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Actuarial Science

LEVEL 1

The work at this level is perfornmed by enpl oyees who are conpl eting the exani nation
program admi ni stered by one of the actuarial associations recognized by

the Canadian Institute of Actuaries to attain the status of Fellow of the Canadi an
Institute of Actuaries. The duties of positions at this |level are usually directly
related to the subject-matter, know edge and actuarial skills acquired by conpleting
each of the exam nations in the programof the Society of Actuaries. Typical duties are
as follows:

Conduct s exani nations of policy valuations of life insurance conpanies
pursuant to the Canadian and British and the Foreign |Insurance Conpanies Acts
and in relation to the Incone Tax Regulations to assess the validity of the
eval uati ons and the adequacy of the actuarial reserves maintained by the
conpani es.

Revi ews guaranteed cash surrender values to ensure conpliance of reserves

wi th val uation provisions of the Canadian and British and the Foreign

I nsurance Conpani es Acts.

Anal yses insurance, annuity and non-cancel abl e acci dent and sickness
contracts issued by insurance conpanies and fraternal benefit societies, and
corresponds wi th conpani es and societies to reconmend revisions.

Revi ews actuarial reports on the business of fraternal benefit societies and
on the non-cancel abl e acci dent and sickness busi ness of insurance conpani es,
and prepares a sumary and anal ysis of such reports.

Investigates applications fromlife insurance conpanies for approval of
valuation nortality rates and valuation interest rates by the
Superi ntendent, and recomends courses of action

May direct any of the above activities and/or correspond w th conpani es and
soci eties regarding problens and possi bl e sol utions.

Revi ews and anal yses proposals to amend the Unenpl oynent |nsurance

Act, regul ations or procedures. Drafts reports and supporting narratives
showing the long-terminplications on benefit costs and premumrates and the
conpatibility of insurance principles with any proposed changes along wth
the need to bal ance principles of social adequacy against principles of socia
i nsur ance.
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Actuari al Science

PREFACE

Thi s standard describes the plan to be used in classifying and eval uating positions in the
Actuarial Science Goup, and in selecting personnel for appointnment to them

The classification and evaluation plan is a | evel description plan against which the
relative level of performance and job responsibility of individual actuaries may be
judged and positions classified where applicable. The selection plan describes the
net hod to be used for determining the qualifications required of candidates and
assessing the extent to which they possess them

The standard is designed for use by classification officers, staffing officers
and |ine managers who are involved in the classification and staffing of Actuarial Science
Group positions.

It is the responsibility of the line manager to deternmi ne and describe the duties and
responsibilities of a position and the qualifications required of its incunbent.
During the process personnel officers will provide advice and assistance to the
i ne manager as required.

Subsequent to the devel oprment of a position description it wiles be the responsibility of
the personnel officers to ensure that |egislative and del egated authorities are
effectively discharged. \Wherever feasible the |ine manager or other line officers
should in the classification actively participate and staffing process.

January 1978
(i)



Actuarial Science

CATEGORY DEFI NI TI ON

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

January 1978
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Actuarial Science

GROUP_DEFI NI TI ON

For occupational group allocation, it is reconmended that you use the Cccupational G oup
Definition and the Occupational Sub-group Definition Maps, which provide the 2005 group
and sub-group definition and their correspondi ng inclusion and exclusion statements. The
maps explicitly link the relevant parts of the overall 2005 occupati onal sub-group
definition to each classification standard.

January 1978
(iv)



Actuari al Science

PART |

POSI TI ON CLASSI FI CATI ON AND EVALUATI ON PLAN

| NTRODUCTI ON

This standard describes the plan to be used in classifying and eval uati ng positions
allocated to the Actuarial Science G oup. The standard is based on

the |l evel description nmethod of evaluation. This non-quantitative method for de-
ternmining the relative value of jobs, has been established to measure significant

differences in the difficulty of work of the three levels as represented by | evel
descri ptions.

