inclusion in operational reports, attending workshops, sem nars
and conferences, assisting in the orientation of newly appointed

enpl oyees and serving as required on Comittees.

Specifications

% of

15

Ti me

Degr ee Poi nt s

Know edge - Education and Experience

The work requires a good know edge of the |egislation
adm ni stered by the department, of the benefits and

services that are available to veterans through depart

mental sources and from service and soci al organizations
and of the programs and activities of public and

private welfare agencies in the district. It requires Al
experience in interview ng and advising clients who are
indifficulties and in identifying cases requiring professi onal
assi stance. This know edge is normally acquired through
conpl etion of secondary school education, conpletion of a
departnental training course and study sessions, and one year of
rel ated experi ence.

Know edge - Conti nui ng Study

The work requires continuing study of departnental

wel fare prograns, procedures and directives, of prograns and 1

activities of other welfare service agencies
inthe district, and of services avail able from ser
vi ce and soci al organi zations.
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Degree Points

Pr obl em Sol vi ng

The work is carried out in accordance with established
nmet hods and procedures, and gui dance from supervisors
is nornmally readily available. Work in the field is
normal |y under direct supervision. Judgnment is required

in identifying problens of clients and in making appropriate Al 70
referrals. Discretion is required in interviewing clients and

conducting investigations. The activities affect the well-being

of clients and their fanilies.

Cont acts

The work requires contacts with clients and their

famlies, |andlords, enployers, nenbers of the general

public, and associates in public and private wel fare B2 74

agenci es and soci al organi zations to exchange i nfornation
and to obtain their assistance or agreenent in naking
arrangenments for wel fare assistance.

Super vi si on

There is no requirement for supervision. -
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EXAMPLE OF A
STATEMENT OF QUALI FI CATI ONS

B.MP.D. No. 2: WELFARE OFFI CER (WP-1)

BASI C REQUI REMENTS

Educati on

Language Requirenent

ESSENTI AL QUALI FI CATI ONS

Experi ence

RATED REQUI REMENTS

Know edge

Abilities

Personal Suitability

January 1977

Successful conpletion of secondary
school or equival ency.

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

Experience in interviewing in
relation to the provision of social
econom ¢ or rehabilitative assistance.

Know edge of interview ng and counselling
t echni ques.

Know edge of district welfare agency
prograns and of services available from
service and social organizations.

Ability to evaluate social, economc
and vocational problens.

Ability to determ ne benefits and services
avail able and to arrange for referral of
clients.

Ability to conduct investigations and
prepare reports and correspondence.

Ef fective interpersonal relationships.

Tact and discretion, particularly in
conducting investigations and in dealing
with clients and nenbers of their
fam i es.
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BENCH- MARK POSI TI ON DESCRI PTI ON

Bench-mark Position Nunber: 3 Level: 2
Descriptive Title: WELFARE SERVI CES COUNSELOR Poi nt Rating: 301
Sunmary

Under general supervision provides case work service to veterans and their
dependents invol ving social, economic and rehabilitation problens; carries a
limted case | oad of conplex cases; establishes and maintains effective working
relations with a variety of public and private health, welfare, educational and
servi ce agencies, veterans organi zati ons and potential enployers; provides advice
and information to clients, arranges for financial and other assistance, prepares
reports and makes recomendati ons; perforns the duties and assunes the
responsibilities of an Area Wl fare Supervi sor when required.

Duti es % of Ti me

- Provides to veterans, including older registrants and
their dependents and those in treatment institutions, a
case work service involving social, economc, and
rehabilitation, problens, by

- assessing clients requests, referrals for service
from outside sources, and establishing that
eligibility exists,

- assessing thoroughly their social and econonic
condi ti ons,

- securing information through exam nation of
Departnmental records, interviews with clients, fanily

and others, to define the nature of a problem and 20
fornmulate alternative plans with the client for its
sol uti on,

- seeking professional opinion in relation to a client's
ability to function in the comunity,

- maintaining contact with clients through foll ow up
visits to establish a relationship of conplete
confidence and mutual understandi ng and ensure
continuity of assistance and gui dance,

- providing clients with accurate information of the
resources avail abl e through continuing contact,

di scussion and conference with collateral agencies
and their staff, and

- applying the techni ques, theories and principles of
soci al case work in order to notivate clients and
ensure the best possible use of their abilities
and resources.
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% of

- Carries a limted case |load of conplex rehabilitation
cases and is charged with responsibility for notivating
clients towards gai nful enpl oynent by
- acquiring a thorough know edge of clients' enploynent
hi story and potential, through repeated interviews,
to conplete as accurate an enploynment history as
possi bl e,
- securing nedical and psychol ogi cal assessnents to
determne the veteran's ability to function in the
current job market, 15
- discussing problens with previous enpl oyers and
agencies with whomclient nmay have had contact,
- referring client to Canada Manpower or prospective
enpl oyers to obtain enploynent or suggest alternatives,
- consulting with nore experienced staff nmenbers for
advi ce and suggestions to ensure that no possible
avenue of assistance is mssed, and
- offering continual support and encouragenent to
notivate the client to use all his own and all the
community resources to help himreturn to work.

- Establishes and maintains effective working rel ations
with a variety of public and private health, welfare,
educational and service agencies, veterans organi zations
and potential enployers to ensure that a friendly,
co-operative and nmutual |y advantageous rel ationship
is established for the solution of client problens by

- contacting associates and officials frequently, in
person, by correspondence, and phone, 10
- acquiring a good working know edge of the prograns
operated by various service agenci es,
- maki ng accurate and adequate referrals,
- participating in neetings and di scussions in order
to resolve mutual problenms and gain a better under
standing of the community resources available to
assist clients, and
- by attending sem nars and conferences.

- Provides advice and infornmation to clients, and arranges
for financial and other assistance by 40
- interviewi ng veterans and their dependents,
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- obtaining and verifying information on mlitary
servi ce and residence through review of records
and ot her checks,
- assessing a client's needs in relation to the
benefits avail abl e under the veterans |egislation,
- outlining the departnent's welfare and financia
assi stance prograns and the services avail abl e
fromother public and private agenci es,
- determning the appropriate source of assistance
and meking referral s,

- identifying cases that require professional assistance,

- obtaining authorization for paynent of emergency

assi stance from special funds to solve non recurring

pr obl ens,
- contacting landlords to find suitable accommpdati on
for clients,
- assisting in the conpletion of applications for
payment of benefits and assistance to ensure that
the client receives under social |egislation the
benefits to which he is entitled (e.g. M ncone,
Gl.S., Wlfare),

- recommendi ng to adjudicating and other bodi es approva

of application for benefits, and

- consulting frequently with supervisor in order that,

by their joint efforts, all possible sources of
assi stance are expl ored.

- Perfornms other related duties including serving as a
menber of district adjudicating bodies, advisory comittees
and sel ection boards; relieving as an Area Welfare
Supervi sor; assisting in servicing Area Wl fare Supervisor
overload; contributing to training and devel opment of
Wl fare Service Assistance and admini strative support
staff nenbers who may be assigned for gui dance or
supervi si on

Speci fications

Know edge - Education and Experience

The work requires a good know edge of the |egislation
adm ni stered by the departnent, of the benefits and

services that are available to veterans through the
department and service and social organizati ons and of

the prograns and activities of public and private agencies

in the district that provide Wl fare Services. It requires
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Degree Points

some know edge and understandi ng of behavior, notivation
and counsel i ng techni ques.

It requires experience in assessing clients' problens,

i nterviewi ng, advising and guiding clients who are di sabl ed
by injury, physical or nental illness or age or suffering
from econonm ¢ hardship or social disadvantage. It also
requi res experience in working wth professional staff

and allied social welfare organi zations. This know edge
is normally acquired through studies in a social science

or social work field coupled with conpletion of secondary
school and rel ated experience.

Know edge - Conti nui ng Study

The work requires continuing study to keep current with

procedures, precedents and directives related to

departnmental welfare prograns and with the prograns and

activities of other welfare service agencies in the areas

that are related to Social Wrk, Gerontol ogy, Vocati onal 1 10
Adj ust ment and Cui dance, Public Assistance. It also

requi res an up-to-date know edge of the services

avai l abl e fromsocial and service organi zati ons.

Pr obl em Sol vi ng

There is a requirement in the position to anal yze the

soci al, econonic and vocational problems of clients in

order to determ ne and attribute causes and devel op an

approach related to the client's capacities and environment

which will offer the best chance of a successful resol ution.

There is also a requirenent for the incunbent to serve

as a notivating and change agent. Judgment is exercised

in advising and counseling the veteran and his dependents Bl 116
and in maki ng recommendati ons to adjudicating bodies

for paynment of financial benefits.

The client-incunmbent relationship my extend over

| engthy periods of time with a significant and |long-term
effect on the restoration or mai ntenance of the client's

wel | -bei ng. Guidance is normally available from
superiors on conpl ex cases. Recomendati ons are nmade

to officers at the Junior (WP 3) and internedi ate

adm ni strative |evels.
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Degree Points

Cont act s

The work requires interviewi ng clients and nenbers of

their famlies and exchanging i nformati on with treat ment

and wel fare staff of the Department, |andlords, enployers

and associates in public and private wel fare agencies

and in service and social organizations. It is also B3 88
necessary to obtain the co-operation and assistance of

associates in public and private organizations in

conducting rehabilitation nmeasures for individuals

and occasionally to persuade conpany officials to hire

handi capped veterans.

Super vi si on

There is a requirement for supervision of 1-2 enpl oyees
of WP 1 level on an intermttent basis.
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EXAMPLE OF A

STATEMENT OF QUALI FI CATI ONS
FOR

B.M P.D. No. 3: WELFARE SERVI CES COUNSELOR (WP-2)

ESSENTI AL QUALI FI CATI ONS

BASI C REQUI REMENTS

Educati on - Successful conpletion of approved post
secondary school training in welfare
work, welfare institute managenent,
social welfare or sone other specialty
relevant to this position.

Language Requirenent

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

Experi ence - Experience in providing a case work
servi ce involving social, econonmc and
rehabilitative assistance.

RATED REQUI REMENTS

Know edge - Know edge of |egislation, benefits and
servi ces avail able for social, economc
and rehabilitation assistance.

- Know edge of the techniques, theories
and principles of social case work.

- Know edge of the characteristics of

human behavi or includi ng notivationa
drives.

- Know edge of interview ng and counseling
t echni ques.

Abilities - Ability to evaluate the social, economc
and vocational problens of clients.

- Ability to prepare case work studies
and to plan renedial action.
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Personal Suitability

January 1977

- Ability to conduct mneetings,

and
prepare reports and correspondence

Ef fective interpersonal rel ationships.

Tact, discretion and persuasiveness,
particularly in dealing with clients

and nenbers of their famly, treatnent
and wel fare associ ates and prospective

enpl oyers.
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BENCH- MARK PCSI TI ON DESCRI PTI ON

Bench- mark Position Nunber: 4 Level : 2

Descriptive Title: AGENCY ASSI STANT, | NDI AN AFFAI RS, Point Rating: 336
ST. REG S AGENCY, ONTARI O REG ON

Summar y

Under general supervision of the St. Regis Agency Superintendent, supervises
operational staff engaged in mnor new construction and mai ntenance and ot her rel ated
services; fosters the inprovenent of the social, economc and donestic |iving

condi tions of agency |Indians and encourages the band council to assune greater
responsi bilities; participates in the adm nistration of the agency office in such
matters as land and property transactions, service contracts, and supervision of staff;
and perforns other related duties.

Duti es % of Tine

- Supervises 5 to 20 operational staff (nine nman-years)
engaged in mnor new construction and mai nt enance of
bui | di ngs (including three schools) and roads on reserve
| ands, and the naintenance and driving of two 60-passenger
school buses

- by giving instructions to staff, scheduling work
organi zing crews, controlling tine, assessing
performance and certifying pay-lists,

- by determning work requirerments for construction
and mai ntenance, establishing priorities and
estimating costs,

- by establishing routes and schedul es for school buses
through consultation with the Indian school comittee
and the school superintending principal

- by authorizing the issue of materials, and

- by inspecting work in progress and on conpl eti on

30

- Fosters the inprovenent of the social, econonmic and
donmestic living conditions of agency |ndians and encour ages
the band council to assune greater responsibilities
- by advising individuals and famlies on the resol ution
of personal, financial, building and ot her problens
and referring them on najor problens, to professional 30
and technical specialists,
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% of

- by bringing to the attention of Indians their
eligibility for standard wel fare and social benefits
and ensuring that applications are properly conpl eted,

- by reviewing applications fromlndians for repairs
to houses and obtai ni ng deci sions fromthe band
council on priorities,

- by advising and guiding the band council on the
conduct of business and the managenment of noney,

- by encouraging regul ar school attendance,

- by explaining the conditions under which grants and
| oans are nmade and assisting individual s and groups
to conplete their applications,

- by helping Indians in the organizati on of social
clubs and community activities, and

- by maintai ning good working relations with representatives
of other federal departnents, provincial and
nmuni ci pal governnents, private agencies, and business
and industrial firms who can contribute to the
devel oprment of | ndians.

Participates in the admnistration of the agency office
in such matters as land and property sales, |eases and
transfers, service contracts, estates and wills, and
supervision of a clerical and stenographic staff of five

- by explaining to Indians the necessary procedures
in land matters and hel pi ng them conplete the
appropriate forms,

- by calling for tenders, recomendi ng approval of
contracts, and followi ng up with suppliers awarded
contracts by the Departnent of Supply and Services,

- by protecting the interests of Indians in the preparation

of contracts with non-Indians,

- by authorizing routine payments out of the various
trust accounts,

- by training office staff and expl ai ni ng procedures
and by dealing with difficult problens,

- by preparing correspondence and reports and signi ng
routine intra-branch nenoranda, and

- by replacing the superintendent during his absence.

