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O fice Equipnent

PREFACE

Thi s standard describes the plans to be used in evaluating and cl assifying
positions in the O fice Equi pment Group, and in selecting personnel for
appoi ntment to them

The eval uation and classification plan provides a | evel determ nant nethod for
establishing the relative value of positions in the five sub-groups of the
Office Equi pment Group. The Sel ection Plan describes the methods to be used for
determining the qualifications required of candi dates and assessing the extent to
whi ch they possess them Bench-mark position descriptions are provided which
serve both as a reference for position evaluation and for sel ection.

This standard is designed for use by classification officers, staffing officers and |ine
managers who are involved in the classification and staffing of Office Equi pnent G oup
positions.

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

Subsequent to the devel opment of a position description it will be the responsibility
of the personnel officers to effectively discharge |egislative and del egat ed
authority in classifying or staffing the position. \Wherever feasible the line
manager should actively participate in the classification and staffing process.
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CATEGORY DEFI NI TI ON

Occupational categories were repealed by the Public Service Reform Act (PSRA),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

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

correspondi ng i nclusion and exclusion statements. The maps explicitly link the
rel evant parts of the overall 1999 occupational group definition to each

classification standard.
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PART |
Position Evaluation & Classification Plan | NTRODUCTI ON

The Office Equipnment Goup is conprised of five sub-groups, Bookkeepi ng- Equi pnent
Oper at or, Cal cul ati ng- Equi pnrent Operator, Duplicating-Equi pmrent Operator, Miling-
Servi ce- Equi pment Operator and M crophot ography- Equi pnent Oper at or .

All methods of job evaluation require the exercise of judgnment and the orderly
collection and analysis of information in order that consistent judgnments can be
made. Rational discussion and resolution of differences in the judgnents rmade in
determning the relative worth of jobs requires that the rater have a thorough know edge of
the jobs being evaluated. This standard provides the criteria by which judgnents are to
be nade in allocating positions to the O fice Equipment Goup and to Sub-groups and in
assigning positions to | evels.

Cccupati onal Sub-groups

The occupational group includes positions requiring the performance of signifi-
cantly different duties and different qualifications. In recognition of these
di fferences five sub-groups have been established and classification criteria provided for
determning the | evel s of positions within each of these subgroups.

Use of the Standard

The followi ng steps are to be taken in applying this classification standard:

1. The position description is studied to ensure understanding of the
duties and responsibilities of the position. The relation of the
position being evaluated to other positions above and below it in the
organi zation is al so studied.

2. Allocation of the position to the Category, G oup and sub-group is
confirmed by reference to the definitions and descriptions of
i ncl usi ons and excl usi ons.

3. Criteria, in the formof |evel determ nants, are provided to
di stinguish the nature and conplexity of work perfornmed at each
I evel within the sub-groups. Each determ nant includes an
i ntroductory statenent. Unless otherw se specified by the
introductory statenent the |level assigned to a position shoul d be the one
wi th deterninants whi ch best correspond on the whole with the duties
and responsibilities of the position.

4. The descriptions of bench-mark positions illustrating the |evel

sel ected are conpared with the description of the position being
eval uated as a check on the validity of the |evel selected.
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Bench- mar k Positions

The bench-mark position descriptions included in this classification standard for
each sub-group are an integral part of the evaluation plan and are to be used to
confirmeval uations of positions and to ensure consistency in applying the classification
st andar d.

A statenment titled, D stinguishing Features, is included with each benchmark description

to identify the duties and responsibilities which correspond to the determnants for the
I evel to which the position has been assi gned.
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SUB- GROUP DEFI NI TI ON AND LEVEL DETERM NANTS

Sub- group Definition: BOOKKEEPI NG EQUI PMENT OPERATOR ( BEO)

The primary duties of positions in this sub-group are to operate one or nore
types of keyboard bookkeeping machi nes. A nunmber of clerical duties, such as
sorting and filing docunents, or typing headi ngs on | edger cards, nmay be perforned as
m nor functions.

Level Determ nants - 1

Under supervision work requires:

- the operation of a bookkeepi ng machi ne and a know edge of office nethods and
procedur es,
- posting fromsource docunents that are nornmally of one type or closely
simlar types and which in nost instances are previously checked and
coded, such docunments nay include a variety of accounts or itens,
- famliarity with the subject matter in order to recogni ze i nconsi stencies, - the use of
a smal|l nunmber of machine registers, - correction of posting errors by checking entries
against itens in the
source docunents, and may require
- showi ng ot her enpl oyees how to perform specific tasks.

Level Determ nants - 2

Under general supervision work requires:

- the operation of a bookkeepi ng nachine, a good know edge of office methods and
procedures, and fanmliarity with the operations of the work group,

- posting fromsource docunents that are nurerous and varied, and require the sel ection
of the appropriate data for entry; the source docurments are usually unchecked and
encoded, and nornal ly include a | arge nunber and variety of accounts; understandi ng
the subject matter is required in order to recogni ze and reconcil e apparent
i nconsi stenci es,

- the use of a relatively |large nunmber of machine registers,

- correction of posting errors by the use of methods, such as trial bal ance or bal anci ng
to acentral figure, and may require

- instructing other operators on nmachi ne operations, and assigni ng and
checki ng wor k.
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SUB- GROUP DEFI NI TI ON AND LEVEL DETERM NANTS

Sub-group Definition: CALCULATI NG EQUI PMENT OPERATOR ( CEO)

The primary duties of positions in this sub-group are to nake conputations by
use of keyboard cal cul ati ng nachi nes. A nunber of clerical duties, such as
sorting and checki ng docunments, may be perf orned.