The ultimate objective of job evaluation is the determnation of the relative val ues of
jobs in each occupational group. Normally, jobs assigned to a given level in an
occupational group are regarded as of equal difficulty. This general classification
rul e does not apply to Level 1 as this level contains sub-levels that represent the
progressi vel y higher responsibilities assuned as position incunbents conpl ete the specified
conbi nati ons of exan nations of the Society of Actuaries or their equivalents as recognized
by the Canadian Institute of Actuaries.

Use of the Standard

There are two steps in the application of this standard.

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

2. Assignnent of the position to a level is made by conparing the duties of
the position with the level descriptions and selecting the | evel that best
corresponds on the whole with the duties of the position

M ni mum Qual i fications

Each of the group definitions in the category includes a statenment of "M ni num
Qualifications". These requirenents are to apply wi thout nodification to all new
entrants appointed to positions in the category on or after July 1, 1967. Wth respect to
experienced public servants who may not possess the formal education prescribed in the
definitions but who are certified or who are qualified for certification in their jobs on June
30, 1967, in classes prescribed by the Public Service Comm ssion, the statenments are intended
to indicate the norns against which the qualifications of the individual may be assessed in
order to judge whether or not the conbination of education, training and experience provides,
for the particular job being filled, qualifications equal to or higher than those
prescribed inthe "Mnimum Qualifications" of the relevant occupational group.

January 1978



Actuarial Science

LEVEL 1

The work at this level is perfornmed by enpl oyees who are conpl eting the exani nation
program admi ni stered by one of the actuarial associations recognized by

the Canadian Institute of Actuaries to attain the status of Fellow of the Canadi an
Institute of Actuaries. The duties of positions at this |level are usually directly
related to the subject-matter, know edge and actuarial skills acquired by conpleting
each of the exam nations in the programof the Society of Actuaries. Typical duties are
as follows:

Conduct s exani nations of policy valuations of life insurance conpanies
pursuant to the Canadian and British and the Foreign |Insurance Conpanies Acts
and in relation to the Incone Tax Regulations to assess the validity of the
eval uati ons and the adequacy of the actuarial reserves maintained by the
conpani es.

Revi ews guaranteed cash surrender values to ensure conpliance of reserves

wi th val uation provisions of the Canadian and British and the Foreign

I nsurance Conpani es Acts.

Anal yses insurance, annuity and non-cancel abl e acci dent and sickness
contracts issued by insurance conpanies and fraternal benefit societies, and
corresponds wi th conpani es and societies to reconmend revisions.

Revi ews actuarial reports on the business of fraternal benefit societies and
on the non-cancel abl e acci dent and sickness busi ness of insurance conpani es,
and prepares a sumary and anal ysis of such reports.

Investigates applications fromlife insurance conpanies for approval of
valuation nortality rates and valuation interest rates by the
Superi ntendent, and recomends courses of action

May direct any of the above activities and/or correspond w th conpani es and
soci eties regarding problens and possi bl e sol utions.

Revi ews and anal yses proposals to amend the Unenpl oynent |nsurance

Act, regul ations or procedures. Drafts reports and supporting narratives
showing the long-terminplications on benefit costs and premumrates and the
conpatibility of insurance principles with any proposed changes along wth
the need to bal ance principles of social adequacy against principles of socia
i nsur ance.
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Actuarial Science

- Exami nes and anal yses the financial experience of the Unenpl oynent
I nsurance Program Prepares reports on research projects that could
result in program amendments. Participates in commttees, task forces,
etc. with Federal and Provincial governnent departnents, outside consultants,
associ ati ons and enpl oyers.

- Exam nes and anal yses material submtted by enpl oyers, insurance conpani es and
consul ting actuaries on enpl oyee pension plans registered with the Departnent of
I nsurance, to ensure conpliance with the Pension Benefits Standards Act and
Regul ati ons and corresponds with the relevant parties to drawtheir attention to
changes required to ensure conpliance.