Performs other related duties, such as representing the
superintendent at band council neetings and neetings

of other commnity groups and committees, finding suitable
boar di ng houses for students on and off the reserve,
general | y assisting the superintending principal and the
communi ty devel opment specialist in the pronotion and
conduct of their respective prograns, attending courses,

sem nars and conferences, and settling grievances between
I ndi ans.
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Degr ee Points

Speci ficati ons

Know edge - Educati on and Experience

The work requires a good know edge of the Indian Act and
associ ated regul ati ons and of administrative and fi nanci al

regul ations and directives. It also requires know edge of
the wel fare prograns of the Federal Governnent and those

of the provinces of Ontari o and Quebec, of the services
avai l abl e frompublic and private organizations in the

area, and of the attitudes of the Indian population in the A2 87
agency. Experience is required in general adm nistration,
i ncl udi ng the supervision of operational and office

enpl oyees, and in working with people at different socia

and economc |levels. This know edge is normally acquired
t hrough conpl eti on of secondary school and four years of
rel ated experience.

Know edge - Conti nui ng Study

The work requires continuing study of departnenta

directives concerning prograns and adm nistrative

procedures and of other docurents issued by the departnment

regardi ng communi ty devel opnent approaches and

techniques. It also requires study of the services 1 10
available to Indians fromother federal departnents,

provinci al departnments of Ontario and Quebec, and private

agenci es.

Pr obl em Sol vi ng

The work requires the resolution of problens such as

estimating cost of work projects, time required to

conpl ete work projects and extent of wel fare assistance

to be granted. Such problens are generally of a repetitive
nature and sol utions are based on precedents and

establ i shed gui delines; nore difficult problens such as

staff disciplinary matters, the rescheduling of priorities, Bl 116
and cases involving judicial action are referred to the
superintendent. However, discretion and initiative are
required in settling grievances between | ndians, in

pronmoting their participation in community activities

and in providing advice to band | eaders on the nmanagenent
of their affairs. The activities affect maintenance of
departnental property and equi prent val ues at approxi nately
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Degree Points

$600, 000 and including three schools with a total of

16 cl assroons, roads on the reserve, and two 60-passenger
school buses, general administration of the agency
operations, and achi evenent of branch objectives.
Recommendati ons are made to an officer at the internediate
adm ni strative |evel.

Cont act s

The work requires contacts with Indians, nmenbers of the

general public, |ocal businessmen and associates in

public and private agencies to exchange information and

obtain services. It also requires contacts with the B2 74
St. Regis Indian Band Gouncil to give theminformation

and advi ce, to persuade themto assume greater responsibilities, and

to obtain their assistance in dealing

wi th agency probl ens.

Super vi si on

The work requires the supervision of five enployees in

the admni strative support category and five in the c1 49
operational category, and casual enployees wth service totaling

four man-years.
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EXAMPLE OF A
STATEMENT OF

QUALI FI CATI ONS FOR

B.MP.D. No. 4: AGENCY ASSI STANT, | NDI AN AFFAIRS, ST. REG S AGENCY, ONTARI O REG ON (WP-2)

ESSENTI AL QUALI FI CATI ONS

BASI C REQUI REMENTS

Educati on - Successful conpletion of secondary
school or equival ency.

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

Experi ence - Experience in the adm nistration and

- supervi sion of activities related to
communi ty devel opnent and experience in
working with native people.

RATED REQUI REMENTS

Know edge - Know edge of the Indian Act and Regul ati ons.

- Know edge of wel fare services avail able
fromthe federal and provincial governments
and from other public and
private organi zati ons.

- Know edge of business practices, noney
managenent and | and and property regul ati ons.

Abilities - Ability to set priorities, schedul e and
assign work, estimte cost, resolve work
probl ems, and assess staff performance.

- Ability to conmunicate in a |ocal Indian
di al ect.
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S of QNo. 4
- Ability to conduct interviews and
nmeeti ngs, and prepare contracts,
reports and correspondence.
Personal Suitability - Effective interpersonal relationships.

- Discretion, initiative and persuasiveness,
particularly in fostering inproved
soci al, econonic and donestic conditions
for agency | ndi ans.
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BENCH- MARK POSI T1 ON DESCRI PTI ON

Bench-mark Position Number: 5 Level: 3
Descriptive Title: LOCAL GOVERNMENT ADVI SOR Poi nt Rating: 409
Sunmmary

Under the direction of the Local Government Supervisor, provides consultant
services to Indian Band Councils, staff and menbers; advises, guides and

encour ages self-determnation by the Indian people within the District

t hrough the establishment of |ocal governnent on Indian reserves; participates in
the comunity devel opnent of the District; provides advice and gui dance to Band
Councils and staffs regarding contributions to Bands and the procedures invol ved,
and assists in their inplenentation; acts in a |liaison capacity between the
Department and the Indian People, O her |ocal organizations and | evel s of
government, and between adjacent comunities and the |Indian people; identifies
trai ni ng needs, and perforns other duties.

Duti es % of Tine

- Provides technical and consultative services to Band
Counci |l s, staff and nenbership in respect to sound 25
| ocal governnent procedures, principles, and other related
matters in order to hel p Bands devel op the nost
effective adninistrative systemfor their own use
- by advising Band Councils and staff on the preparation of
budgets for the community and revi ew ng
budgets presented together with financial statenents
- by review ng progress, practices, and probl ens of
Band adm ni strati on and nmeki ng recommendati ons to
t he Band Council on problem areas, and to the
Di strict Supervisor on programresponsibilities,
as responsibility is turned over to the Bands;
- by explaining to Band Council staff and menbership
the regul ations, directives and adm nistrative
procedures nade under the Indian Act in relation
to Local Government and its prograns;
- by performng a supervisory function in respect to
the regul atory aspects of |ocal managenent (i.e.
Band el ections, referenda, by-laws etc.);
- by assisting the Band Council when requested in
the preparation of formal briefs, papers, resol utions or by-
laws and the administration of
gover nment progr ans;
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% of

- by attendi ng Council and Band neeti ngs;

- by determ ning the concept of |ocal governnent
that Band Council and nenbershi p have, and assisting
themto achi eve their goal of self-determ nation.

- Advises and guides Indian participation in non-Branch
| ocal government progranms, activities, |egislation and
structures and encourages self-determ nation by the 20
I ndi an people within the District through the establishnment of
Local CGovernnent on |ndian Reserves in order to
assist in the devel opnent of the people on the Reserves
t hus hel ping to achi eve the objectives of the Departnment;
- by applying all provincial |egislation and pro
grans whi ch operate through or for |ocal governnent
and advi sing on their operation for Indians;
- by reviewing all court decisions affecting |oca
managenent in the District, in particular their
ef fects on Band Council jurisdiction, and advising
the District Ofice of decisions which should
receive their further consideration;
- by keeping inforned, exani ning, and eval uating
alternative fornms, nethods, and structures of
| ocal governnent (particularly provincial structures) and
establishing their adaptability to the
needs and desires of the Indian people in the
District and the roles which may be played by the
I ndi an people in the provincial/nmunicipal structure,
(i ncluding regi onal concepts) and by keeping the
Band Councils informed of the | atest devel opnents
i n muni ci pal government and applicable |egislation
- by administering Regional progranms or National
prograns applicable to the D strict which encourages the
devel oprrent of | ocal nanagenent of Band
affairs;
by ensuring that Branch prograns related to Local
CGovernment (i.e., community devel opnent, conmunity
i nprovenment, Band |iaison, |eadership training
etc.) are effectively coordinated within the
District and related to the local munici pal
gover nnent prograns, and ot her Branch prograns;
- by discussing with all Departnental field staff in
the District the ains and objectives of the Loca
Government programto ensure they understand the
theories and to obtain their assistance in the

encour agenent of | ocal decision-nmaking by Indian
Bands;
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% of

- by constantly reviewing the Indian Act, the Regul ations nade
t hereunder, Departmental Directives and
Admi ni stration; and applying procedures which are
likely to facilitate | ocal decision-mking and
programm ng by the Band or its Council;
- by attendi ng Council and Band neeti ngs;
- by determning the concept of |ocal governnent
that Band Council and nenbershi p have, and assisting themto
achi eve their goal of self-determ nation.

- Wirks in cooperation with the community devel oprent
being carried out in the District in order to provide
comunities, federal staff, and ot hers concerned:

- by observing district staff communications and
operations with Indian people, comrunities, groups
and associ ati ons;

- by suggesting procedural changes and ot her nethods
of inproving relationships with Indian comrmunities,
provi nci al and other federal departrment in the
District, other organizations, businesses and the
general public;

- by assisting provincial, district councils, Indian
associ ations and other groups in the District
endeavoring to operate Comunity Devel opnent or
Band Liai son prograns with advice and training

when request ed,;

- by ensuring that Community Devel opnent and Band
Li ai son prograns in the District effectively
operate with and for the local |ndian community
and its prograns with provincial and Branch and
ot her federal government prograns where invol ved
(i.e., L.1.P., Housing Assistance Prograns);

- by stimulating and supporting recreational activities, wonen's

organi zati ons and ot her groups

whi ch hel p devel op and pronote comunity awar eness
and devel opment within a Band or community;

10
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- by being aware of the nodern trends and training
avail able for Indian people or staff in the
Communi ty Devel oprment areas, particularly in Audit
Educat i on.

- Provides advice and guidance to Band Gouncils and Staff
regarding the availability and utilization of Contributions
to Bands and the prograns involved (including admnistrative 15
contributions) and assists in the inplenentation,
so that Indian communities will be able to take the
great est possibl e advantage of these grants and contributi ons:

- by studyi ng and beconi ng know edgeabl e about all
aspects of Contributions to Bands programand its
application within the District;

- by pronoting within an Indian coomunity an interest in and an

under st andi ng of the prograns
avai | abl e under the Contributions to Bands program
encour agi ng Bands to develop skills and take
responsi bility for various aspects as they feel
capabl e and advi si ng as requested,;

- by determ ning the share of the budget which is a
proper charge to the Federal governnent under the
program for individual Bands and collectively in
the District and recomendi ng approval ;

- by explaining the Departnental Contributions to
Bands programto other District Branch staff,

i npl enenting the adninistration of the Contributions
and G ants Prograns with Band Councils and staff

and assisting the Bands in problens rel ated

t her et o;

- by maintaining conplete and accurate statistics
and records of all applications in the District;

- by observing the effects and operation of the contributions to

Bands progranms within the District
and maki ng suggestions and proposal s through
appropriate channels for changes and i nprovenents
i n subsequent years;

- by stimulating and supporting recreational activities,

wonen's groups, libraries, and other
activities which help devel op and pronmote community
devel opnent within a Band or community.

January 1977 I11-5.4
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% of Ti

- Acts in a liaison capacity between the Departnment and
the I ndian peopl e, between the Departnment and ot her
| ocal organizations and | evel s of governnment and between
adj acent conmmunities, |ocal organizations and ot her
I evel s and the Indian people when requested in order to
hel p the intercommnication, rel ationshi ps and under st andi ng
bet ween the Department, other |ocal comunities, organizations,
governnents and I ndian communities:
- by nmonitoring contractual negotiations when
request ed between Band Councils and the Councils
of adj oi ning municipalities;
- by keepi ng Band Councils aware that |ocal governnent associations
within the Dstrict are encouraged
to include Band Council representation within
their prograns including nmenbership, conferences,
assi stance and i nformation;
- by encouragi ng Band Councils and Associations to
i nclude |l ocal municipalities and governnent
associations within their prograns, (e.g., municipal
services, roads, utilities etc.);
- by nmeeting with local, provincial and other
federal government or agency representatives to
di scuss | egislation and prograns which may affect
the Indian people or Councils within the Dstrict;
- by helping to establish a rapport and nutua
under st andi ng between Band Councils and the
Gouncil s and staff of adjacent non-Indian rmunicipalities;
- by attending and obtai ning the advice, assistance
and acadeni c expertise fromother agencies on the
subj ect areas of Indian Bands and | ocal gover nment
adm ni stration, taxation, constitutional |aw etc.

10

- ldentifies training needs in cooperation wth other
prof essi onal services, Indian Band Councils and Band
staff to help provide training experiences for Band
Councils, staff, and nenbers also to keep other D strict
and Agency staff aware of |atest trends, programs and
procedures and so better equi pped to provide the technica
and consul tant services expected of them

- by distributing guidelines, adm nistrative directives,
training or informational brochures and papers;

10
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- by researching and determining in conjunction with

the Indian peopl e concerned, the information and
trai ning needs of the Band Councils, staff nenber
shipinthe fields of |ocal governnent, financial

managenent etc. and on the basis request appropriate

training prograns;

- by providing or arranging for appropriate publications,

filmstrips, tape recordi ngs and
other nedia for the use of the Indian people,

(e.g., local government concepts,

fire prevention,

sanitation, conduct of neetings etc.);
- by being aware of the needs and know edgeabl e

concerning local facilities,

resource

peopl e and

material and other items which may be required to
pronote training prograns or conferences when

desired;

- by fostering and encouragi ng | ocal
conferences or neetings of Band staff, Councils,
and general menbership on the probl ens, practices

and procedures of |ocal governnent.

and district

- Provides consultative services to Band Councils and
I ndi an peopl e on housing (both on and off reserve),

roads, and utilities:

- by explaining to Band Councils, staff and menber

ship the regulations, directives and adm nistrative

procedures in relation to housing,

utilities;

roads and

- by assisting individual s, where necessary with
applications for On-reserve Housing Prograns in
order to ensure that the applications fall within

policies and procedures;

- by assisting individuals where necessary with
applications for Of-reserve Housing Prograns in
order to ensure that the applications fall within

policies and procedures.