Level Determi nants - 1

Under supervision, work requires:

- the operation of cal culating machi nes, such as conptoneter, electronic and ot her
cal cul ators and a know edge of office methods and procedures;
- the conputation or verification of numerical quantities that nornmally consi st
of single accurmul ations or series of two-.or three- step calculations, and
involves two. or three arithnetical processes perforned according to established
procedures, and may require
- showi ng ot her enpl oyees how to perform specific tasks.

Level Determ nants - 2

Under general supervision, work requires:

- the operation of calcul ati ng nachi nes, such as conptoneter, electronic and ot her
cal cul ators, a good know edge of office nmethods and procedures, and famliarity
with the operations of the work group;

- the conputation or verification of numerical quantities that normal |y consist of
conpl ex multiple-step cal cul ati ons, and extensive use of short-cut nethods and
t echni ques such as reciprocals;

- the calculation of averages, ratios, interest, percentages involving the use of
al gebraic, statistical or other formul ae; and may require

- instructing other operators on machi ne operations and assi gni ng and
checki ng wor k.

Level Determ nants - 3

Under general supervision, work requires:

- the operation of miltistep, electronic, programmabl e cal cul ati ng machi nes,

- the appraisal of data on a w de variety of source docunents and secondary or
i nternedi ate conpilation sheets or conputer tabul ations, through arithmetic
cal cul ati ons and exami nation of cell inter-relationships, toidentify
unaccept abl e or questionabl e data, to recogni ze inconsistenci es and anormal i es, and to
nake corrections based on agreed gui delines or procedures,
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- the devel opnent of prograns for use in programmuable el ectronic-desk
calculators to nmaxim ze operator productivity in conplex conputationa
applications, and may require

- instructing other operators on machi ne operations and assi gning and
checki ng wor k.

Notes to Raters

A 'Programmabl e Cal cul ator' is one that has the facility to record, store and utilize
prograns of arithmetical sequence
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SUB- GROUP DEFI NI TI ON AND LEVEL DETERM NANTS

Sub- gr oup Defi nition: DUPLI CATI NG EQUI PMENT OPERATOR ( DEO)

The primary duties of positions in this sub-group are to operate one or nore
types of direct, offset, photographic-process and ot her copying rmachi nes for
reproduction of copy, keep record of paper usage and other supplies, and to
carry out mmi ntenance as required. A nunber of clerical duties, such as sorting
and filing docunents or preparing nail, may be performed as mnor functions.

Level Determ nants - 1

Under supervision work requires:

- the operation of copying and duplicating equi prent and know edge of of fice
met hods and procedures,

- sone adjustnents and mai ntenance to equi pment that are usually straight-
forward and require little judgnent,

- confornance with detailed work instructions and established priorities and
deadl i nes,

- recordi ng usage of paper and other materials and the requisitioning of
supplies, and

- showi ng ot her enployees how to perform specific tasks.

Level Determ nants - 2

Under general supervision work requires:

- the operation of copying and duplicating equi pment and a good know edge of office
nmet hods and procedures,

- the operation of reader printers to reproduce copy frommicrofilm
- adjustnent and mai ntenance of equi prent requiring care and precision

to suit varying conditions such as the size and clarity of source naterial, - adaptation
of procedures for varying conditions such as |light and
sensitivity of paper, and condition and type of original docunents, -

judgnment in organizing priorities and work schedules to neet
deadl i nes,

- recording usage of paper and other materials and the requisitioning of
suppl i es, and

- the occasional supervision of other enpl oyees.
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Level Deterninants - 3

Under general supervision work requires one ornore of the follow ng duties:

press and associ ated equi pment, in

- the operation of a nmultilith offset
apprenticeship

a non-printing shop environnent, that does not require fornal

t rai ni ng,
- the operation of Photostat copy caneras and processi ng equi pnent.

July, 1973



O fice Equi pment

SUB- GROUP DEFI NI TI ON AND LEVEL DETERM NANTS Sub-

group Definition: MA LING SERVI CE- EQUI PVENT OPERATOR ( MSE)

The primary duties of positions inthis sub-group are to operate OI set up
and operate one or nore types of machines used in the processing of printed material received for
internal distribution or prepared for onward transm ssion.

Mai | i ng Service equi pnent includes machines required for, plate enbossing, heat transfer,
addressing, inserting, folding, collating, cheque witing and addressi ng, counti ng,
bursting, slitting, trimmng and such other machi nes that are used in a vol une mailing
servi ce operation.

A nunber of secondary duties such as sorting mail, registering docunents, tabbing,
filing and checking addressograph plates may also be assigned to positions in this
sub- group.

NOTE: The term Miiling-Service is applied to this sub-group because it is descriptive of

the functions perforned and of the departnental units

that provide them It is not neant to apply exclusively to the processing of
printed material received fromor transmtted by the postal service.

Level Deternminant - 1

Under supervision the work requires:
- operating and rmaki ng minor adjustnents to one or nore nachi nes enpl oyed
ina miling service unit, and
- occasional |y showi ng ot her enpl oyees how to perform specific tasks.