- Revi ews and anal yses material referred by the Department of National Revenue in
respect of pension plans to assess the acceptability of actuarial estimtes of
the costs deductible by enployers pursuant to the Incone Tax Act and the
rel evant regul ati ons. When necessary, corresponds wth insurance conpani es or
consulting actuaries to obtain additional information. Drafts nmenoranda to
the Department of National Revenue.

- Assists actuaries classified at Level 2 or 3 with the valuation of government
pensi on and insurance prograns. Organizes the preparati on and processing
of basic data, sets up the required actuarial formul ae for the valuation and
rel ated investigations, prepares conputer prograns and anal yzes the
gai ns and | osses arising fromvarious sources.

- Assists actuaries classified at Level 2 or 3 in devel opi ng denographi c and
financial projections related to the Canada Pension P an.

- Assists in the review of proposed |egislation or regulations affecting pension
and i nsurance progranms of the federal governnent to estimate their effect
on the financial condition of the rel evant accounts.

- Assists in actuarial projects for various departments or agencies of the federal
gover nnent and nakes ot her m scel |l aneous actuarial calcul ati ons as required.

- Co- ordi nates and supervi ses the work of non-professional staff making
actuarial calculations related to government pension and insurance

prograns or related to the actuarial reserves maintai ned by insurance
conmpani es.
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Actuarial Science

January 1978

May participate with exam nation personnel of the Departnent in field

i nvestigations of life insurance conpanies, fraternal benefit societies or
pension plans to ensure propriety of operations

accuracy of records, accuracy of
accounting met hods and conpliance with the governing | egislation.

Prepares any reports and correspondence associated with the above duties.



Actuarial Science

LEVEL 2

The work at this level is perfornmed by enpl oyees who have conpl eted t he exani nati on
program adm ni stered by one of the actuarial associations recognized by the Canadi an
Institute of Actuaries and who are Fellows of the Canadian Institute of Actuaries.
Typical duties are as follows:

- Assists Director in the admnistration of the Pension Benefits Standards Act.

- Advi ses on the technical aspects of the exam nation of past service liabilities
under enpl oyee pension plans registered with the Departnent of National
Revenue, for the purpose of preparing advice to be given by the Superintendent
of Insurance to the Mnister of National Revenue on special contributions by
enpl oyers to pension funds pursuant to the |Income Tax Act.

- Conducts actuarial research on natters that inpact upon pension plans,
including legislation and regulations and the effect of nethods and
assunptions on the level of liabilities and costs.

- Conducts periodic actuarial exam nations of such government pension
and i nsurance plans and prograns as the Public Service Superannuation Pl an,
t he Canadi an Forces Superannuation Plan, the Royal Canadi an Mounted Police
Super annuation Pl an, the Unenpl oynent |nsurance Program the Governnent
Annuities Program the Gvil Service Insurance Program the Returned Sol diers'
I nsurance Program and the Veterans | nsurance Program and advi ses on such
matters as the rel ationship between benefits and contributions, the actuari al
liability and the naintenance of val uation records.

- Assists in the exam nation of insurance conpani es' operations and
pensi on plans subject to federal |egislation.

- Supervi ses the work of professional and non-professional staff making
actuarial calculations related to government pension and insurance
prograns.

- Provi des court testinony for the G own on actuarial or statistical
matters.

- Directs the exam nation of policy valuations of registered life
i nsurance conpani es to assess the acceptability of the actuarial reserves
mai ntai ned by the conpanies for statenent purposes or reported for tax
pur poses.
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Actuarial Science

-Nay

January 1978

Revi ews the reports of professional assistants on annual valuation reports
subnmitted by qualified actuaries on the business of fraternal benefit

soci eties and the non-cancel | abl e acci dent and sickness busi ness of insurance
conpani es, and corresponds with the actuary, the society or the conpany as
necessary, to rectify errors or inadequacies or to recomrend changes in mnethods of
oper ations where there appear to be serious problens.

research the actuarial inplications of specific anendnents of a pension
or insurance plan having an established pattern of terms and conditi ons.