- (ccasionally is required to performother duties such

as:

- maintaining statistics and
- preparing nenoranda, |letters,

P., eval
records;
reports

local field visits to carry out surveys, studies
and inspections (e.g., L.I.

uations);

and fornmns);

- admnistration of estates of deceased |ndi ans;

- operate a Departrmental notor vehicle (with authorization) after

normal wor ki ng hours.

January 1977
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Speci fi cations

Degree Points

Know edge - Educati on and Experience

The work requires a thorough know edge of the Indian

Act and associ ated regul ati ons and of Departnental

policies and the objectives which affect |ndian communiti es;
know edge of adninistrative, personnel and

financial regulations is required as well as a general

know edge of rmunicipal affairs and of provincial

legislation affecting Indian Bands; a know edge of

social characteristics of Indian comunities and the

devel oprent of | ocal governnent in adjacent commnities

is also a requirenent.

The work requires experience in directing and coordi nating

activities in a wide range of specialties concerned B2 162
with the provision of self-government. It involves

deal i ng with peopl e having varied ethnic, social and

econom ¢ backgrounds. This knowl edge and experience is

nornal | y acquired through university graduation in one

of the social sciences, business admnistration, or

econom cs i ncluding a general know edge of |aw and

speci alized training in commnity devel opnent, in

addition to four years of related experience.

Knowl edge - Continui ng Study

The work requires continuing study of departnental

directives concerning prograns and adm ni strative 1 10
procedure and of docunents issued by the departnment

regardi ng conmuni ty devel opnent approaches and techni ques. It

is necessary also to maintain know edge of

the wel fare programs and procedures of other federal

departments, of provincial departments, |ocal nunicipalities

and of social agencies in order to nake use of their

servi ces on behalf of the Indians.

Pr obl em Sol vi ng

The work requires the ability to make judgnents

tactfully and consistently in coordinating the many B2 163
facets in Band nmanagerment and devel op the maxi mum

efficiency in each while interpreting the letter and

spirit of the Indian Act as well as the regul ati ons and
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Degree Points

instructions involved in the duties. Judgnent is

required also in assessing the provincial or other
progranms which can be utilized to satisfy the requirenments
of the Indian comunities. Involvenment with

other representatives fromfederal or other governnent
departnents and agenci es invol ves cooperation and

coordi nation. Decisions are made in consultation with

I ndi an peopl e concerned, the agencies or departnents

i nvol ved and the Local Governnent Advisor. The inplenmentation
of these decisions requires admnistrative

skills and judgnent in deternining the feasibility of

proposed projects in relation to their cost, chances of
success, and priority. Decisions, recommendations and

net hod of project inplenentation can have an inpact on

the lives of Indian and non-Indian individual s and

af fect | arge expenditures.

Recomrendati ons are nade to an officer at the inter
nedi ate adm nistrative | evel.

Cont act s

The work requires contacts with Indians, nenbers of the
general public, |ocal businessmen, and associates in

public and private agencies to exchange information and
obtain services. Persuasion is frequently necessary in
encouragi ng I ndian bands to broaden their areas of
responsibility and the agreement of nunicipal, provincia
and ot her agenci es must be sought to further this end.

C her contacts include District and Regional staff at

all levels to obtain advice and gui dance i n assisting

the I ndi an peopl e to achi eve sel f-determ nation.

B2 74

Super vi si on _ _

There is no requirement for supervision of other
enpl oyees
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EXAMPLE OF A
STATEMENT OF QUALI FI CATI ONS

FOR

B.MP.D. No. 5: LOCAL GOVERNMENT ADVI SOR (WP-3)

ESSENTI AL QUALI FI CATI ONS

BASI C REQUI REMENTS

Educati on - Successful conpletion of secondary
school or equival ency.

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

Experi ence - Experience in general adm nistration
and in activities concerning the conmuna
devel opnment of the Indian popul ation

RATED REQUI REMENTS

Know edge - Know edge of the Indian Act and Regul ati ons,
adm ni strative, personnel and
financial regulations, federal and
provincial welfare |egislation and
prograns, and of social services avail able
frompublic and private agencies.

- Know edge of the attitudes of Indians
and of social and econom c conditions
of Indian Communities.

- Know edge of training prograns avail abl e
to I ndian people.

Abilities - Abi[ity to provide t echni cal qnd consu

—_— tative services to Band Councils
regardi ng government | egislation and
procedures, comunity devel opnent and
trai ni ng needs.
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Per sona

Suitability

January 1977

DESI RABLE

- Ability to conduct interviews and

nmeeti ngs, and prepare contracts,
reports and correspondence.

Ef fective interpersonal relationships.

Tact, discretion and persuasiveness,
particularly in dealing with Indians
at council neetings, and in acting as
Iiai son between the Indian people and
governnent departnents and ot her
organi zati ons.

QUALI FI CATI ONS

- Ability to communicate in a | oca

I ndi an di al ect.
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BENCH- MARK PGSI TI ON DESCRI PTI ON

Bench-mark Position Nunber: 6

Descriptive Title: | NVATE CLASSI FI CATI ON OFFI CER,
CANADI AN PENI TENTI ARY SERVI CE

Sunmary

Under the general supervision of the Head of the Living Unit, provides counseling
services to 40 innates, devel ops corrective programs for new innates, devel ops,

Rating: 413

in

conjunction with institutional and after-care agency officers individualized plans for

i nmates, and perforns other duties.

Duti es

- Devel ops upon the inmate's admi ssion to a Federal Penal
Institution a corrective programaccording to his
needs and personal background

- by conducting a series of interviews with each
inmate to determne his past experience, training,
capacities and aspirations,

- by anal yzing pre-sentence, psychiatric, psychol ogica
and previous institutional reports and other
avail abl e i nformati on,

- by determ ning security classification, work
pl acenent possibilities, available vocational or

acadeni c training and psychol ogi cal or psychiatric

treatment, and

- by preparing and presenting formal reports to the
Case Conference and Regional d assification Board
with specific recomrendati ons as to appropriate

treatment and training program type of institution

and security classification.

- Provides counseling services to some 40 innates on a
regul ar basis to effect a desirabl e change in behavi or
and attitudes

- by conducting therapeutic interviews (w th individuals

and groups) using established techniques, to
pronote a realization of individual problens and
produce nore socially acceptabl e behavi or

January 1977 Ir-6.1
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- by reviewing Treatment and Training activities to
determ ne the inpact of institutional resources
and program conmponents in nodifying behavior and
attitudes, and

- by discussing upon request of innates, such natters
as attitude, behavior, fanily matters and program
i nvol vement .

- Develops with the innate, institutional and appropriate
after-care agency officers, an individualized plan for
inmates, to ensure favorabl e adj ustnent of the individua
upon return to free society

- by evaluating with the inmate his response to,
and achi evenent in, the treatnment and training
program

- by discussing with the inmate avail abl e prograns
such as parole, tenporary absence, transfer to
a reduced security institution, community rel ease
centres and hal f-way houses,

- by contacting governnent and vol unt eer agenci es,
inmate's relatives, and former or prospective
enpl oyers, in conjunction with the individual's
rel ease plans, and

- by preparing assessnents as to the feasibility of
such rel ease plans, and subnitting recomendati ons
to institutional and Parol e Service authorities.

- Perforns other duties such as

- contacting community resources (A A groups,
provincial Wl fare agencies) to pronote an aware
ness of nutual needs,

- by instructing staff on the role of inmate
classification within the institution, and

- by representing the institution before the
Travel i ng Parol e Board.

Speci fications Degr ee

% of Time

25

10

Poi nts

Know edge - Education and Experience

A wor ki ng know edge of the Penitentiary Act, Parole Act,

Commi ssioner's Directives, Dvisional Instructions and

Standing Orders are necessary for the routine nanagenent

of the job. Planning, inplenenting and evaluating the B2
treatnent aspects of the programrequires the incunbent

to have a know edge of hunman behavi our, notivation

various counselling techniques and institutional and

January 1977 I1-6.2

162



Wel fare Prograns
B.MP.D. No. 6

Degree Points

community resources. Know edge of human behavior is
normal Iy acquired through university training, in the
Soci al or Behavioral Sciences. Training in specialized
counseling techniques is required. Sone experience in
corrections and related fields is essential to assessing
and relating information on attitudes, personality,
behavi or and environnent to treatnent planning. Know edge
and effective use of comunity resources cones from
experience. Experience in related social work disciplines,
such as marriage counseling, child care work, mental

hospital is valuable in dealing with the social problens

of inmates.

Conti nui ng St udy

In order to keep abreast of the many devel opnents that

are occurring in the field of Treatment and Correcti ons,

the i ncunbent nust read rel ated publications and attend 2
| ectures and wor kshops wherever possible. A famliarity

with research methods is nost desirable as there is a

need, nore and nore, to eval uate prograns.

30

Pr obl em Sol vi ng

Judgnent is required in recomendi ng persons for

participation in Tenporary Absences and for consideration

for parole. In the course of treating inmates, decisions
nust be made as to how and when individual's specific

probl enms shoul d be approached and dealt with. Probable
reactions on the part of the individual and the group

must be anticipated and dealt with. Not only nust good B2 163
judgnent be exercised in recomrendi ng i nmates for

tenporary absences to visit famlies, but also for

enpl oynent in the community, as well as general community
activities. Release planning also involves judgnent

and probl em sol vi ng.
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Degree Points

Cont act s

The incunbent has contact with Institutional staff at all
| evel s, representatives of private and public agencies
concerned with the rehabilitation of offenders, perspective
enpl oyers and actual enpl oyers of inmates, representatives

of educational and recreational bodies in the community,
friends, and relatives of inmates.

A3 58

Super vi si on

There is no requirenent for the supervision of other - -
staff nenbers.
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EXAMPLE OF A
STATEMENT OF

QUALI FI CATI ONS FOR

B.MP.D. No. 6: | NVATE CLASSI FI CATI ON CFFI CER, CANADI AN PENI TENTI ARY SERVI CE (\WP- 3)

ESSENTI AL QUALI FI CATI ONS

BASI C REQUI REMENTS

Educati on Graduation with an acceptabl e degree
fromrecogni zed university with

speci alization in sociology, psychol ogy,
social work, crimnology or sone other

specialty relevant to the position

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

Experi ence - Experience in conducting therapeutic
interviews and in devel oping a
corrective or rehabilitative program

RATED REQUI REMENTS

Know edge - Know edge of the Penitentiary Act and
the Parole Act.

- Know edge of the fundanentals of
noti vati on and human behavi or.

- Know edge of specialized counseling
t echni ques.

Abilities - Ability to develop individualized
corrective and rehabilitative plans
for inmates.

- Ability to evaluate the effectiveness
of treatnment and training prograns.
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Ability to conduct interviews and

briefings and prepare counseling and
case reports and correspondence.

Personal Suitability

Ef fective interpersonal rel ationships.

Di scretion particularly in making
reconmendati ons for tenporary absences,
rel ease planning and parole.

Tact and persuasiveness in dealing with
institutional staff, inmates, represen-
tatives of private and public agencies

and prospective enpl oyers.

DESI RABLE QUALI FI CATI ONS

- Know edge of research nethods.
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BENCH- MARK PCSI TI ON DESCRI PTI ON

Bench- mark Position Nunmber: 7 Level: 3
Descriptive Title: PAROLE OFFI CER Poi nt Rating: 443
Sunmary

Under the general supervision of the District Representative, appraises the
suitability of inmates in correctional institutions for rel ease under parole;
supervi ses persons rel eased on parol e; establishes and mai ntai ns working rel ati ons
with various public and private agencies, welfare organi zations, and others
concerned with the rehabilitation of parolees; and perforns other duties.

Duti es % of Tinme

- Appraises the suitability of inmates in correctiona
institutions for rel ease before conpletion of their
sentences in order to provi de conprehensive information
and eval uations to the National Parole Board for
deci si on by

- studying the personal history and other records
of applicants for parole

- interview ng i nmates seeking parol e and determ ning
their plans on release and their attitude towards
soci ety,

- interviewing staff of the institution to verify
the informati on obtai ned fromrecords and the
parol e applicants,

- obtaining an assessnent of the honme and community
envi ronment named by the applicant as his destination
through interviews, with nmenbers of the famly,
friends, neighbors and prospective enpl oyers, or
from anot her agency to deternmine the applicant's
envi ronment on rel ease,

- arranging for and participating in case conferences
with institutional and other officers to obtain
i nformati on and opi ni ons

- relating and assessing the information obtai ned
fromrecords and interviews to report and recormend
on the prospects for successful rehabilitation, and

- having re-assessnment interviews with i nmates whose
parol e has been suspended.

50
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% of

Supervi ses persons rel eased on parole to give them
gui dance and assi stance, to ensure that the terns and
conditions of parole are followed and to recomrend
suspensi on, continuation or revocation of parole, if
necessary by
- counseling parolees on their personal rel ationships
with people in authority and with respect to famly
and enpl oynent probl ens,
- recomendi ng aut horization of reprinmnds and issue 30
of warrants of apprehensi on and suspension
revi ewi ng post-rel ease reports from parol e
supervisors to assess the conduct and progress of
parol ees, determne the need for action, wite
cumul ati ve records of the supervision, and recomend
nodi fications of parole arrangenents, and
having disciplinary interviews w th parol ees.

Est abl i shes and mai ntains working relations with other
enpl oyees of the department and other departnents,
police officers, enployees of federal and provincia
correctional institutions, welfare officers of public
and private agencies, and others interested in rehabilitation,
to obtain information for appraising the suitability
of applicants for parole, to assess the conduct and
progress of parolees and to obtain assistance for them 10
by
- visiting personally, attending nmeetings, observing
jurisdictional responsibility, and co-operating in
the conduct of their prograns, within the limts
i nposed by the nature of the work, and
- addressing groups (such as classroons), on the
wor k of the parole service

- Perforns other duties, such as explaining parole regulations to
i nmates, conpiling statistics and witing
reports, conducting special investigations, post-

revocation and post-forfeiture interviews, and attending
court hearings.