Level Determ nant - 2

Under general supervision work requires:

- the operation of plate enbossing, addressing and other equiprent related to the

i ssue of cheques,

- the set up and adjustnent of equiprment to ensure the proper transfer of data to
cheque forns,

- the nmonitoring of equipment by scanning and controlling the flow of cheques to ensure

security of issue and bal ance with accounting control. OR

- the setting up, operation and adjustnent of a rmulti-station nmachine or a variety
of machi nes that operate sequentially or similtaneously,

- the nonitoring of equipnent in operation to ensure that material is

processed in accordance with standards of quality and production,

- a good know edge of office nethods and procedures, and understanding of the
operation conducted by associated work groups and nay require the supervision of
| oner | evel enployees assisting in the operation of the equi pnent.
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SUB- GROUP DEFI NI TI ON AND LEVEL DETERM NANTS Sub-

group Definition: M CROPHOTOGRAPHY- EQUI PMENT OPERATOR ( MEO)

The primary duties of positions in this sub-group are to operate or. supervise

the operation of mcro photographi c equi prent used to reproduce and process i nformation to
mcrofilm Such duties include the operation of mcro photographic caneras, film
processors, reproducers, precision enlargers and fil minspection equipment as well as the
splicing, cutting, indexing, nounting and recording of mcrofilm

Level Determ nant - 1

Under supervision the work requires:

- the hand-nounting of aperture cards and mcrofiche to specified formats and
accept ed standards,

- reproduction of aperture cards and mcrofiche to specified standards,

- the inspection of mcrofilmto ensure confornity with quality standards

through the operation of reader printers, other equiprment or instrunments
required for this purpose,

the handling and splicing of microfilmand the | oading and renoval of film

frommcroformcarriers,

the operation of a seni-autonatic and/or hand fed rotary or other type desk canera

with fixed density control, and

maki ng tests as required to determ ne opti mum exposure of film and

mechani cal fitness of the canera.

Level Determi nant - 2

Under supervision the work requires the performance of one of the follow ng
duti es:

- the operation of a flat bed camera for the production of mcro photographic copy to
various reduction ratios in accordance with oral or witten instructions, and nay, as a
secondary duty operate a semautomatic fil m processor,

- the operation of a |light sensitive dye (D AZOQ, or a vesicular process (X DEX
mcrofilmroll reproducer to reproduce filmensuring standard density, resolution
and contrast are achi eved and mai ntai ned over an entire reel of microfilm

Level Determ nant - 3

Positions are to be assigned to this level where the primary duty is described in one or
more of the follow ng statenments:

- the operation of a precision nicrofilmcamera in the reduction and
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phot ogr aphi ng of engi neering drawi ngs and maps onto mcrofilmto
Canadi an Government Specification Board (CGSB) specifications,

- the operation of silver halide microfilmreproducer to reproduce filmin
a darkroom environnent to ensure standard density, resolution and
contrast are achieved and nmintained over an entire reel of mcrofilmeven
though vari ances occur on original rolls of mcrofilm

- the operation of a sem-autonatic or other silver halide mcrofil mprocessor including.
testing for filmquality and chenical life,

- the supervision of positions classified at levels MEO1 or MEO 2.

Level Determ nant - 4

Positions are to be assigned to this level where the primary duties are those described in
one or both of the follow ng statenents:

- the operation of a precision mcrofilmenlarger - preparing chem cal fornula and
devel oping M/l ar fil menl argenents near the original drawi ng size, --

I~ the supervision of a mcrophotography unit which ;includes one or nore positions

classified at |evel MEO 3. Level Determinant - 5

Positions are to be assigned to this level where the primary duties and responsibilities are
those described in the foll owing statenments:

- the work requires the supervision of a mcrofilmunit that includes one or nore
positions classified at |evel MEO 4,

- the work requires a conprehensi ve know edge of m crophotography and of technical
devel opnents within this field in order to organize and conduct nicro phot ographic
prograns, resolve operational problens and to inprove or update nethods and
t echni ques, and

- the work includes the training and appraisal of mcro photographers,
requisitioning and accounting for materials and supplies and advi si ng custoners on
the nature and costs of services provided by the mcrofilmunit.
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PART 2

SELECTI ON PLAN

I NTRODUCTI ON

This part of the conbined standard describes the plan to be used i n determ ning
the qualifications required of persons to performthe duties and responsibilities
of positions in this G oup.

The Public Service Enployment Regul ations require that a Statenent of Qualifi-
cations be prepared for each position to which an appointnent is to be nmde.
Each Statenment of Qualifications is to specify and differentiate between the
gualifications that are essential and the qualifications that are desirable, if
any, for the performance 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 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
Statenent of Qualifications. These qualifications then becone the criteria agai nst which
selections are nade for that staffing action.

The fol |l owi ng pages contain an expl anation of the conponent parts of Statements of
Qualifications, a description of qualifications for positions in this Goup, and a
description of the nethods to be used in assessing the qualifications of candi dates for
these positions. Exanples of Statements of Qualifications for positions in this Goup
based on Bench Mark Position Descriptions are presented in Part 3 of this Standard.