May direct and supervise the work of actuaries classified at Level 1.



Act uari al

Sci ence

LEVEL 3

Wrk at this level is perforned by Fellows of the Canadian Institute of actuaries with
extensive work experience. It involves either the direction of one or nore
organi zati onal conponents, or the adm nistration of the supervisory and regul atory

| egi sl ation

on a conplete class of financial institutions or enployee pension plans, or

senior research duties on special planning projects that require actuari al
consi derations. Typical duties are as follows:

January 1978

Directs the supervision and regulation of life insurance conpani es and
fraternal benefit societies.

Directs the admnistration of the Pension Benefits Standards Act.

Represents the Departnent of |nsurance on inter-governnental commttees on
pensi on benefits legislation and regul ati ons, and on i nter-depart nental
committees on pension, insurance, social security and other prograns where the
application of actuarial expertise and judgnent is required.

Directs the preparation of advice to the Mnister of National Revenue
regardi ng approval of special past service paynments under registered
enpl oyee pensi on pl ans.

Directs the periodic actuarial exam nation of governnent pension and
i nsurance prograns and the provision of actuarial advice to other
governnent departnents relating to these and ot her prograns.

Assists the Chief Actuary in directing the production of financial
estinates related to the Canada Pension P an, and by sol ving or advi sing
on the solution of mscellaneous actuarial problens.

Assi sts the Assistant Superintendent of Insurance by providing advice and by
sol ving economi ¢ and financial problens requiring the application of
actuarial expertise.

Directs special actuarial studies and val uati ons on pension and
i nsurance matters requested by other government departnents.

Directs financial studies on provincial crop insurance prograns and provides
advice to the officials in the Department of Agriculture responsible for
adm ni stering the federal |egislation on crop insurance.



Act uari al

Sci ence

Conduct s research and pl anni ng projects, such as the devising of effective
financial and admnistrative controls for the supervision and regul ati on of
financial institutions or pension plans and prepares the prelimnary drafting of
legislation to give effect to those controls.

Drects studies of the financial effects of new | egislation or changes in existing

| egi slati on on pension, insurance and social security prograns as well as other
progranms having actuarial inplications. Assists Deputy Heads, in co-operation with
the admnistering authorities and the legal officers of the Departnent of Justice
inthe drafting of | egislation and regul ati ons.

Participates in the planning and fornulation of policies related to
Government Annuities, the Unenpl oyment | nsurance and ot her depart ment al
progranms and in the amending of the relevant |egislation by assessing the
financial and actuarial inplications of the proposed policies and by
naki ng reconmendati ons consi stent with insurance principl es.

Represents the Unenpl oynent | nsurance Conmi ssion on interdepartmenta
comittees, at cabinet or parlianmentary conmttee neetings and in di scussions
wi th governnent departments, private sector enployers, unions and the

i nsurance industry.

Directs a Division providing in-house actuarial services for a separate
department or agency of the Government.

Makes recommendati ons on staff requirenments and devi ses training
net hods for professional and support staff.
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Actuarial Science
PART || SELECTI ON PLAN

| NTRODUCTI ON

The Sel ection Pl an includes the Selection Standard for this G oup, devel oped pursuant to
Section 12 of the Public Service Employnent Act, with instructions for adapting it to the
requi renents of individual positions in the formof a Statenent of Qualifications.

Section 6 of the Public Service Enploynment 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 performance of the duties and responsibilities of a position

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

Qualifications vary with the job content requirements of individual positions. They must 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
Statenment of Qualifications. These qualifications then becone the criteria against

whi ch sel ections are nade for that staffing action.