10
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Speci fications

Degree Points

Know edge - Educati on and Experience

The work requires a good know edge of the Parol e Act

and Regul ations and branch directives, know edge and
under st andi ng of hunan behavi or and notivation and
counsel ing techni ques; and famliarity with conmmunity

wel fare resources and with the CGrinminal Code and ot her

rel ated statutes such as the Penitentiary Act, Prisons
and Reformatories Act and the Opium and Narcotic Drug
Act. It also requires experience in assessing and
relating information on attitudes, personality, behavior
and environnent, and in counseling. This know edge is
normal |y acquired through university graduation in
crimnol ogy, psychol ogy, social work or sociol ogy and

a nunber of years of related experience

B2 162

Know edge - Conti nui ng Study

The work requires study of |egislation, regulations and
procedures related to granting, denying, suspending or
revoking parole. It also requires continuing study of
texts, journals and periodicals related to the assessnent
of human behavi or and notivation in order to make

eval uations of the suitability of inmates for parole.

Pr obl em Sol vi ng

The work requires judgnent in making reconmendati ons on
the paroling of inmates and revoki ng parole privil eges,
based on eval uation of infornation in relation to
legislation and directives, suitability of inmates for
parol e, and conduct and progress of parol ees. The
recormendat i ons affect decisions to rel ease prisoners
frominstitutions before conpletion of sentence and al so
cancel l ation of parole privileges. The activities affect
the success of the rehabilitation of individuals and
protection of the public and have a cunul ative effect

on the success of the parole program Recomendati ons
are made to an officer at the senior admnistrative |evel

B2 163
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Degree Points

Cont acts

The work requires contacts with representatives, friends
and rel atives of inmates, menbers of the general public,
and institutional staff to obtain and provide information.
It also requires contacts with enployers, police officers,
court officers and associates in public and private

wel fare agencies to obtain co-operation and assi stance

in the rehabilitation of parolees.

B3 88

Super vi si on

There is no requirenment for supervision of other enployees. - -
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FOR

EXAMPLE OF A

STATEMENT OF QUALI FI CATI ONS

B.M P.D. No. 7: PAROLE OFFI CER (\WP-3)

BASI C REQUI REMENTS

Educati on

Language Requirenent

ESSENTI AL QUALI FI CATI ONS

Experi ence

RATED REQUI REMENTS

Know edge

Abilities

January 1977

Graduation with an acceptabl e degree
froma recognized university with
speci ali zation in sociol ogy, psychol ogy,
soci al work, crimnology or sone other
specialty relevant to the position.

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

Experience in counseling at a
correctional institution and in the
assessnent of human behavi or.

Know edge of the Parole Act and
Regul ati ons.

Know edge of human behavi or and of
noti vational and counseling techni ques.

Know edge of wel fare resources and
agenci es associated with rehabilitation

Ability to evaluate information relating
to the suitability for release of parole
applicants.

Ability to plan and supervise prograns
for parol ees.

[11-7.5
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Personal Suitability

January 1977

- Ability to conduct interviews, briefings
and prepare reports and correspondence.

- Effective interpersonal relationships.

- Patience and persuasiveness.

- Tact and discretion particularly
i n maki ng recomendati ons concer ni ng
the granting of parole and the revoking

of parole privileges.

[11-7.6



Wel f are Programns
B.MP.D. No. 8

BENCH- MARK PGSI TI ON DESCRI PTI ON

Bench-mark Position Nunber: 8 Level : 4

Descriptive Title: COVMUNI TY DEVELOPVMENT SPECI ALI ST, Poi nt Rating: 531
| NDI AN AFFAI RS

Sunmary

Under direction of the Regional Director, Indian Affairs, pronmotes the participation of
Indians in their own econonc, social and cul tural devel opnent and assists themto achieve a
standard of self-reliance conparable to that of the surroundi ng non-Indi an communities;

pl ans communi ty devel opnent approaches and establishes priorities consistent with
community needs; cultivates personal relations with Indians, individually and in conmttees
and groups; evaluates the results of past activities; acts as a consultant and

intermedi ary; and perfornms other related duties.

Duti es % of Ti ne

- Pronptes the participation of Indians in their economc
social and cultural devel oprent in order that they nay
learn to manage their affairs effectively and achi eve a
standard of self reliance conparable to that of surrounding
non-1 ndi an communities
- by stimulating themto anal yze their probl ens,
- by encouraging themto think objectively, through
non-di rective counseling techni ques, 40
- by taking advantage of tension situations in an
attenpt to bring about face-to-face di scussions of
grievances and controversial issues by opposing
parties, and
- by working with coomittees and groups and attenpting
to teach them general problemsolving nethods and
t he fundanental s of organi zation

- Plans community devel opnent approaches and establi shes
priorities consistent with comunity needs

- by obtaining information fromdepartnental files
and records and fromother sources such as |ibraries,

- by studying the socio-econom c characteristics of 10
the Indian community and of the surroundi ng non
I ndi an conmmuni ties, including such aspects as
their respective cultures, formal and infornal
social structures, history, traditions, and nethods
of obtaining a livelihood,
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- by discussions with departnmental officers, mssionaries,
community | eaders, and ol der residents of the
area, and

- by review ng publications issued by federal and
provinci al departnents and ot her organi zati ons.

- Cultivates personal relations with Indians, individually

and in councils, commttees and groups, in order to
devel op the mutual confidence necessary to the success
of the comunity devel oprment program
- by nmeeting theminformally in their hones, at
wor k, and at gathering pl aces,
- by participating in their social, recreational and
ot her activities whenever this can be done without
causi ng resentnent, and

- by expl ai ning the presence of a community devel opnent

specialist in the community and seeking to inpress upon the

I ndi ans that no authority is attached to the position

Eval uates the results of past activities to determne
the validity of prem ses on which approaches were based
and to determne the need for changes in approaches and
priorities
- by exam ning progress made in areas where efforts
have been concentrated,
- by assessing changes in attitudes that have occurred,
- by obtaining opi nions regardi ng devel opnents from
col | eagues and seniors in the branch, and
- by relating achi evenents to expectations.

Acts as a consultant and internediary for Indian commttees
or individuals to assist themand to increase co
operation between |Indians and non-I ndi ans
- by providing advice or obtaining advice from
departrmental or other sources when it is requested,
and
- by openi ng channel s of communication with representatives and
officials of other levels of government
and of non-Indian groups and agenci es.

Performs other related duties, such as keeping superiors

and col | eagues i nformed of activities through di scussion
and correspondence, training and supervising a junior

assi stant, and attendi ng sem nars and conferences.
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Speci fications Degree Points

Know edge - Educati on and Experience

The work requires a very good know edge of the culture,
traditions, history, resources and | evel of devel opnent

of the Indian community and of the history, attitudes

and soci o- econoni ¢ conditions of the nei ghboring

communi ties, including industrial, educational
recreational and other facilities. It also requires a
good know edge of the principles of individual and group
notivation and behavi or, of group organization and B3 189
wor ki ng met hods, and of the techni ques of community

devel opnent work. Experience in comunity devel opnent
work and in working with people having different traditions,
cul tures, and social adjustnment problens is required.

Thi s know edge is normally acquired through university
graduation in one of the social sciences and six years

of experience in related work.

Knowl edge - Conti nui ng Study

The work requires continuing study of books, journals

and periodicals in the fields of psychol ogy, sociol ogy and 2 30
ant hr opol ogy, to keep abreast of trends and innovations

in conmunity devel opnent.

Pr obl em Sol vi ng

The work requires the analysis of problems in practically

every aspect of the life of the Indian coomunity and requires
that the conmmunity devel opment specialist identify hinself
with the coomunity in order to see problens in their

proper perspective and to sel ect the approach nost |ikely

to pronote the active participation of Indians in their

sol uti on. Because there are no established guidelines
other than the basic principles of human behavi or and Cc2 209
the evol ving techni ques of community devel oprment, courses

of action and approaches nust be devised to nmeet varying
situations. Inplications of the course of action or
approach selected are difficult to determ ne. The inpact
of the community devel opnent specialist's actions is

reflected in the extent to which the Indian community

becormes self-reliant and assumes its own responsibilities.

An error in judgnent can result in the concentration
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Degree Points

of effort on the part of the comunity on uni nportant
problens, or in areas where it is inopportune to consider
devel opment and where failure could jeopardi ze success

in other areas. Reports are nade to an officer at the
senior adnministrative |evel.

Cont act s

The work requires contact with the Indian popul ation

and with their |eaders to gain their confidence, to
explain the role of the commnity devel opnent speci ali st,
and to persuade them through non-directive counseling

and ot her techni ques, to assune greater responsibilities.
Gontacts with associates in welfare agencies and officials

inindustrial, business and educational organizations B3 88
and in other |levels of government are required to

exchange i nfornation, to open channel s of communication

on behal f of Indians, to stinulate interest, to obtain

co-operation, and to overcone apathy and di spel

prej udi ces.

Super vi si on

The work requires the supervision of one assistant at Al 15

the junior level of the admnistrative and foreign
servi ce category.
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EXAMPLE OF A STATEMENT

OF QUALI FI CATI ONS FOR

B.MP.D. No. 8: COVMUNI TY DEVELOPMENT SPECI ALI ST, | NDI AN AFFAI RS (WP-3)

ESSENTI AL QUALI FI CATI ONS

BASI C REQUI REMENTS

Educati on - Successful conmpletion of secondary schoo
or equival ency.

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

Experi ence - Experience in activities related to

conmuni ty devel opnent work and experience
in dealing with the cultural needs of
I ndi an peopl e.

RATED REQUI REMENTS

Know edge - Know edge of the culture, traditions,
attitudes and soci o-econonic conditions
of the Indian Comunity.

- Know edge of the principles of individua
and group behavi or and group organi zation
structures.

- Know edge of community planni ng nmet hods.

Abilities - Ability to anal yze problens rel ating
to comunity living and to plan devel op
mental prograns to pronote group
partici pation.

- Ability to establish priorities consistent
wi th community needs when pl anni ng
communi ty devel opnent prograns.
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of Q No. 8
- Ability to conmunicate in a local I|ndian
di al ect.
- Ability to conduct interviews and
nmeeti ngs and prepare reports and
correspondence.
Personal Suitability - Effective interpersonal relationships.

- Initiative persuasiveness and discretion
particularly in the cultivation of
personal relationships individual
I ndians and with |Indian councils.
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BENCH- MARK PCSI TI ON DESCRI PTI ON

Bench-mark Position Nunber: 9 .
Level : 4

Descriptive Title: REG ONAL LOCAL GOVERNVMENT Poi nt Rating: 547
ADM NI STRATOR, TORONTO, ONT.

Sunmary

Under the direction of the Regional Supervisor, Local Governnent and Band
Managenent Services, devel ops formats for agreenents used in negotiations with Band
Councils; provides advice to Area staffs relating to the provision of |ocal
governnment on I ndi an Reserves, plans, devel ops and adm ni sters departnental policies
and procedures concerned with devel opi ng Band | ocal governnent; provides

adm ni strative, technical and consultant services to field staff, Bands, and
supervi ses the regional involvenent in matters of individual or Band concern;

est abl i shes and maintains cooperative working relations with groups and

i ndi vi dual s; coordi nates and adjusts the Band nanagenment and | ocal governnent
portion of the community affairs budget and perforns other duties.

Duti es % of Tine

- Develops formats for agreenments to be utilized in negotiations with
Band Councils for the adninistration of
Local Governnent Prograns:
- by review ng existing Departnental Accountable
Contri butions Prograns and policies to determnne
the terns of reference and conditions to be net by
Bands and the Departnment in the conduct of the
progr ans;
- by review ng Local. Governnent Programs of Minicipal 20
and Provincial Governments and ot her Federa
Departnents to assess their rel evance, genera
suitability and application to the needs of individual Bands;
- by researching the availability of resource
persons and funds to assist Bands in the adninistrati on of Local
Gover nnment prograns;
- by review ng Band requi rements, needs, and degrees
of advancenment in the areas of Local Governnent
pr ogr ans.

- Negotiates and provides advice to Area staff relating
to the agreenments with Band Councils for the provision
of Local Governnent prograns on Reserves: 15
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% of

Ti me

by consulting with Area Local Governnent Adm nistrators
as to the capabilities of Band staff to adm nister

Local Governnent prograns;

by discussing with Band Councils and staffs concerning

proposal s for the Band's administration of

Local Government prograns;

by reconmendi ng, to the Assistant Regional Directors
of Comunity Affairs and Education, the allocation
of funds to the Bands for the costs of prograns to
be adni nistered by them

by review ng audit and program eval uati on reports
fromprevious years to ascertain the effectiveness
of Band Admi ni stration, and to determ ne any
corrective nmeasures which require inclusion into
future agreenents (e.g., assistance of Departnental
advi sors).

- Plans, devel ops and nonitors the adm nistration of prograns
concerned wth devel opi ng Band Local Government
(Reserve Governments)

by enploying criteria to evaluate the administrative

and managerial potentials of Bands to deternmine

their readiness for the assunption of Reserve

Government -responsibilities;

by reviewi ng reports submtted by Area staff and
conducting visits to reserves to evaluate the

ef fectiveness of existing progress;

by consulting with Band Council representatives to
encourage their adoption of adnministrative procedures and
regul ati ons for Reserve Governnent

programs, endorsed by the Assistant Regional

Director of Community Affairs;

by consulting with Area staff to detern ne what

nmodi fications nust be effected to the Reserve

Government admi nistrative procedures in order to

ensure that the program wll neet the needs of

i ndi vi dual Bands;

by formul ati ng recomrendati ons to the Local Governnent and Band

Manageri al Servi ces Supervisor, regardi ng proposed
infrastructures for Reserve Governnent organizations, requisite
adm ni strative procedures which shoul d be exercised by the Band

in adm nistering their Reserve CGovernnment program and the
anticipated requirenent for federal financial resources to
execut e Reserve Governnent Prograns;

by researching alternative sources of funds under

Federal and Provincial CGovernnment prograns and in

private agencies which may be utilized in achieving
Departnental and Band objectives:
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B.MP.D. No. 9

% of

- by supervising the admi nistration of Reserve

Government Progranms through the Area Local Governnent
Admi ni strators.