COVPONENTS OF STATEMENTS OF QUALI FI CATI ONS

Statements of Qualifications consist of three conponents:

BASI C REQUI REMENTS - Thi s conponent provides for the inclusion of those essenti al
qualifications that are used for initial screening purposes. Applicants nust neet the
Basi ¢ Requi renents before consideration can be given to their other qualifications. Since
Basi ¢ Requirements are minimumcriteria they are not rated as part of the assessnent
and ranki ng process. Basic Requirenents include the follow ng Sel ection Factors:
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- Educati on;

- Cccupational Certification;

- Achi evenent, Skills or Aptitudes;
- Language Requirenent; and

- Experi ence.

ESSENTI AL QUALI FI CATI ONS - Thi s conmponent provides for the inclusion of those
qualifications which are used for the secondary screening, assessment, and
ranki ng of candi dates who have nmet the Basic Requirements. Essential Qualifi-
cations include the follow ng Sel ection Factors:

- Know edge;
- Abilities; and

- Personal Suitability.

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. These
qualifications are rated as part of the assessnent and ranking of individuals who have met
all the essential qualifications for a position.

Two of the conponents, Basic Requirements and Essential Qualifications, consist of eight
Sel ection Factors which provide the structure for organizing individual qualifications. The
Sel ection Factors are defined as foll ows:

BASI C REQUI REMENTS

Education - (a) Refers to a background in academ c, vocational or technical studies
and training which is recogni zed through the actual or immnent conferring of a degree, diplong,
certificate or other official document by an approved educational institution or agency.

(b) An alternative, when specified, may be acceptabl e performance on tests
prescribed by the Public Service Comn ssion.

Occupational Certification - Refers to the possession of or eligibility for
occupational credentials in the formof a license, certificate, registration, letter,
papers or other docunents which constitute official recognition of occupational
conpet ence.
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Achi evenent, Skills or Aptitudes - Refers to achievenent, skills or aptitudes which
are basic to performance of the duties and responsibilities of a position.

Language Requirenent - Refers to the need for a know edge of either the English
| anguage, or the French | anguage, or both in relation to 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 a position. It neans the acquisition or

exerci se of know edge or abilities in vocational or a vocational circunstances,

i ncluding voluntary work; and it is conditioned by the achi everrent realized during its
acqui sition and by the environnent in which it is gained.

NOTE: Pre-enpl oynment medical exami nation requirenents are to be in accordance wth
Appendi x 13 of the Staffing Manual, and are not to be included i n the Statement of
Qualifications.

ESSENTI AL QUALI FI CATI ONS

Know edge - Refers to information concerning facts, theories, systens, practices,
regul ati ons and ot her subject-nmatter relevant to the performance of the duties and
responsibilities of a position.

Abilities - Refers to conpetence in the use of tools, materials, and equi pment, or the
application of methods, systens, techniques, practices, policies, regulations and ot her
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 performance of the duties and responsibilities of
a position.

DESI RABLE QUALI FI CATI ONS

The third conponent, Desirable Qualifications, provides for the inclusion of non-essenti al
qual ifications. Desirables should be used sparingly, if at all. Wen they are used,
they are expressed as individual qualifications independent of Selection Factor headi ngs as
shown in the exanples of Statenents of Qualificati ons contained in this Standard. Any
qual ifications may be used as desirabl es except official |anguage qualifications, which
are treated as Basic Requirerments only.
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QUALI FI CATI ONS - OFFI CE EQUI PMENT GROUP
Qualifications applicable to positions in the Ofice Equi pmrent G oup are as

fol |l ows:

BASI C REQUI REMENTS

Educati on
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 Education considered necessary.

The m ni mum educational qualification for the O fice Equiprment Goup is:

- Conpletion of grade ten or achievenent of a satisfactory score on
PSC Exami nation 1.

the "conpletion of grade ten" qualification is normally to be
i nformati on provided on applications or in

evidence, if required, my be found in
report card

NOTE: Possessi on of
determ ned on the basis of
personal inventories. Further
docunents such as a school |eaving certificate or an official schoo

Language Requirenent

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

Fromthe qualifications listed bel ow, deternm ne which one is applicable to the position to

be staffed.

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

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

for this

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

posi tion.

Achi evement, Skills or Aptitudes

This Factor is applicable to all positions in this G oup.
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Based on the duties and responsibilities of the position, include in the Statenent
of Qualifications a description of the Achievenent, Skills or Aptitudes considered

necessary.

OPERATCRS:

For positions requiring experienced office equi pnent operators, there is a basic
equi prent operation skill requirement. Followi ng are exanples of experienced

operator qualifications:

eg. "Skill in operating manual and electronic nulti-step cal cul ating
machi nes. "
eg. "Skill in operating a precision mcrofilmcanmera and sem -

automatic film processor.”

NOTE: Possession of such qualifications is normally determ ned on the basis of
appropriate tests on relevant office equi pnent.

TRAI NEES:

For positions used for trainees, there is no basic equi pnent operation skill requiremnent.
Trai nees require the capacity to devel op operating skill during on-job training.
Fol |l owi ng are exanpl es of trainee qualifications:

eg. "Capacity to learn to operate a cal cul ati ng nmachi ne."

eg. "Capacity to learn to operate a mcrofilmmunted and a rotary
canmera."

NOTE: Possession of such trainee qualifications nay be deternm ned on the basis of
appropriate tests including the PSC Typing Test at a speed of at |least 25 wpmwith
not more than a 3 per cent error rate.