The fol |l owi ng pages contain an expl anation of the various parts of a Statenent of
Qualifications, a description of qualifications for positions in this Goup, a Rating
Qui de, a description of the methods to be used in assessing the qualifications of

candi dates for these positions, and three Exanpl e Statenment of Qualifications.
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Actuarial Science

STATEMENT OF QUALI FI CATI ONS

Structure

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

ESSENTI AL QUALI FI CATI ONS

BASI C REQUI REMENTS

Educati on Factor
- Cccupational Certification Factor Achievenent,

Skills or Aptitudes Factor Language Requirenent

Fact or 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.)

January 1978
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Actuarial Science

Definitions
A Statement of Qualifications consists of two conponents:
ESSENTI AL QUALI FI CATIONS - Thi s conponent provides for the inclusion of qualifi-

cations which a person nust possess in order to adequately performthe duties and
responsibilities of a position. It consists of two sub-conponents.

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

those essential qualifications that are used for initial screening purposes.
Applicants must meet the Basic Requirenents before consideration can be given to
their other qualifications. Basic Requirenents are mninumcriteria and are
not rated by degree. Basic Requirements include the follow ng five Sel ection
Fact or s:

Education - (-  Refers to a background in acadenic, vocational or technical
studies and training which is recogni zed through the actual or inm nent
conferring of a degree, diploma, certificate or other official docurment by an
approved educational institution or agency.

(b) Acceptabl e perfornance on tests prescribed by the Public
Servi ce Conmi ssion nay be an al ternative, when specified.

Qccupational Certification - Refers to the possession of or eligibility for
occupational credentials inthe formof a license, certificate, registration,
letter, papers or other docurments which constitute official recognition of
occupat i onal conpet ence.

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

Language Requirenent - Refers to the need for aknow 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.

Experience - Refers to actual participation or practice in activities

related to the duties and responsibilities of aposition. It neans the
acqui sition or exercise of know edge or abilities in vocational or a
vocational circunstances including voluntary work, that provides an adequate
background for performance of the duties and responsibilities of the
position being staffed. Experience requirenments nust not be expressed in
terns of a specific nunber of years.

January 1978
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Actuarial Science

NOTE: Pre-enpl oynent nedi cal exam nation requirenents are to be in
accordance with the Public Service Commission Staffing Manual, and are
not to be included in the Statenent of Qualifications.

RATED REQUI REMENTS - This sub-conponent provides for the inclusion of those essenti al
qual ifications which are used for the rating and ranki ng of candi dates who have net
the Basic Requirenents. Rated Requirements include the follow ng three

Sel ection Factors:

Knowl edge - Refers to information concerning facts, theories, systens,
practices, regul ations and other subject-matter relevant to the
perfornance of the duties and responsibilities of a position.

Abilities - Refers to competence in the use of tools, naterials, and equi pnent or
the application of methods, systens., techniques, practices, policies,

regul ations. and other subject-matter relevant to the performance of the duties and
responsibilities of a position.

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

DESI RABLE QUALI FI CATI ONS - This conponent provides for the inclusion of qualifications

whi ch, al though 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 purposes. \Wen they
are applicable, they are to be included in the Statenent of Qalifications at the sane
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 nmet both the Basic Requirenents and Rated
Requirenents for the position. Any job-related qualifications other than know edge

of a second official |anguage nmay be used as Desirable Qualifications, but they should be
used sparingly, if at all.

January 1978
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Actuarial Science

SELECTI ON STANDARD - ACTUARI AL SCI ENCE GROUP

Qualifications applicable to positions in the Actuarial Science Goup are as foll ows:

ESSENTI AL QUALI FI CATI ONS

BASI C REQUI REMENTS

Educati on

Fact or

This factor is applicable to positions in this Qoup classified at |evel 1. Based on

the duties and responsibilities of the position, include in the Statement of

Qualifications a description of the Education consi dered necessary.

The m ni num Education qualification for positions classified at level 1 is:
"Qaduation froma recogni zed university with an acceptabl e degree in
nat hematics, CR conpletion of at |east two examnations of an actuari al

associ ation recogni zed by the Canadian Institute of Actuaries".