- Provides administrative, technical, and consultative
services to field staff, Bands, and other organizations,
in relation to Band Managenent and supervi ses the
Regi onal involvenent in matters of individual or Band
concern such as nenbership, elections and rel ated
probl emns:

- by keeping field staff inforned and advi sed of new
i deas, procedures, principles, and changes relating
to Band Managenent Services and Local (Reserve)
Gover nnment Prograns;

- by review ng progress, practices, and probl ens of
Band admi ni strati on and naki ng recomendations to
field staff on problem areas, and to the Local
CGover nment and Band Managenent Services Supervisor
on programresponsibilities;

- by explaining to the Local Governnment Admi nistrator
Reserve Governnent Advi sors, and Band Council s,
staff, and nenbership, the regul ations, directives,
and adm ni strati on procedures nade under the
Indian Act in relation to Band nanagenment and its
prograns;

- by naintaining an overal |l supervisory function in
respect to the regulatory aspects of |ocal managenent
(i.e., Band elections, referenda, by-Iaws,
etc.) in the Regional through Local Governnent
Admi nistrators and other field staff;

- by assisting the Band Councils, when requested, in
the preparation of formal briefs, papers, resolutions
and by-laws relating to the adm nistration of
Federal prograns.

15

- Pronptes program objectives and interests with appropriate
officials of Federal and Provincial Departnents
and ot hers:
- by acconpanying or representing the Assistant

Regional Director at interdepartnental neetings to 10
participate in the resolution of problens of
nutual interest and to coordi nate Departnental
efforts with prograns bei ng adni ni stered by
ot her | evels of governnent;
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% of

Ti me

- by determining required services to be provided
under contract including the establishing of terns
of reference and costs;

- by formul ating recomendations to the Local Governnent
and Band Managenent Servi ces Supervi sor regardi ng
the approval of contracts by which the Departnent
provi des services to Bands.

- Establishes and nmintains cooperative working relations
wi th groups and individuals:
- by attendi ng and addressi ng neetings and outlini ng
t he ongoi ng community and social prograns in the
Ontari o Region;
by cooperating with public and private agencies in 10
tine conduct of their duties within the framework
o Band and Departnment objectives;
- t, providing, assistance to Bands or others requesting
assi stance in contractual negotiations between
anal ,nunicipalities or other parties.

- Coordinates and adjusts the Local Governnent and Band
Managenent portions c¢c" the Comunity Affairs budget in
response to changi ng circunstances and needs:
- ‘byrecommending to the Local Governnment and Band
Managenent Services Supervisor, allocations of
funds and transfers between responsibility centres
within activity budgets and supervising the processing and
adm ni stering of change docunments in
accordance with established procedures; 10
- by recommending in the event of a shortage of
funds, those activities which nay be curtail ed
deferred, or cancelled, to offset additional fund requirenent;
- by ensuring equitable distribution and effective
use of funds in Local CGovernnment and Band Managenent
Programs, and by respondi ng to changi ng
priorities of need throughout the Region
- by identifying possible deficit or surplus fund
situations and maki ng appropriate reconmendati ons
to the Local Governnent and Band Managenent
Servi ces Supervi sor

- Perfornms other related duties, such as:
- maintai ning an up-to-date know edge of the facilities,
resources, and related material applicable
to maintaining and admi ni stering opti nal Band 5
Managenment prograns:
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% of Tinme
- encouragi ng | ocal and regional neetings of Band
Councils, staff and nmenbers on the existing and
antici pated problens, practices, and procedures of
Band Managenent and Reserve Governnents.
Speci fi cati ons Degree Points

Know edge - Education and Experience

The work requires a good know edge of the Indian Act

and Regul ations, of Indian Affairs policies and practices
of Departnental prograns and of administrative

personnel, and financial regulations and directives.

A so requires a very good know edge of Mini ci pa

Affairs and of the Provincial |egislation and prograns
affecting the broad field of Local Governnent, Band
Managenent, (i.e., municipal |egislation, recreation
conmuni ty devel opnent, training, by-laws and Band and
community liaison, etc.) of the Social characteristics

of Indian conmunities, the conplexities of |ocal governnent
as it is being devel oped on Indian Reserves, and

generally, of the situation of these characteristics in B3 189
all areas in the Region, particularly of conmunities

adj acent to Indian reserves. It requires a know edge

of the trends and interrel ationships of the nunicipa

and provincial prograns, and experience in directing

and coordinating the activities of many varied prograns
which are a part of Band managenent, or working in
conjunction and cooperation with provincial authorities

and | eaders of Indian groups in the province, of nodifying and
supervi sing prograns involving over $8 million

dollars and in dealing with people of varied ethnic,

soci al, and econonmi c backgrounds. This know edge is
normal Iy acquired through university graduation and
further experience in comunity devel opment, supervision
and nuni ci pal admnistration, a w de know edge of and
experience in training techniques and | earning theory,

and a know edge of trends in specializations outside of

t he Federal government, such as |ocal governnent and
recreation.
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Degree Points

Know edge - Conti nui ng Study

The work requires continuing study of books, periodicals,
and journals in many fields such as comunity devel opnment,
recreation, sociology, nmanagenent, nunicipal admnistration,
etc., in order to assess the need for changes and

recomend t he devel opment of prograns.

The work requires continuing study of all departnenta
directives, circulars, and guidelines relating to Band
Managenent Services and Local Governnent. 2 30

Pr obl em Sol vi ng

The work requires initiative and judgment in the

devel opnent of inproved progranms in the fields of Band
Managenent and Admi ni stration, which include the analysis of

i nformati on regardi ng existing and proposed adninistrative
structures and systens; the conduct of managenent feasibility
studi es; the reconmendati on and establishnent of priorities,
and preparation of detailed submi ssions and proposals. It
requires the interpretation of policy and directives for
officers in the Region and field, and devising of nethods to
resol ve managenent probl ems. The devel opnent of program

obj ectives and guidelines affect the annual expenditure of one
mllion dollars in admnistration funds, eight mllion dollars in
Bands adm ni stered prograns, funds for |ndian Bands conpri si ng
60, 000 I ndi an peopl e.

The incunmbent must be able to nake judgnents fairly,
considerately and with discretion, and to coordi nate Cc2 209
the programs which the Band administers with the pro
grans the field office continues to adm nister, and

those in neighboring jurisdictions. He must maxim ze
the efficiency of available prograns within the pro
visions of the Indian Act and other regul ati ons and

| egi sl ation. He nmust al so coordinate action with other
governnments, agenci es and associ ations involved to
effect the best possible solution for all concerned and
must adj ust programs to best neet the needs of those
different groups, as well as the very different needs

of Reserves at different stages of devel opnent.
Recommendat i ons are nade to the Regi onal Supervisor -

Local Governnent and Band Managenent Services.
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Degree Points

Cont act s

The work requires contacts with senior officials of the

provi nce engaged in nunicipal affairs and education, the
Ontario Provincial Police and the Ontario Police Conm ssion, the
Federal Department of the Secretary of State, and Manpower and

I mm gration, municipal governments and ot her agencies public and
private to coordi nate prograns, to give and receive policy
interpretation and gui dance, to provide information and

expl anations and to obtain assistance and cooperation in
conducting progranms and activities. There is also a need to
act as a representative of the Departnent at formal meetings C3 119
with Provincial Government Departrments and with senior officials of
the CPP and ROWP to resol ve problens of common interest and to

di scuss the inmproverrent and formnul ati on of policies.

Super vi si on

The work requires no continuing direct supervision of - -
subor di nat e enpl oyees.
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EXAMPLE OF A
STATEMENT OF

QUALI FI CATI ONS FOR

B.MP.D. No. 9: REG ONAL, LOCAL GOVERNMENT ADM NI STRATOR, TORONTO, ONT. (WP-4)

ESSENTI AL QUALI FI CATI ONS

BASI C REQUI REMENTS

Educati on - Successful conpletion of secondary
school or equival ency.

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

Experi ence - Experience in the adm nistration and
supervision of activities related to
Band Local Government including band
managenent and comunity devel opnent;
experience in dealing with the cul tural
needs of native groups.

RATED REQUI REMENTS

Know edge - Know edge of the Indian Act and Regul ati ons,
and departnental adm nistrative
and financial regulations.

- Know edge of the culture, traditions,
attitudes and soci o-econoni ¢ conditions
of the Indian Comunity.

- Know edge of Indian Organizations.

- Know edge of Municipal Affairs and of
Provincial |egislation and prograns
affecting the field of Local CGovernment.

Abilities - Ability to develop adm nistrative
policies and procedures related to
Band Local Governnent.
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Per sona

Suitability

January 1977

- Ability to direct and coordinate varied
prograns related to activities such as
recreation, comunity devel opnment and

traini ng.

- Ability to conduct counseling sessions
and neetings and prepare contracts,
reports and correspondence.

Ef fective interpersonal relationships.

Tact and discretion particularly in
expl ai ning the reasons for w thdraw ng
projects or turning down proposed

proj ects.

DESI RABLE QUALI FI CATI ONS

- Ability to conmunicate in a |loca

I ndi an di al ect.
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Wel fare Prograns
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BENCH- MARK PCSI TI ON DESCRI PTI ON

Bench- mark Position Nunber: 10 Level 4

Descriptive Title: REG ONAL PLACEMENT AND RELOCATI ON
SPECI ALI ST, QUEBEC REG ON
| NDI AN AFFAI RS

Poi nt Rating: 548

Sunmary

Under direction of the Regional Director, Quebec Region, Indian Affairs Branch
supervises four field officers engaged on placenent, relocation and economc

devel opment work; devel ops and directs an enpl oynent placenment programto increase
enpl oynent and enpl oynent opportunities for Indians in the region; conducts

pl acement activities in areas not covered by subordinate officers and also in the
more difficult cases referred by subordi nate and agency staffs; conducts the
regional relocation programfor the noverment of I|ndians, individually, in groups and
famlies, fromareas of narginal econony to locations offering regular enploynent;
promotes the devel opnent of economic projects on reserves to provide sources of gainful
enpl oynent for |ndians; establishes and naintains an inventory of the human resources on
Indi an reserves; and perforns other related duties.

Duti es % of Tine

- Supervises four field officers engaged on pl acenent,
rel ocati on and econoni c devel opnment work, to ensure the
consi stency and continuity of the related regiona
programs in their respective areas

- by interpreting branch directives and procedures
and establishing regional objectives and priorities, 10
- by training staff on work nethods and eval uati ng
t hei r perfornmance,
- by visiting staff in the field and guiding themin
the resolution of major problens, and
- by reviewing reports and recommendations fromstaff,

approving or rejecting their proposals and reconmendi ng
expendi t ures.

- Devel ops and directs an enpl oynment placenent program
to increase enploynent and enpl oynent opportunities for
Indians in the Quebec Region

- by promoting vocational training prograns and
courses for Indians |acking enployment qualifications,
in co-operation with branch education staff and

training specialists in outside organizati ons and
institutions,

20
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% of
Ti me

- by arranging in-service and on-the-job training
opportunities for Indian workers and follow ng up
on progress of trainees,

- by discussing and recommendi ng terns of contracts
wher eby enpl oyers recover the cost of training,

- by explaining to agency staffs and menbers and | eaders
of Indian conmunities the objectives of the program
stimulating their interest and participation and
provi di ng gui dance on probl em cases, and

- by establishing and mai ntaining effective working
relations with enployers, placenent services, trade
uni ons and private, social and governnental organizations.

- Conducts placenent activities in areas not covered by
subordinate officers and also in the nore difficult cases
referred by subordi nate and agency staff, including
the pl acenent of handi capped persons

- by seeking enpl oynent opportunities and obtaining
the co-operation of enployers, enployment services

and trade uni ons,

by selecting and referring Indian workers to enpl oynent 15

of fices and enpl oyers and followi ng up on their

pl acenent,

- by counseling Indians on problens related to

per manent enpl oynment in urban or industrial communities,

and

by maki ng appropriate arrangements with enpl oyers

and rehabilitation agencies for the enpl oynment of

t he handi capped.

- Conducts the regional relocation programfor the novenent
of Indians, individually, in groups and in fanilies,
from areas of marginal econony to |ocations offering
regul ar enpl oyment

- by selecting individuals and famlies who are suitable
for relocation,

- by discussion with Indians who wish to relocate the
probl ens they nay encounter and devi si ng ways and
nmeans of overconing these

- by organizing the novenent of workers and famlies
and maki ng arrangenents for their reception and
accomodati on at the new | ocati on,

- by enlisting the co-operation and assi stance of
organi zati ons such as social services agenci es,
service clubs and community associations in hel ping
I ndi ans make the transition, and

20
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% of Time

- by assessing the need for and recomendi ng fi nanci al
assistance to Indians relocated or to be relocated,
i ncluding the paynment of transportation and living
expenses, professional fees, services of agencies
and accommodati on costs.

- Pronotes the devel opnent of economic projects on reserves
to provi de sources of gainful enploynent for |ndians

- by encouraging Indian craftsmen to produce goods
and hel ping themto find markets for their products,

- by organi zing neetings with Indians to di scuss areas
of potential devel opnent and by assisting, and
enlisting assistance of others, in |aunching projects,

- by co-operating with band councils, special comiittees 15
and agency staffs in planning and organi zing projects,

- by advising Indians in the organization and nanagenent
of handicraft co-operatives, and

- by persuading industrial firns to allot work, such
as sewing, to Indians working in their hones, or to
establish small industries on the reserves.