Experi ence

This Factor is normally restricted to positions in this Goup in which supervisory experience is
a requirerent for satisfactory performance of the duties and responsibilities concerned; not al
posi tions involving supervisory duties will require it. For those positions where there
is a requirement for experience in the operation of office equiprment, it is to be expressed
as a skill requirement. under Achi evenent, Skills or Aptitudes.

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
exanpl e description of an Experience qualification

"Experience - Experience in the supervision of a mcrofilmunit."”
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ESSENTI AL QUALI FI CATI ONS

Know edge

This Factor is applicable to nbst positions in this Goup. It may not be applicable in

staffing positions for trainees.

Based on the duties and responsibilities of the position, include in the Statenent
of Qualifications a description of the Know edge considered necessary. Following is

an exanple of a Know edge qualification:

"Knowl edge - Know edge of types of sensitized copy paper."

Abilities

This Factor is applicable to nmost positions in this Goup. It may not be
applicable in staffing positions for trainees.

Based on the duties and responsibilities of the position, include in the Statenent
of Qualifications a description of the Abilities considered necessary. Following is

an exanple of an Abilities qualification:

"Abilities - Ability to conpile statistics fromsurveys and a variety

of schedules." Personal Suitability

This Factor is applicable to all positions in this QG oup.

Based on the duties and responsibilities of the position, include in the Statement of
Qual ifications a description of the Personal Suitability considered necessary.
Followi ng is an exanpl e description of a Personal Suitability qualification:

"Personal Suitability - Al ertness, perseverance and thoroughness."

DESI RABLE QUALI FI CATI ONS
Based on the duties and responsibilities of the position, include in the State

nment of Qualifications a description of those qualifications considered desirable, if any.
Followi ng is an exanple description of a Desirable Qualification:

"Experience in devel opi ng operating prograns.”
NOTE: Any qualification other than official |anguage requirenents, could be used

as a Desirable Qualification. However, it is enphasized that Desirable
Qualifications should be used sparingly, if at all.
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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 fol |l ows:

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

2. Review the Selection Plan carefully.

3. Exam ne the exanples of Statenents of Qualifications presented in
Part 3 of this Standard in order to becorre faniliar 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 and Sel ecti on Factor headi ngs.

NOTE: The exanpl es of Statements 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 the bench mark
positions or positions of a simlar nature.

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

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

(b) their assess ability for selection purposes; and (c) their value in

differentiati ng between candi dat es.
In arranging qualifications within each Selection Factor, they should be laid out in a
style and in patterns that:

(a) combine closely-related qualifications;

(b) obvi ate unnecessary duplication and verbi age;

(c) enphasize salient features; and

(d) facilitate assessnent and sel ection.

The conpl eted Statenent of Qualifications specifies the qualifications for
staffing the position, and the contents nay be used as a basis for:
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(a) advertising notices;
(b) initial screening of applicants;

(c) developing a selection rating guide; and

(d) secondary screening, assessing, and ranking of candi dates. RATI NG

GUI DE

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

Following is anillustration of a format for a selection rating guide using qualifications
contained in the Exanple of a Statement of Qualifications for BMWPD No. 9. Basic

Requi renents are not included in the rating guide since,

as mnimumcriteria, they will have been taken into account during the initial screening to
det erm ne which applicants were qualified for further consideration. The secondary screening,
assessnent, and ranking of the remaining candi dates is acconplished through rating themon the
Essential Qualifications, and the Desirable Qualifications, if any, that are specified in the
Statement of Qualifications for the position being staffed.

Suggest ed For nat
ALLOTTELCPASS MAXI MUM

A. ESSENTI AL QUALI FI CATI ONS RATI NG RATING RATI NG

Know edge Fact or

Know edge of

1. Departnental source docunents,
schedul es and conpil ati on sheets.

Total Know edge Factor Rating

Abilities Factor
Ability to:

1. Conduct parallel testing
to crosscheck program effectiveness.
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ALLOTTED PASS
RATI NG  RATI NG

2. Interpret mathematica
formul ae and to identify anomalies
or inconsistencies in the data.

Total Abilities Factor Rating

Personal Suitability Factor

1. Alertness, persistence and
t hor oughness.

2. Tact in discussing inconsistencies
and unaccept abl e or questionable
data with subject matter officers.

Total Personal Suitability Factor Rating

Total Essential Qualifications Rating

B. DESI RABLE QUALI FI CATI ONS
Experi ence in:

1. Devel opi ng operating prograns. N A

Total Desirable Qualifications Rating
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MAXI MUM
RATI NG



O fice Equi pnent

Rating for:
Essential Qualifications

Desirable Qualifications

COMVBI NED RATI NG

COMMENTS
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RATI NG | NSTRUCTI ONS - ESSENTI AL AND DESI RABLE QUALI FI CATI ONS

The relative inmportance of Selection Factors and Qualifications related to the

duties and responsibilities of the position being staffed is determ ned by those

admi ni stering the selection process. The wei ghtings which may be applied to Selection
Factors and Qualifications in the case of a nunerical rating plan, and the differences in
enphasi s which nay be assigned to Sel ection Factors and Qualifications when a narrative
rating plan is used nust be applied consistently throughout the assessnment process.