NOTE 1: For positions classified at |levels 2 and 3, see
Occupational Certification.

NOTE 2: Empl oyees who were "grand fathered" into this Group under
the provisions of the paragraph entitled M ninmum Qualifications
on page I-1 of this standard will be deened to have net the m ni mum
qual ifications for appointrment to other positions classified in this
Goup requiring the sane nmnimumaqualifications as those which served as
the basis for the initial grand fathering.

Occupational Certification

This factor is applicable to positions in this Goup classified at |levels 2
and 3. Based on the duties and responsibilities of the position, include in
the Statement of Qualifications a description of the Qccupational Certification
consi dered necessary.

The Cccupational Certification qualification required for positions
classified at levels 2 and 3 is:

"Fel l owship in the Canadian Institute of Actuaries."

January 1978 I1-5



Actuarial Science

Achi evenent, Skills or Aptitudes Factor

This factor is applicable to positions in this G oup where a prescribed | evel
of achieverment, 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

Statement of Qualifications a description of applicable achievenment, skill or
aptitude requirenents, or the nane or type of examination or test by which
they will be assessed.

Language Requirenment Factor

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

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

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

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

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

Experi ence Factor

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

i nvol ved. Based on the duties and responsibilities of the position include in
the Statenment of Qualifications a description of the Experience considered
necessary. Following is an exanple of an Experience qualification:

"Experience - Experience in the provision of actuarial services and in
supervision."

January 1978
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Actuarial Science
NOTES ON BASI C REQUI REMENTS

a) To raise Basic Requirenments for positions in this G oup above the
m ni ma prescri bed, special perm ssion nust be obtained fromthe
Public Service Commi ssion.

b) When used in regard to Basic Requirenents, ternms such as "recogni zed"
"eligibility", "approved", "acceptable", "accredited", or "equivalent"
refer to acceptability for staffing purposes as regulated by the Public
Servi ce Conmm ssion through the PSC Staffing Program concerned

c) The assessnent of Basic Requirenments is to be based on performance
denonstrations involving the use of tests or exam nations,
educati onal or occupational credentials, or other evidence avail -
able at the time of the screening process.

RATED REQUI REMENTS
Know edge

Fact or

This factor is applicable to npbst positions inthis Goup. It may not be
applicable to positions used for devel opi ng i nexperi enced 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 Pension Benefits Standards Act and
Regul ati ons. "

Abilities Factor

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

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

"Abilities - Ability to schedul e and assign work, set priorities,
resol ve operating problens and assess staff performance."

January 1978
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Actuarial Science

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
Statenment of Qualifications a description of the Personal Suitability
consi dered necessary. Followi ng is an exanple of a Personal Suitability
qualification:

"Personal Suitability - Wrk effectively under the pressure of peak
wor kl oads and deadl i nes.”

DESI RABLE QUALI FI CATI ONS

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

"-Experience in supervision."”

January 1978
11-8



Actuari al Science

PREPARATI ON OF A STATEMENT OF QUALI FI CATI ONS

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

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

2. Revi ew t he Selection Plan carefully.
3. Exanm ne the exanples of Statements of Qualifications presented on
pages 11-14 to 11-17 in order to becone famliar with the fornat and sorts

of qualifications required for positions in this Goup

4. Based on the duties and responsibilities of the position, describe the
qualifications required for the position under the appropriate Conponent,

Sub- Component, and Sel ecti on Factor headi ngs.

NOTE: The exanpl es 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 of a simlar nature. For other positions, a
suitabl e Statenent of Qualifications nust be prepared.

In determ ning 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;
b) their accessibility for selection purposes; and
c) their value in differentiating between candi dates.

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

a) combi ne cl osely-related qualifications;

b) obvi at e unnecessary duplication and verbi age;
c) enmphasi ze salient features; and

d) facilitate assessnent and sel ection.