- Establishes and maintains an inventory of the occupationa
conposi tion and characteristics of the Indian |abor
force in the region, to provide a basis for planning and
conducting branch activities
- by consulting departnental files for information such
as agency popul ati ons, age groups and educati onal

| evel s,
- by obtaining, through interviews, questionnaires,
and a variety of tests, information on aptitudes, 10

experience, education, health, and attitude towards
regul ar, seasonal and part-time enpl oynent on and of f
t he reserve,

- by deternmining for each Indian the appropriate field
of activity, occupational group, and |evel of
conpet ence, and

- by preparing lists and tables of the results of the
inventory for the use of agency, regional and head
of fice staffs.

- Perfornms other related duties, such as preparing annua
pl acement and rel ocation estimates, organizing |ndian
handi craft displays for special occasions, participating

) . . . 10
in semnars and conferences, speaking to social and ot her
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groups, conducting correspondence, and preparing reports on

regi onal placenent, relocation and other activities.

Speci fications

Know edge - Education and Experience

The work requires a thorough know edge of branch pl acenent
and rel ocation policies and objectives; a good know edge of
econoni ¢ conditi ons and enpl oyment opportunities in
the Quebec region, of the attitudes of I|ndians towards
enpl oynment, of vocational testing and counseling

techni ques, and of the services available to Indians
frompublic and private organi zati ons and agencies in the
region; and famliarity with provincial |abor |aws and
regul ati ons and trade union practices as they nay affect
the enpl oyment of Indians. It also requires experience in
assessi ng enpl oyment qualifications in relation to trade

and occupational descriptions, in establishing and maintai ning

good working relations with a wide variety of people and
organi zations, and in supervising a small but di spersed
staff. This know edge is normally acquired through
uni versity graduation in one of the social sciences and
six years of related experience.

Know edge - Conti nui ng Study

The work requires continuing study of a variety of articles,

journal s, periodicals and other publications to maintain know edge
of econom c and industrial devel opments and | abor narket conditions
in the province of Quebec. It also requires continuing study of
texts, journals and periodicals in order to keep up to date with

devel opnents in vocational testing and counseling.

Pr obl em Sol vi ng

The work requires initiative and judgrent in devel opi ng,
pronoting and conducting regi onal programs for the

enpl oynent, relocation, training and econom c devel oprent

of Indians in accordance with branch policies and admnistrative
gui del ines and on the basis of such considerations as cost, the
degree of preparedness of the Indians
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Degree Points

i nvol ved, and the attitudes of the co-operating organizations
and communities. Activities affect the devel opnment of
enpl oynment opportunities for Indians, the integration of
Indians in the non-Indian | abor market and, thereby,

t he soci o-econonm c conditions of a significant portion

of the approxi mately 23,000 Indians in the region; the
prograns of four subordinate field officers and agency

staffs (including education specialists), and the

operations of several co-operating organizations and

agenci es; and an annual expenditure of over $500, 000 of

pl acement and rel ocation funds. Reconmendati ons are
nmade to an officer at the senior admnistrative |evel

Cont act s

The work requires contacts with officers of the branch,
ot her departments, provincial and nunicipal governments,
trade uni ons, social agencies, and comrercial and
industrial organizations to exchange information, to

expl ai n branch objectives and progranms, and to obtain
co-operation; with the Indian population and its

| eaders to stinmulate interest in regional prograns;
and with officials of other |evels of government,
commercial and industrial firns, and private agencies to
persuade themto enpl oy, train and assist Indians

B3 88

Super vi si on
The work requires the supervision of four officers at

the junior level of the admnistrative and foreign service B 32
cat egory.
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EXAMPLE OF A
STATEMENT OF
QUALI FI CATI ONS FOR

B.M P.D. No. 10: REG ONAL PLACEMENT AND RELOCATI ON SPECI ALI ST, QUEBEC REGQ ON, | NDI AN AFFAI RS
(WP-4)

ESSENTI AL QUALI FI CATI ONS

BASI C REQUI REMENTS

Educati on - Successful conpletion of secondary
school or equival ency.

Language Requi r enent - A know edge of the French | anguage is
essential for this position

Experi ence - Experience in occupational counseling
vocational training and enpl oyment
pl acenent; experience in supervision. I
RATED REQUI REMENTS
Know edge - Know edge of placenent and rel ocation

policies and objectives.

- Know edge of econonic conditions and
enpl oynent opportunities in the Quebec
Regi on

- Know edge of the attitudes of |ndians
toward enpl oynent.

- Know edge of vocational testing and
counsel i ng techni ques.

Abilities - Ability to develop and pronbte training
programs for the enploynment, rel ocation,

trai ning and econom ¢ devel opnent of | ndians.

- Ability to organi ze the novenent of Indian
workers and famlies to high enpl oynment
ar eas.
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- Ability to resol ve operating probl ens,
schedul e and assi gn work, and assess
staff perfornmance.

- Ability to conduct briefings, neetings
and prepare reports and correspondence.

Personal Suitability - Effective interpersonal relationships.

- Tact, discretion and persuasi veness
particularly in dealing with Indians
and their fanmilies, provincial and
muni ci pal governments, trade unions
and soci al agencies.

DESI RABLE QUALI FI CATI ONS

- Ability to conmunicate in a |loca
I ndi an di al ect.
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BENCH- MARK PGQSI T1 ON DESCRI PTI ON

Bench-mark Position Nunmber: 11 Level : 4

Descriptive Title: DI STRI CT REPRESENTATI VE, Poi nt Rating: 562
SMALL DI STRI CT OFFI CE

Sunmary

Under the direction of the Regional Director, admnisters, within a district, the
federal parole program including case preparation and parol e supervision

supervi ses and trains the professional and support staff of the district office;
establ i shes and mai ntains contacts with enployees of this and other departnents,
police, jail and court officials, associations of enployers and after-care agencies;
conpi | es annual and | ong-range forecasts of expenditures and personnel requirements;
handl es personally a nunber of cases and perfornms other duties.

Duti es % of Ti ne

- Administers, within a district, the federal parole program
i ncluding case preparation, in order to provide to the
Par ol e Board for decision, adequate information on inmates
and a conprehensive evaluation of their suitability for
parol e and parol e supervision in order to ensure parol ees
achi eve a successful re-adjustnent in society and adhere to
the terns and conditions of their parol e by
- assigning to each parole officer the workl oad and
areas for interviews with i nmates and commnity
investigations in order to assess the inmates
rel ease plans, their home and environnental influences,
- naking arrangements w th outside agencies in order
to have comunity investigations done by them 25
- participating in case conferences with subordinates,
institutional and other officials to obtain inform
tion and opi ni ons,
- discussing wth subordinates special cases such as
those cases whi ch have political inmpact, consequences
on public security or special nerit,
- ensuring that all parolees are given proper guidance
and assi stance,
- nmaki ng arrangements w th individual s and outside
agenci es for the supervision of parolees,
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% of

Ti me

- suspending certificates of parole, canceling
suspension within prescribed regul ati ons and
recommendi ng conti nuation or revocation of parole,
wher e necessary,

gathering informati on on areas of work of officers
to better plan the programof the district and
eval uate its activities,

provi di ng advi ce and counseling on | ocal problens,
procedures, directives and standards to achi eve
efficiency, quality and co-ordination of parole
wor Kk,

maki ng recomendati ons concerning parol e program
regul ati ons and procedures, and

approving all invoices for accomvodati on and
services of all natures, such as services rendered
by outside agencies in parol ee supervision.

Supervi ses and trains the professional and support
staff of the district office by
- counseling on an individual or group basis and
di scussing principles and techni ques in case
eval uati on and parol e supervision
- review ng objectives and work done, and assessing
quality and efficiency,
- ensuring the participation of all officers in the
di strict through encouragenent and support of
their work,
eval uati ng enpl oyees' performance, and
establ i shing training requirenents.

10

Establ i shes and nai ntai ns working relations with enpl oyees
of this Departnent and other departnents, police, jai

and court officers; as representative of the Nationa
Parol e Board has contacts with officials of the same
above organi zation (such as police chiefs and nayors of
large towns and judges) in order to obtain assistance and
cooperation and to discuss and resol ve probl ens; al so
contacts associ ati ons of enployers to convince themto
hire parol ees and to make arrangenents. The work
requires personal visits to various officials, attending
meetings and participating in community prograns,
serving on various commttees, field trips, addressing
nmeetings and, through press conferences, radio, and

T.V. appearances, interpreting parole policy. Contacts
with after care agencies are required to make arrangenents

15
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% of Tine

for comunity investigations and parol e supervision
undertaken by such agenci es on behal f of the Parole
Servi ce.

- Compi |l es annual and | ong-range forecasts of expenditures
and personnel requirenents by ensuring that estinates 5
are conplete and in approved fornat before bei ng forwarded
to Headquarters.

- Reviews and adm nisters personally a nunber of speci al
cases, including case preparation and parol e supervision
by

- studying the personal history and other records of
applicants for parole,

- interviewi ng applicants in order to assess their
attitudes, the risk involved and to deternine their
rel ease pl ans,

- interviewing institutional staff to verify information obtained

fromrecords on parol e applicants,

- visiting on the spot and interviewing with nmenbers
of the inmate's famly, friends and prospective
enpl oyer,

- relating and assessing the information gathered to 35
report and recomrend on the prospects for successfu
rehabilitation,

- re-assessnent interviews with i nmates whose parol e
has been suspended,

- conducting disciplinary interview wth parol ees
whenever indicated, and

- counseling parolees on their personal relationships
with people in authority and with respect to famly
and enpl oynment probl ens.

- Perfornms other duties such as

- acting as selection board nmenber,

- conducting special projects,

- dealing with very special investigations,

- participating in research projects undertaken
by HQ, and

- organi zing the training of sumrer students and
of university students on field placenent; this

10

January 1977 I1-11.3



Wel fare Prograns
B.MP.D. No. 11

is integrated i n our program but is done somewhat
differently, bearing in mnd the nost specific
obj ective of teaching the application of theory in
practice.

Specifications Degree Points

Know edge - Educati on and Experience

The work requires a thorough know edge of the Parol e

Act and Regul ati ons and Headquarters directives,

famliarity with the Oimnal Code and other rel ated

statutes, such as the Penitentiaries Act, Prisons and

Reformatories Act, and the Cpi umand Narcotics Drug B3 189
Act, the Handbook on Parole, Parole Certificate and

Agreenent, the Procedures Manual and other directives

i ssued by Headquarters.

It requires famliarity with provincial statutes and

| aws governi ng the operation of notor vehicles, sale of
liquor and | awns regardi ng probation, detention and
treatment of inmates. It also requires know edge of
government financial policies and travel regulations,

i nstrurment of delegation of staffing authority, other
departrmental and gover nnent personnel and finance

regul ati ons, and the organi zation of the National Parole
Board and National Parole Service.

I'n addition, sound know edge of professional training
practices, the ability to innovate, nodify and seek new
applications of treatnment techniques, proven ability to
provi de professional |eadership, to plan, organize,

control and direct correction prograns is required.

This know edge and ability is usually acquired through
university graduation, preferably with a post-graduate
degree in social work, psychol ogy, sociol ogy, or crininology,
and a certain nunber of years experience in directly

rel ated work.
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Degree Points

Cont i nui ng St udy

The work requires continuing study of existing and new
legislation related to the field, continuing study of

texts, journals and periodicals for know edge of trends

and devel opnents in corrections and the ability to

under stand and apply new techni ques and experi nent al

prograns aimed at the rehabilitation of parolees,

t he assessnent of human behavi or and the administration 2 30
of simlar prograns. It also requires the study of
departnental directives concerning progranms and adm nistrative
procedures and continuing famliarity with wel fare agencies and
enpl oynent resources within the district.

Pr obl em Sol vi ng

The work requires a significant degree of judgnent,

initiative and discretion since this person has the

authority to issue warrants of suspension and apprehension
to incarcerate a parolee for up to 14 days and al so the
authority to reinstate parole. He regul ates and

determ nes the frequency of reporting by parol ees and

has the authority to nodify or discharge conditions of

parol e except special conditions inposed by the Board

and to term nate the supervision of parolees. He also
nakes | oans to parol ees under the Parol ed Persons'

Loan Fund Regul ati ons and must ensure that these |oans

are repaid. He reviews reports fromafter-care agencies
supervi si ng parol ees, counsels themon their supervision, c2 209
and, if he feels that their work is inadequate, makes

a decision to allocate the case in question to sonme ot her
supervi sing agency. He nust review the work perforned

by the Parole Oficer and adm ni strative support staff

under hi s supervision, counsel them direct them appraise
their perfornmance, evaluate their effectiveness; and nake
recommendat i ons regarding their pronotion or dism ssal

He recomrends changes in procedures to the Regiona
Director. In addition, he nmakes or reviews reconmendations
on the paroling of inmates and the revoking of parol es,
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Degree Points

based on evaluation of information in relation to legislation
and directives, suitability of innate for parole and conduct and
progress of parol ees. Recommendations affect decisions to rel ease
prisoners frominstitutions before conpl eti on of sentence and
revocation of parole.

He represents the Departnent on sel ection boards for
Parole Oficers and has the authority to appoi nt

adm nistrative support staff. Hi s recommendati ons
result in better efficiency in appraisals, assistance
injob finding, rehabilitation of individuals and
better protection to the public, success and a better
under st andi ng of an acceptance of the parol e program
on a district basis.