I n assessing Essential Qualifications candi dates nust achi eve an overal |l pass

rating on the aggregate of Qualifications contained within each Selection Factor. Were a
nunerical rating plan is used candi dates nust achi eve a pass mark. of at | east sixty per cent on
each applicable Selection Factor. In the case of a narrative rating plan candi dates nust
neet at |east the mnimumdegree of Qualificati ons required for each applicable Selection
Factor. Candi dates who fail to gain an overall pass rating on each applicable Sel ecti on Factor
are elimnated fromfurther consideration.

(Once candi dates have nmet the requirenments for Essential Qualifications, any

credit given for Desirable Qualifications specified in the Statement of Qualifications is to
be added to the ratings for Essential Qualifications to reach a conposite assessment. As
credit given for Desirable Qualifications has an effect on the ranking of individuals,
Desirable Qualifications must be assessed, therefore, with the same care and consistency as that
given to Essential Qualifications. The total maxi mum marks all owed for Desirable

Qual ifications nust not exceed ten per cent of the total nmaxi nrummnarks allowed for Essenti al
Qualifications. This percentage may al so serve as a guide in establishing the degree of
enphasi s that nay be given to Desirable Qualifications when a narrative rating plan is used.
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PART 3

BENCH- MARK POSI TI ON DESCRI PTI ONS

AND

STATEMENTS OF QUALI FI CATI ONS

| NTRODUCTI ON

Bench- Mark Position Descriptions describe actual positions allocated to the Cifice
Equi pnent G oup, but because they serve to confirmeval uations of positions and to
ensure consistency in the application of the Classification Standards their

val ue for that purpose continues even when the descri bed positions undergo
changes.

The contents of Bench-Mark Position Descriptions incorporate the "D stinguishing Features"
by which classification | evel s are assigned within the five sub-groups as well as the
information used as a basis for the devel opnent of Statenents of Qualifications for the
sel ection of people to fill those positions.

Exanpl es of Statenments of Qualifications are intended to illustrate the sel ection
factors and qualifications provided for in the selection plan, which are rel evant
to staffing Bench-Mark Positions. When a Bench-Mark Position is to be
staffed, the exanple of a Statement of Qualifications provided for that Bench- Mark
Position may be used as shown, or nodified to reflect current requirements. For
other positions, a suitable Statenment of Qualifications nust be prepared.
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Sub- gr oup

Bookkeepi ng- equi prent

Qper at or

Cal cul ati ng- equi prent

Qper at or

Dupl i cati ng- equi pnent

Qper at or

Mai |'i ng- Servi ce-
Equi pnent Qper at or

July,

1973

O fice Equi prent

BENCH MARK PGCSI TI ON DESCRI PTI ON | NDEX

Bench- mar k

Descriptive Title Posi tion No. Level Page
Fi nanci al Encunbr ance

Post i ng- machi ne Qper at or 1 1 a7
Payr ol | - machi ne Qper at or 2 1 39
Bookkeepi ng- machi ne

Qoerator, Warehouse 3 2 43
Post i ng- machi ne Q(per at or 4 2 45
Cal cul ati ng- machi ne

Qperator, Audit Unit 5 1 49
Cal cul ati ng- machi ne

Operator, Statistical Unit 6 1 53
Cal cul ati ng nachi ne

Qperator, Conputations 7 2 55
Cal cul ati ng- machi ne

Qperator, Statistical Unit 8 2 57
Pr ogrammabl e Cal cul ati ng

Machi ne Oper at or 9 3 59
Xer ox Qperat or 10 1 65
Bl uepri nti ng- nachi ne

Qper at or 11 2 67
Wi t epri nt - machi ne Qper at or 12 2 71
Mul tilith Operator 13 3 75
Phot ost at Qper at or 14 3 77
Cont i nuous Form Preparation

Qper at or 15 1 81
@& aphot ype and
Addr essogr aph 16 1 83
Heat Transfer and Label

Process Qper at or 17 1 87
Material |nserting Machine

Tender 18 1 89
Cont i nuous Form Preparation

Set-Up Qperator 19 2 91
Mul ti Purpose Heat

Transfer,

Label i ng and Addressi ng 20 2 95
Material |nserting Machine

Set-Up Qperator 21 2 97
A at e- Enbossi ng and

Addr essi ng- Equi pnent

Qper at or 22 2 101
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Sub- gr oup

M crophot ogr aphy-
Equi prent  Oper at or

July, 1973

BENCH MARK PGSl TI OGN DESCR PTI ON | NDEX(cont ' d)

Descriptive Title

M crofil m Mounter and

Rot ary

Canera QOper at or

Li ght Sensitive Dye

M crofiche Copy Operator
Fl at Bed Canera Operat or
Li ght Sensitive Dye

M crofil m Copy Operat or
Vesi cul ar M crofil m Copy
Oper at or

Precision Mcrofilm Canera
Oper at or

Silver Halide Film Copier
Silver Halide Mcrofilm
Processor

Supervisor, Silver Halide
Fi | m Processi ng

M crofil m Enl arger
SuperVisor M crofilm Unit

- 33-

Bench- mar k
Position No.