January 1978
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Actuarial Science

The conpleted Statenment of Qualifications specifies the qualifications for
staffing the position, and the contents are to be used as a basis for:

a) devel oping a selection rating guide;
b) advertising notices;
c) initial screening of applicants; 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
nunerical rating plan may be used.

Following is an illustration of a format for a selection rating guide using
qualifications contained in the Exanple of a Statenent of Qualifications presented on
page I1-17. Basic Requirenents are not included in the rating guide, since, as

mnimmcriteria, they will have been taken into account during the initial screening to
determi ne which applicants were qualified for further consideration. The ranking of
the remining candidates is acconplished through rating themon the Rated

Requi rements, and the Desirable Qualifications, if any, that are specified in the
Staterment of Qualifications for the position being staffed.

Suggest ed For mat

ALLOTTED PASS MAXI MUM
RATI NG RATI NG  RATI NG

A. RATED REQUI REMENTS

Know edge Fact or
Know edge of:

1. The regul atory | egislation of financial
institutions and programs such as: the
Pensi on Benefits Standards Act, life
i nsurance conpani es, fraternal benefit
societies, the Incone Tax Act, Canada
Pensi on Plan and the Unenpl oynment
I nsurance Act.

Total Know edge Fact or
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Actuari al Science

ALLOTTED PASS MAXI MUM
RATI NG RATI NG RATI NG

Abilities Factor
Ability to:

1. Produce financial estimtes relating
to insurance and pension prograns.

2. Organi ze actuarial material for ora
or witten presentation.

Total Abilities Factor

Personal Suitability Factor
1. Ef fective interpersonal rel ationships.

2. Cooper ati veness, discretion and
per suasi veness.

3. Work effectively under the pressure
of peak workl oads and deadl i nes.

Total Personal Suitability Fact or

Total Rated Requirenents

B. DESI RABLE QUALI FI CATI ONS

1. Experience in the adm nistration of N A
actuarial services.

Total Desirable Qualifications
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Rating for:

Rat ed Requi renents

Desirable Qualifications

COMVENTS:

January 1978

COMBI NED RATI NG
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Actuari al Science

ASSESSMENT | NSTRUCTI ONS

ESSENTI AL QUALI FI CATI ONS

BASI C REQUI REMENTS

Basi ¢ Requirenments are assessed as mninumcriteria on a pass/fail basis and are
not to be rated by degree. Applicants nust neet at |east the m ni num standard
requi red for each applicable Selection Factor, or they are elimnated from
further consideration.

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 nistering the
sel ection process. The wei ghtings which nmay be applied to Selection Factors and
Qualifications in the case of a nunerical rating plan, and the differences in enphasis

whi ch nay be assigned to Sel ection Factors and Qualifications when a narrative rating plan
is used, nust be applied consistently throughout the assessnent process.

I n assessing Rated Requirenents candi dates nust achieve an overall pass rating on the
aggregate of Qualifications contained within each Sel ection Factor. Were a nuneri cal
rating plan i s used candi dates rnust achieve a pass mark of sixty percent on each
applicable Selection Factor. In the case of a narrative rating plan candi dates nust
neet at |east the mninmumdegree of Qualifications required for each applicable

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

DESI RABLE QUALI FI CATI ONS

nce candi dates have nmet the Rated Requirenents, any credit. given for Desirable
Qualifications specified in the Statenent of Qualifications is to be added to the rating
for Rated Requirements to reach a conposite assessnent. As credit given for Desirable
Qualifications has an effect on the ranking of individuals, Desirable Qualifications rnust
be assessed with the same care and consi stency as that given to Rated Requirenents.

The total maxi mum marks all owed for Desirable Qualifications nmust not exceed ten
percent of the total maxi mummarks allowed for Rated Requirenents. This percentage
may al so serve as a guide in establishing the degree of enphasis that may be given to
Desirabl e Qualifications when a narrative rating plan is used.