Cont act s

Est abl i shes and mai ntai ns working rel ations with enpl oyees

of this Departrment and ot her departments, police, jail

and court officers; as representative of the National

Parol e Board, has contacts with officials of the sane

organi zations (such as police chiefs and nayors of |arge

towns, and judges) in order to get assistance and

cooperation fromthemand to discuss and sol ve probl ens;

al so contacts with representatives of associations of

enpl oyers to convince themthey shoul d hire parol ees, and

nmake arrangenents for that; this is done through personal

visits to various officials, attending nmeetings and C3 119
participating in comunity prograns, serving on various
committees, field trips, addressing neetings and through

press conferences, radio, and T.V. appearances, interpreting
parole. Contacts with after-care agencies to nmake arrangenents
for the nunber of comunity investigations they are going to make for
the Parol e Service and t he nunmber of parolees they are going to
supervi se.

Super vi si on

The work requires the supervision of:
Parole O ficer 1
- Al 15
Support Staff Position 1
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EXAMPLE

OF A

STATEMENT OF

QUALI FI CATI ONS FOR

B.MP.D. No. 11: DI STRI CT REPRESENTATI VE

BASI C REQUI REMENTS

Educati on

Language Requi rement

SMALL DI STRI CT OFFI CE (WP-4)

Experi ence

RATED REQUI REMENTS

Know edge

January 1977

ESSENTI AL QUALI FI CATI ONS

Graduation with an acceptabl e degree
froma recogni zed university with
speci ali zation in sociol ogy, psychol ogy,
social work or crimnol ogy.

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

Experience as a parole officer including

t he provision of counseling, parole

supervi sion and case preparation; experience
i n supervision.

Know edge of the Parole Act and Regul ati ons,

the Penitentiaries Act, the

Prisons and Reformatories Act, the Opium
and Narcotics Drug Act, the handbook on
Parol e, and the Parole Certificate and
Agr eenment .

Know edge of governnental financi al
policies, and personnel and trave
regul ati ons.

Know edge of training techniques and
practi ces.

Ir-11.7
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Abilities - Ability to admi nister a parole program
- Ability to conduct briefings and neetings
and prepare reports and correspondence.
- Ability to schedul e and assi gn work,
resol ve operating problens and assess
staff performance.
Personal Suitability - Effective interpersonal relationships

- Tact and discretion particularly in
exercising authority concerning the
i ncarceration or re-instatenent of
par ol ees, regul ating parol ee reporting
frequency and nodi fyi ng and di schargi ng
condi tions of parole.
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BENCH- MARK PCSI TI ON DESCRI PTI ON

Bench-mark Position Nunmber: 12 Level: 5

Descriptive Title: DI STRICT DI RECTOR, Point Rating: 638
VETERANS VELFARE SERVI CES

Sunmary

Under the general direction of the Director General, Wlfare Services, directs in a district
the provision of social adjustnent, rehabilitation and counseling services and financi al
benefits to veterans, their dependents and other entitled clients; directs and controls the
managenent of financial, materiel and personnel resources; exercises delegated authority to
achi eve operational consistency in other areas which affect veterans and their dependents;
participates in the formil ati on and devel opment of Program Policies as a menber of the Wlfare
Servi ces Managenent Team and perforns ot her duties.

Duti es % of Tinme

- Directs, guides and coordinates through subordi nate super
visors, in adistrict with a veteran popul ation of 50, 000,
the financial, social and vocational rehabilitative
activities, counseling services and financial assistance
progranms of the departnment:

- by interpreting, and maki ng recomrendations for
changes to departnental objectives, policies,
procedures, regulations, and instructions;

- by establishing district objectives., goals, priori-
ties, methods of operations, standards and 45
pr ocedur es;

- by analyzing district operations to evaluate effectiveness of

prograns and to deternine the need for organization changes and

taki ng appropriate action to inprove program operations;

- by administering trust funds of public and private
moni es hel d on behal f of departmental clients.

- Directs and controls the nmanagement of financial, personnel 20
and materiel resources for a staff of 45:

- by exercising del egated responsibility under Sections
25, 26 and 27 of the Financial Admnistration Act;
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% of

- by anal yzing previous expenditures, assessing present
situations and future trends in social and econonic
conditions in the district, and anal yzi ng changi ng
characteristics of the popul ation served by the
Departnment, status of the | ocal econony and the
wel fare situation in the district in order to fore
cast the financial resources required

- by review ng, assessing and accounting for variances
in productivity reports and expenditures on a
conti nui ng basis;
- by stimlating continuous exani nation of an inprovenent
in adm nistrative nmethods and procedures;
- by determning staff requirenments and taking action
under del egated authority to recruit, select, devel op
train, evaluate the performance of and pronote staff
and to adm nister the classification and staff
rel ati ons prograns;

- by ensuring the provision of personnel services such
as docunentation, pay and nai ntenance of rel ated
records;

- by ensuring that district policies, practices and
procedures relating to finance, personnel and
nateriel resources are in conformty with the policies
and gui del i nes of the department and the various
central agencies and nonitoring their applications.

- Exercises delegated or statutory authority to achieve
operational consistency in such areas as CH LDREN CF WAR
DEAD ACT (Education Assistance), VETERANS LAND ACT
(Compensati ng Adj ustnents), ARW BENEVOLENT FUND ACT, and
ot her acts, regulations and instructions:

- by acting as Chairman, War Veterans All owance
Dstrict Authority (VADA) in nmaking deci sions such
as the award, increase, decrease, suspension or 15
cancel | ati on of al |l omances and recovery of over
payments;

- by ensuring that all decisions and reconmendati ons
fall within the varied requirements established by
statutory or other |egislative, executive or
adm ni strative authority;
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% of Tine

- by ensuring that decisions in areas of authority are
based on relevant facts, and accurate representation
and assessnent of conditions;

- by assigning responsibility and del egating authority
to staff nenbers;

- by recommending, for Mnisterial consideration,
appoi nt mrent of nenmbers to VADA.

- Participates in the formulation and devel opnent of program
policies as a nmenber of the Wl fare Servi ces Managenent
Team

- Directs the provision of services to district offices of
ot her DVA Branches and Agencies through establishing and
conducting a field service such as central registries of
veterans' records.

- Devel ops and mai ntai ns effective working rel ationshi ps by
personal and witten contact with representatives and
elected officials of foreign, federal, provincial and
nuni ci pal governnents, private and public social agencies,
veterans and ot her service organi zati ons, educational
institutions and hospitals, to secure their co-operation
inresolving problens related to the provision of welfare
services and to naintain know edge of devel opments in the
social welfare field.

- Acts as chairman of the Dstrict Coordinating Committee
to identify and resolve areas of conflicting interest and
to clarify jurisdictional boundaries; conducts speci al
inquiries and prepares reports; represents the M nister
and Deputy Mnister at various functions; arranges for
visits by the Mnister and Deputy M nister.

Speci fi cations Degr ee Poi nt's

Know edge - Education and Experience

The work requires a conprehensi ve know edge of the 197
obj ecti ves, phil osophies and principles of Departnental

legislation, regulations and directives relating to the A6
provi sion of assistance and benefits to veterans,

dependents of veterans, and other clients of the Departnent,
and of the social welfare and assi stance prograns of

ot her governnent departnents at the Federal, Provincial

and Minicipal levels and of public and private agencies

and the social and service agencies in the district. A
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Degree Points

good knowl edge of nodern busi ness practices, Managenent by
(bj ectives, admnistrative and personnel procedures,
budgeting, financial control and materi el managenent is al so
required. Experience is required in working with senior
prof essional staff, coordinating Departnental activities
with those of district and nunicipal officials, training

of ficers engaged in social welfare work, and adj udicating
eligibility and approving paynents of statutory benefits.
This know edge is normal |y acquired through a work history
denonstrating capability in adninistration of a socia

wel fare programthrough progressively nore responsible
assignments over a ten to twel ve-year period

Knowl edge - Continui ng Study

The work requires the continuing study of books, periodicals, and 2 30
journals in the fields of social welfare

assi stance, welfare adninistration and busi ness nanagenent ;
of Federal, Provincial and Municipal government |egislation
directives and regul ati ons concerning social welfare
admnistration in order to assist in the devel opnent and
assessnment of welfare progranms related to the clients of
the Departnent. Also required is the continuing study of
Departmental managenent material, regul ations, veteran's
legislation and other related natter necessary for the
managenment and direction of a district office and of a

staff engaged in social welfare admnistration.

Pr obl em Sol vi ng

The work requires judgnent in planning and organi zi ng the C 256
activities of the programin the district in order that

they may be integrated with other prograns available in

the community. These activities include income naintenance

and suppl enent ati on, educational and vocational training

assi stance, placenent of the physically disabl ed, energency

financi al assi stance, and ot her assistance to enabl e

clients to use effectively their abilities and resources.

D scretion is required in encouragi ng Mini ci pal and

Provincial welfare agencies to assist with the probl ens of
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Degr ee Poi nt s

veterans and also in dealing with problens referred by
local, provincial or national veterans' organizations.
Activities have a significant and continuing effect on the

| ong-termsocial and economc conditions of clients and

their famlies in a district with a veteran popul ati on of

50, 000. Recomendations are to the Director General,
Wel fare Services at Headquarters.

Cont act s

The work requires contacts with senior officials wthin

the Department, other Federal, Provincial and Mini cipa
governnents and agenci es, veterans' organizations, private
wel fare agencies, universities, elected representatives

i ncludi ng those of Cabinet rank, and officials of other
countries to provide informati on and expl anation, to give
and obtai n assistance, and to cooperate in conducting
prograns and activities. The work al so requires attending
| ocal neetings and social functions of these agencies

and organi zations to pronote the Departnental inage and
to keep the Department apprised of any matters which
mght be of interest concerning Wl fare services.

B3 88

Super vi si on

The work requires the supervision of approxinately 45 enpl oyees at

the junior levels of the Adnmnistrative and Foreign Service category p | 67
and in the Adm nistrative Support category.
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EXAMPLE OF A

STATEMENT OF QUALI FI CATI ONS
FOR

B.MP.D. No. 12: DI STRICT DI RECTOR, VETERANS WELFARE SERVI CES

ESSENTI AL QUALI FI CATI ONS

BASI C REQUI REMENTS

Educat i on - Successful conpletion of approved post
secondary school training in welfare,
wel fare institute managenent, soci al
wel fare or some other specialty rel evant
to this position.

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

- Experience in the administration of a
soci al wel fare program and experience
i n supervision.

Experi ence

RATED REQUI REMENTS

Know edge - Know edge of the Veterans Land Act, the
Chil dren of War Dead Act, the Arny
Benevol ent Fund Act and the Fi nanci al
Adm ni stration Act.

- Know edge of DVA policies, objectives, and
regul ations relating to social assistance
and benefits for veterans and ot her
clients.

- Know edge of mmnagenent practices and
procedures and of personnel adm nistration.

- Know edge of budgeting, financial control
and materi el managenent.
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Abilities

Per sona

Suitability

January 1977

- Ability to plan the activities of a

wel fare program and control the soci al
adj ust nent, rehabilitation, counseling
services and wel fare assistance activities
of a district welfare program

Ability to schedul e and assi gn work,
determ ne training requirenents, set

priorities, resolve operating probl ens,
and assess staff perfornance.

- Ability to conduct briefings, discussions
and neetings and prepare reports and
correspondence.

Ef fective interpersonal relationships.

Di scretion and tact particularly in
dealing with veterans and their famlies
and in working with municipal and
provincial wel fare agencies.
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BENCH MARK POSI TI ON DESCRI PTI ON

Benchmark Position Nunber: 13 Level: 5

Descriptive Title: SUPERVI SOR OF PLACEMENT AND Poi nt Rating: 702
RELOCATI ON, OTTAWA

Summary

C nder the direction of the Chief of the Resources and | ndustrial Devel opnent

Di vision, plans and devel ops prograns for the enpl oynent and rel ocation of In-1i ns and
i mprovenment of their occupational skills; provides direction and gui dance to

regi onal placenent and relocation officers; plans and devel ops training prograns for
field staff; co-ordinates placenent and relocation activities requiring the
participation of other sections and divisions of the branch; establishes and maintai ns
co-operative working relations with officials c>f other departnments and outside

agenci es; and perforns other related duties.

Duties % of Tinme

- Plans and devel ops programnms for the enpl oynent of
Indians and for their novenent to localities offering
better enploynent opportunities, for inplenentation by
regional staff, to achieve a greater degree of self
sufficiency of the Indian popul ation
- by analyzing reports of field staff and studies of
unenpl oynment on reserves, occupational skills of
the I'ndian | abor force, notivation of Indian workers,
and the present and potential enploynent opportunities
on reserves and in areas adjoining reserves, 20
by anal yzing informati on frombranch reports,
publications of departnents such as Labor
Citizenship and imgration, and Statistics
Canada, and proposed federal, provincial and
industrial projects on which Indian |abor could
be used,
- by evaluating the possibility of noving Indians to
areas where enploynent is avail able, and
- by evaluating the suitability of various urban and
rural areas for relocation in terns of availability
of housing and ot her services.
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% of Tine
- Plans and devel ops progranms to i nprove the occupationa
skills of Indians and their conpetency in enpl oynent
- by determ ning the occupations and skills that are 20

currently in demand and forecasting future | abor
needs through consultations with national and
provi nci al manpower and training authorities,

- by analyzing fromreports of field staff the
exi sting occupational skills of the Indian | abor
force and determ ning types of on-the-job and
other training prograns that are required

- by arranging with industry and with private and
government training authorities for the provision of
training facilities for Indians, and

- by proposing winter works and community enpl oynment
prograns as work-traini ng nmeasures.