23

24
25

26

27

28
29

30

31
32
33

Level

N

Page

107

113
115

117
119

121
125

129
133

135
137



O fice Equi pment

STATEMENT OF QUALI FI CATI ONS | NDEX
I N NUMERI CAL ORDER

BMPD Descriptive Title S of Q No. Page
Fi nanci al Encunrance Posti ng
Machi ne Qper at or 1 38
Payrol | - Machi ne Oper at or 2 40
Skill ed Operator
Tr ai nee 2 42

Bookkeepi ng- Machi ne Oper at or,
War ehouse Ledgers 3 44

Post i ng- Machi ne Qper at or 4 46

Cal cul ati ng- Machi ne Oper ator,

Audit Unit 5 50
Skill ed Operator
Tr ai nee 5 52

Cal cul ati ng- Machi ne Operator,
Statistical Unit 6 54

Cal cul ati ng- Machi ne Operator,
Conput ati ons Uni t 7 56

Cal cul ati ng- Machi ne Operator,

Statistical Unit 38 58
Pr ogr anmabl e Cal cul ati ng- Machi ne Oper at or 9 62
Xer ox Oper at or 10 66
Bl uepri nting Machi ne Qperator 11 70
VWi t epri nt - Machi ne Oper at or 12 74
Mul tilith Operator 13 76
Phot ost at Qper at or 14 78
Cont i nuous Form Preparation Operator 15 82
G aphot ype and Addr essograph Operat or 16 84

Skill ed Operator

Tr ai nee 16 86
Heat Transfer and Label Process Operator 17 88
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BWPD Descriptive Title

Mat eri al Inserting Machi ne Tender

Cont i nuous Form Preparation
Set - Up Operator

Mul ti Purpose Heat Transfer, Labeling
and Addressing Machine Set-Up Operat or

Mat erial Inserting Machine
Set-Up Operator

Pl at e- Enbossi ng and Addressing
Equi pment Oper at or

M crofilm Mounter and Rotary Canera

Oper at or
Skill ed Operator
Tr ai nee

Li ght Sensitive Dye Mcrofiche
Copy Oper at or

Fl at Bed Canera Operat or

Li ght Sensitive Dye Mcrofilm
Copy Operator

Vesi cul ar M crofil m Copy
Oper at or
Preci sion Mcrofilm Canera

Oper at or

Silver Halide Film Copier

Silver Halide McrofilmProcessor
Supervisor, Silver Halide Film
Processi ng

M crofil m Enl arger Operator

Supervisor McrofilmUnit
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18

19

20

21

22

23

23

24

25

26

27

28

29

30

31

32

33

Page

90

94

96

100

104

110

112

114

116

118

120

124

128

132

134
136

140
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SUB- GROUP:  BOOKKEEPI NG EQUI PMENT OPERATOR

Bench- Mark Position Description Level Page
Fi nanci al Encunbrance Posti ng- machi ne Cper at or 1 37
Payr ol | - machi ne erat or
y > 1 39
Bookkeepi ng- machi ne (perator, \arehouse Ledgers 2 43
Post i ng- machi ne erator
g Op 2 45
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Sub- group: Bookkeepi ng- Equi prrent Oper at or
B.MP.D. No. 1

BENCH- MARK PQOSI TI ON DESCRI PTI ON

Sub- group: BOOKKEEPI NG- EQUI PMENT OPERATOR Level: 1

Descriptive Title: FINANCI AL ENCUVBRANCE Bench-mark Position Number:

POSTI NG MACHI NE OPERATOR
Sunmary

Under the supervision of the nachi ne-room supervi sor, operates a bookkeepi ng machi ne
equi pped with an al pha-nunerical keyboard.

Duties % of

Posts on financial encunbrance | edger cards by neans of a

Ti me

bookkeepi ng machi ne various coded expenditure docunents or 60

machi ne |istings, and proves debit and credit postings.
Enters on | edger cards infornation obtained from docunents

received fromthe Departnent of Supply and Services, such 25

as contract serial nunber, firmnanes, and anounts
committed.

Types | edger cards, stanps posted docunents, enters

operator nunber to indicate posting action and availability 10

of funds, posts amendnents to financial encunbrance
| edger cards.

Brings to attention of the clerk responsible for obtaining
additional funds any | edger cards indicating over

expendi ture of funds, so that corrective action nay be

t aken.

Di sti ngui shing Features

The work requires the operation of a bookkeepi ng machi ne equi pped with
an al pha-nurerical keyboard to post debits, credits and anendnents on
fi nanci al encunbrance | edger cards from coded expenditure documents
or machine listings. The work al so requires the entering of
such additional information as contract serial numbers and
firm names. Subject matter know edge is required to recognize

i nconsi stencies and to report over expenditures.
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S of QNo. 1

EXAMPLE OF A

STATEMENT OF QUALI FI CATI ONS
FOR

B.M P.D. No. 1: FINANCI AL ENCUMBRANCE POSTI NG- MACHI NE OPERATOR ( BEC-1)

BASI C REQUI REMENTS

Educati on

Conpl etion of grade ten or achievenent of a
sati sfactory score on PSC Exam nation 1.
Language Requirenent - A know edge of the English |anguage is
essential for this position.

Achi evement, Skills
or Aptitudes - Skill in operating a bookkeepi ng machi ne
equi pped wi th an al pha-nunerical key-board.

ESSENTI AL QUALI FI CATI ONS

Abilities - Ability to post debits, credits and
anmendnents to | edger cards.
- Ability to extract specific information

from coded docunents and enter
cards.

on | edger

Ability to recogni ze and report errors.