January 1978
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Actuarial Science S of Q No.

TYPI CAL DUTY DESCRI PTI ON No.

EXAMPLE OF A

STATEMENT OF QUALI FI CATI ONS
FOR

1: ACTUARI AL ASSI STANT (AC-1)

BASI C REQUI REMENTS

Educati on

Language Requirenent

RATED REQUI REMENTS

Personal Suitability

January 1978

ESSENTI AL QUALI FI CATI ONS

Graduation froma recogni zed university
with an acceptable degree in mathematics
OR conpletion of at |least two exam nations
of an actuarial association

recogni zed by the Canadian Institute of
Act uari es.

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

Ef fective interpersonal relationships.

Cooperativeness, discretion and attention
to detail

Work effectively under the pressure of
deadl i nes.

I1-14
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Science S of Q No. 2

EXAMPLE CF A

STATEMENT COF QUALI FI CATI ONS
FOR

TYPI CAL DUTY DESCRI PTI ON No. 2: CHI EF, PROGRAMS SECTION (AC 2)

ESSENTI AL QUALI FI CATI ONS

BASI C REQUI REMENTS

Cccupational Certification - Fel l owship in the Canadian Institute of
Actuari es.
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 actuarial

servi ces such as the cal cul ati on of

i nsurance risks, premiumrates, benefit

costs, nortality rates and interest

rates; the exam nation of policy valuations of
life insurance conpani es and the exam nation
of insurance and annuity contracts; naking
denpgraphi c and financial projections; and the
exam nation of the legislation and regul ations
af fecting pension and insurance prograns.

RATED REQUI REMENTS

Know edge - Know edge of the Public Service Super

January 19

annuation Pl an, the Canadi an Forces
Superannuation Plan, and the Royal
Canadi an Mbunted Police Superannuation
Pl an.

- Know edge of the Unenpl oynent I|nsurance
Program the Governnment Annuities Program
the Civil Service Insurance Program the
Ret urned Sol di ers' | nsurance Program and
the Veterans Insurance Program

- Know edge of the Pension Benefits
St andards Act and Regul ati ons.

I1-15
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Abilities - Ability to conduct actuarial research and
conduct actuarial exam nations of pension and
i nsurance plans and their adm nistration.

- Ability to schedul e and assign work, set
priorities, resolve operating problenms and assess
staff perfornmance.

- Ability to prepare reports and correspondence.

. S - Ef fective interpersonal relationships.
Personal Suitability - Cooper ati veness, discretion and
per suasi veness.

- Work effectively under the pressure of
peak workl oads and deadl i nes.

DESI RABLE QUALI FI CATI ONS

- Experience in supervision.

January 1978
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EXAMPLE CF A
STATEMENT OF QUALI FI CATI ONS
FOR

TYPI CAL DUTY DESCRI PTI ON No. 3: SEN OR ACTUARY (AC 3)

BASI C REQUI REMENTS

Qccupational Certification

Language Requi remnent

Experi ence

RATED REQUI REMENTS
Know edge

Abilities

Personal Suitability

January 1978

ESSENTI AL QUALI FI CATI ONS

Fel l owship in the Canadian Institute of
Act uari es.

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

Experience in the provision of actuaria
services and in supervision.

Know edge of the regulatory | egislation
of financial institutions and prograns
such as the Pension Benefits Standards
Act, life insurance conpanies, fraterna
benefit societies, the Incone Tax Act,
Canada Pensi on plan and the Unenpl oynent
I nsurance Act.

Ability to produce financial estimates
relating to insurance and pension
progr ans.

Ability to organi ze actuarial nateria
for oral or witten presentation

Ef fective interpersonal relationships.

Cooper ati veness, discretion and per -
suasi veness.

Wrk effectively under pressure of peak
wor kl oads and deadl i nes.

DESI RABLE QUALI FI CATI ONS

Experience in the admnistration of
actuarial services.
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