- Provides direction and gui dance to regional placenent
and relocation officers to ensure that |ocal prograns
are implenmented according to established policies
- by reviewing and commenting on reports and correspondence
fromregional supervisors,
- by expl ai ni ng enpl oynent pl acenent policies and 15
i ssui ng nmenoranda, reports and directives,
- by indicating nethods and procedures to be foll owed
i n solving special problens connected with regi ona
enpl oyment and rel ocation prograns, and
- by establishing the scope of prograns for the
current year and determining priorities.

- Plans and devel ops training prograns for staff engaged
in enploynment and relocation work in the field

- by determ ning training needs through the review
of performance ratings and consultation with
supervi sory personnel, 15

- by arranging semnars for, and giving lectures to
field staff, and

- by nmaking arrangenents with governnment and university
officials for their participation in establishing
and conducting training courses.
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- Co-ordinates placenent and relocation activities requiring
the participation of other sections and divisions of the

branch through neetings and di scussions with technica
specialists in a variety of subject-matter fields related
to ensure orderly progression of
prograns and to resol ve common probl ens.

to social prograns,

- Establishes and mai ntai ns co-operative working rel ations

with officials of other departnents and outsi de agencies

to explain the object

informati on on econom c trends and devel opnents in the

ives of the branch and to obtain

area of enpl oynent placenent.

- Perforns other relat

brochures and other materia

ed duties, such as devising nethods
of obtaining and anal yzing i nformati on concerning the
I ndian | abor force, and planning the preparation of

on the pronotion of enpl oynent

of Indians and work-training nmeasures to inprove their

skills.

Speci fications

Know edge - Educati

on and Experience

Thewor k requires a thorough know edge of enpl oyrment
and rel ocation policies and objectives and enpl oynent
as well as a know edge of related
programs at the provincial level and in other federa
departments and of economc trends and enpl oynent

pl acenent practi ces,

opportunities across Canada.

of the behavior and notivation of Indians and of

counseling and rehabilitation principles and techniques.

It also requires know edge

The work requires experience in devel opi ng and eval uati ng

prograns, in conducting research and feasibility studies,

in directing staff and in maintaining good rel ations
with a wide variety of people and organizations.

know edge i s normal
graduation in one of

years of experience in placenent and rel ocati on worKk.

Iy acquired through university
the social sciences and ei ght

Knowl edge - Conti nui ng Study

The work requires continuing study of a variety of

journals and periodicals to keep up to date with devel opnents

and trends in | abor

January 1977
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Degree Points

econony of localities and regions. It also requires
continuing study of texts, journals and periodicals
related to vocational training and counseling and staff
training, to plan national prograns for the enploynment
and rel ocation of Indians and for the devel oprment of

field staff.

Pr obl em Sol vi ng

The work requires initiative and judgment in the

devel opnent of prograns in the field of enployment and
rel ocati on of Indians, which includes the anal ysis of

i nformati on, the conduct of feasibility studies, the
establ i shnent of priorities, and the preparation of

cost estimates. It also requires the interpretation of
policy and directives for officers at headquarters and
inthe field, as well as the determination of methods C3 256
of resolving technical problens. The devel opnent of
program obj ectives and guidelines affects the operations of
regi onal placenent and relocation officers,

annual expenditures of $2.3 nillion, and social and

econom ¢ condi tions of Indians across Canada.
Recomrendati ons are nmade to an officer at the senior

adm ni strative |evel

Cont acts

The work requires contacts with officials of the

departnent, of other governnment departnents, and of various

agencies, to co-ordinate work, to give and receive policy

interpretation and gui dance, and to provide information

on the objectives of the placenment and relocation of

I ndians. There is also a need to act as a representative c3 119
of the branch or departnment at fornmal neetings with

associ ates of provincial governnent departnents and

with officials of business, universities and enpl oynent

agencies to resol ve problens of comon interest.

Super vi si on

The work requires the functional direction of 38 pl acenent

and rel ocation officers in the field at the junior and D2 81
internediate | evels of the admi nistrative and foreign

service category.
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EXAMPLE CF A
STATEMENT OF

QUALI FI CATI ONS FOR

B.MP.D. No. 13: SUPERVI SOR OF PLACEMENT AND RELOCATI ON,
OTTAVWA (\WP-5)

ESSENTI AL QUALI FI CATI ONS

BASI C REQUI REVENTS

Educati on - Successful conpletion of secondary
school or equival ency.

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

Experi ence - Experience in devel opi ng, eval uating
and adm nistering a placenment and rel ocation
program for native people and in
conducting research and feasibility
studi es; experience in supervision.

RATED REQUI REMENTS

Know edge - Know edge of enploynment and rel ocation
pol i cies and enpl oynent pl acenent
practi ces.

- Know edge of wel fare prograns adm ni stered
by the provinces and ot her federa
departnments and of economi c trends
and enpl oyment opportunities across
Canada.

- Know edge of behavior patterns, notivation,
and attitudes characteristic pf Indians.

- Know edge of counseling practices and
rehabilitation nethods.
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Abilities

Per sonal

Suitability

January 1977

- Ability to plan for devel op and co
ordinate a program for the enpl oynment
of I ndians.

- Ability to devel op a training program
for field staff engaged i n enpl oynent
and rel ocati on worKk.

- Ability to resolve operating probl ens,
schedul e and assign work, and assess
staff performance.

- Ability to conduct briefings, neetings
and prepare plans, reports and corre-
spondence

Effective interpersonal relationships.

Tact, initiative and persuasi veness
particularly in dealing with native
peopl e and outsi de agenci es.
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BENCH- MARK POSI TI ON DESCRI PTI ON

Bench-mark Position Nunmber: 14 Level : 7
Descriptive Title: CH EF, SOCI AL PROGRAMS DI VI SI ON, Poi nt Rating: 918
OTTAVA
Summary

Under the general direction of the Director of Developnent, Indian Affairs Branch, devel ops
new and revised prograns and procedures in the fields of welfare assistance, comunity
devel opnent and cultural affairs; supervises a staff of 18 enpl oyed in four sections at
headquarters; provides technical direction and assistance to field staff on natters rel ated
to welfare prograns; pronotes branch objectives and interests with officials of federal and
provincial governnents and others; establishes and nmai ntai ns co-operative working
relations with groups and individuals; and perforns other related duties.

Duti es % of Tine

- Devel ops new and revi sed social prograns and procedures
to encourage Indian bands to manage their own affairs,
to extend provincial social services to Indians, and to
encourage Indians to take pride in their traditions and
identity

- by evaluating the effectiveness of existing
prograns through review of reports, visits to
field of fices, and discussions with headquarters
of ficials,

- by review ng social prograns of other countries
and assessing their relevance to branch objectives,
and social and econonic devel opment of |ndians, and
Canadi an condi tions,

- by eval uating proposals for new prograns and for
changes in existing prograns to determne costs
and other inplications, and their feasibility,

- by deternmining areas where the resources of other
federal departnents and provincial and private
agenci es can be utilized to achi eve branch objecti ves,
and

- by arranging training prograns for field and head
quarters staff in such areas as community devel opnent.

35
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% of

Supervi ses a staff of 18 enployed in four sections -

wel fare services, comunity devel opment, cultural affairs

and administration - engaged i n planning and devel opi ng 15
wel fare prograns and procedures, analyzing reports on

soci al programactivities in the field, and conducting

st udi es

- by assigning objectives and providing gui dance to
section supervisors,

- by conducting neetings and seminars on division
activities and encouraging staff to take an active
interest in each other's field of specialization

- by evaluating work performance of staff, determ ning
trai ni ng needs and establ i shnent requirenents, and
recomrendi ng di sciplinary and ot her personnel action,
and

- by coordinating planning activities in the fields of
wel fare services, cultural affairs and community
devel opnent .

Provi des technical direction and supervision to field
staff on natters related to wel fare assi stance, community
devel oprent and cultural affairs, to ensure that

programs are being inplemented in accordance with

branch policies

- by issuing directives explaining program objectives
and providing instructions on the procedures to be
fol | oned,

- by conmenting on reports of social program
activities, to provide field staff with an assessnent
of their work and to suggest areas where efforts 15
shoul d be concentrat ed,

- by arranging for officers of the division to visit
field offices to assist the staff in resolving
speci al probl ens,

- by arranging for training courses on social program
activities for field staff,

- by evaluating work perfornmance of community devel oprrent

specialists to recommend on their suitability for pronotion, and

- by recommendi ng where specialist staff is to be
| ocat ed.
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Pronotes branch objectives and interests with officials

of federal and provincial governnments, and others on

matters concerning wel fare services, comunity devel opnment

and | ndi an and Eskino affairs

- by representing the branch at senior inter-departnental
neetings to participate in the solution of mutua

problems and to co-ordinate efforts
- by negotiating agreenents on the extension of

comunity services to |Indians, and the operationa
terms of the agreements, with provincial authorities,

and

- by arranging for special projects to be carried out
under contract, including establishment of terns of

ref erence and costs.

Est abl i shes and mmi ntains co-operative working rel ations

with associates in the federal and provincial public
service and i n other countries, with social science

staff at universities, representatives of Indian groups,
church organi zati ons and nenbers of the press, to ensure

that branch objectives are understood and to obtain
co-operation and assi stance
- by addressing neetings and expl ai ning the soci a
prograns of the branch

- by co-operating with other public and private agencies

in the conduct of their work within the framework of
branch objectives, and

- by witing articles for publication in journals and
t he press.

Performs other related duties, such as conducting studies
on special situations, reporting to the Assistant Deputy
Mnister, participating with other division chiefs in
devel opi ng branch policies, and acting as technical or
branch representative on sel ecti on boards.

Speci fi cations

Know edge - Education and Experience

The work requires a thorough know edge of the Indian Act
and Regul ati ons, branch policies and objectives, and

adm nistrative and financial regulations and directives;
a very good know edge of wel fare and devel opnent prograns
of other departnents and agencies, and of the soci al
prograns and admi nistrative procedures of provincial
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Degr ee Poi nts

governnments; and a know edge of conmunity devel opnment
techni ques and training methods and of social prograns
of other countries and their administration. It also
requires experience in devel opi ng, adm ni stering and

eval uating social programs, assessing politica
inplications, and representing the interests of an

organi zation in negotiations. This know edge is normally
acqui red through university graduation in one of the

soci al sciences and 12 years of experience in work

related to the conduct, devel opnent and admi nistration
of social prograns.

Knowl edge - Conti nui ng Study

The work requires continuing study of books, periodicals
and international journals in the fields of welfare

adm ni stration, comunity devel opnent, anthropol ogy,
soci ol ogy, political science, welfare econonics and
public administration in order to eval uate socia
prograns, assess the need for changes and direct the
devel opnent of prograns.

Pr obl em Sol vi ng

The work requires initiative in devel opi ng new and

revi sed social progranms to neet branch objectives.

Judgnent is required in evaluating existing branch
prograns and the social prograns of other countries
inrelation to the I evel of devel opment of the Indian

popul ation, availability of provincial services, attitudes
of the Canadi an peopl e, and econonmic conditions in the

regions; in representing branch interests at inter

departnmental neetings; and in negotiating arrangenents

with the provinces in the extension of social services to D4 350
Indians. In view of jurisdictional problens, the

strengt heni ng of Indian associations both in nenbership

and activities, and the | ack of acceptance by part of

the Indian popul ation of the |long-termobjectives of the
branch, discretionis required in fornulating and

presenting program proposals. The activities affect

the social services available to approxinately 200, 000

I ndi ans, annual branch expenditures of $20 mllion on
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Degree Points

soci al prograns, the achievenent of the long-term

obj ectives of the branch, the workload of provincial

soci al welfare departments, and the policies and procedures of
other departnments with responsibilities for Social services.
Recommendations are nmade to an officer at the executive

| evel .

Cont act s

The work requires contacts with associates in the federal
and provincial public services, university teaching and
research staff, representatives of |ndian associations

and church organi zations, and officials fromother

countries engaged in welfare or community devel opnent D3 150
work, to exchange infornmation and to obtain co-operation

and agreenment in achi eving branch objectives. It also

requires representing the branch at neetings with

provincial officials to arrange for extension of services

to Indians and to negotiate the financial and operational

terms of the agreenents.

Super vi si on

The work requires the supervision of 18 headquarters

enpl oyees in the adm nistrative support and adm nistrative

and foreign service categories, including some at the D3 96

seni or adm nistrative level. It also requires the
functi onal supervision of 40 community devel opnent
specialists located in the field.
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EXAMPLE OF A
STATEMENT CF

QUALI FI CATI ONS FOR

B.MP.D. No. 14: CHI EF, SOCI AL PROGRAMS DI VI SI ON, OTTAWA (WP-7)

ESSENTI AL QUALI FI CATI ONS

BASI C REQUI REMENTS

Educati on - Graduation with an acceptabl e degree
froma recognized university with
speci alization in sociology, psychol ogy,
social work or sone other specialty
relevant to this position.

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

Experi ence - Experience in the provision of social
and wel fare services for native people;
and experience in supervision.

RATED REQUI REMENTS

Know edge - Know edge of the Indian Act and Regul ati ons
and of the cultural needs of Indian people.

- Know edge of departnental policies,
obj ectives and regul ati ons.

- Know edge of the welfare and soci al
devel opnment prograns of other federal
departnents, provincial governnents and
ot her countries.

- Know edge of conmunity devel oprment
techni ques and traini ng nethods.
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S - Ability to devel op new prograns, evaluate
Abilities . e
—_ the effectiveness of existing prograns,
determ ne resource requirenents and set
priorities.

- Ability to schedul e and assign work,
determ ne training needs, resolve

operating problens, and assess staff
per f or mance.

- Ability to conduct briefings and neetings,
and prepare reports, articles and corre-
spondence.

Personal Suitability - Effective interpersonal relationships.

- Initiative, tact and persuasiveness,
particularly in presenting program
proposal s and dealing with Indian
associ ati ons.

DESI RABLE
QUALI FI CATI ONS

- Ability to communicate in an Indian
di al ect.
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