Personal Suitability -

Al ertness, persistence and dependability.
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Sub- group: Bookkeepi ng- Equi prent Oper at or
B.MP.D. No. 2

BENCH- MARK PGSI TI ON DESCRI PTI ON

Level: 1
Sub- group: BOOKKEEPI NG EQUI PMENT OPERATOR &

Descriptive Title: PAYROLL- MACH NE OPERATOR Bench-mark Position Number: 2

Summary

Under the supervision of the machi ne room supervi sor, operates a payroll machine to process
pay-lists; prepares netal plates for enployees on payroll, using an addressograph nachi ne, and
keeps pl ates updated; prepares nomnal rolls of superannuation and retirenment fund
contributors; prepares time summaries, work cards, earnings cards and unenpl oynent insurance
cards.

Duties % of Time

(perates a payroll machine to process payrol |l summari es,
cal cul ates earning and deductions, and prints cheques for 60
each enpl oyee

Enbosses netal plates by nmeans of an electrical graphotype

nmachi ne for use in an addressi ng machi ne, indicating

enpl oyee' s superannuati on nunber, pay-list nunber, nare, 20
tax code, salary, social insurance nunber, and classification and

accounti ng codi ng; keeps pl ates updat ed.

Prints tinme summary for prevailing rates enpl oyees for

each payrol |, using an addressograph rmachi ne, and forwards 15
time summaries to the unit for insertion of the nunber of

regul ar hours and overtime hours worked.

Prints annually a noninal roll of all superannuation and
retirenent fund contributors; prepares work cards, earnings 5
cards and unenpl oynent insurance cards.

Di sti ngui shing Features

The work requires the operation of a bookkeepi ng machine to cal cul ate
earni ngs and deductions such as incone tax, unenpl oynent insurance and
union dues, and to record net earnings on cheques, cheque stubs and
payrol |l sheets. Secondary functions include the operation of
graphotype and addressograph nmachi nes to emboss netal plates and
to print time sunmaries, nom nal rolls and other forns.
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S of QNo. 2
EXAMPLE OF A

STATEMENT OF QUALI FI CATI ONS
FOR

B.MP.D. No. 2: PAYROLL- MACHI NE OPERATOR (BEO-1)

BASI C REQUI REMENTS

Educati on - Conpl etion of grade ten or achievenent of a
sati sfactory score on PSC Exani nation 1.

Language Requi rement - A knowl edge of the French | anguage is
essential for this position.

Achi evenent, Skills - Skill in operating payroll, graphotype
or Aptitudes and addr essograph machi nes.

ESSENTI AL QUALI FI CATI ONS

Abilities - Ability to cal cul ate earnings and
deductions, print cheques and
process pay |ists.

- Ability to prepare and up-date neta
pl at es.

- Ability to prepare work cards, earnings
cards and unenpl oynment insurance cards.

Personal Suitability - Alertness, persistence and dependability.

NOTE: The above exanple requires a skilled operator; see next page for trainee
requi renments
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of Q No. 2(T)

EXAMPLE OF A STATEMENT OF QUALI FI CATI ONS

FOR

B.M.P.1). No.2: PAYROLL-MACHINE OPERATOR (BGO-1)
(For Sel ection of Trainees)

BASI C REQUI REMENTS

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

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

Achi evenent, Skills - Capacity to learn to operate payroll,
or Aptitudes graphot ype and addressograph machi nes.

ESSENTI AL QUALI FI CATI ONS

Abilities - Ability to make sinple arithmetic
cal cul ati ons.

Personal Suitability

Al ertness, persistence and dependability.
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Sub- group: Bookkeepi ng- Equi pnent Oper at or
B.MP.D. No. 3

BENCH- MVARK POSI TI ON DESCRI PTI ON

Sub- group: BOOKKEEPI NG- EQUI PMENT OPERATOR Level : 2

Descriptive Title: BOOKKEEPI NG MACHI NE Bench-mark Position Nunber: 3
OPERATOR, WAREHOUSE LEDGERS

Summary

Under the general supervision of an accountant, operates a bookkeeping machine to
record on |edger cards information obtained from custons docunents covering goods
stored and wi thdrawn from bonded war ehouse.

Duti es % of Tinme

(per at es a bookkeepi ng machi ne to post to | edger cards, for

goods pl aced in storage in a bonded warehouse,, infornation 10
such as descriptive identification, owner's nane, nunber

of pieces involved, quantity, weight, country of origin

and custons information, to assist in identification of

goods.

Posts entries covering the renoval of goods from storage 15
when duty and taxes are paid or when goods are transferred,
exported or for ships' stores.

Posts adjusting entries to record changes in tariff status, 10
val ues or contents of packages to ensure proper custons
eval uati on.

Checks custons entries to ensure that all postings have 10
been recorded and to flag goods in storage approachi ng the

end of the statutory period of tinme allowed for retention

in the warehouse, and

Instructs other enployees on machi ne operations, and assigns 5
and checks worKk.

Di sti ngui shi ng Features

The work requires the operation of a bookkeepi ng machi ne

to post infornation, selected fromvarious entry docunents such as
ships' nmanifests, weigh bills, copies of invoices, departnental
directives and other source docunents, to warehouse | edger cards
to facilitate the identification of goods entering bonded
storage; to record renoval or transfer of goods; and record changes
intariff status, nerchandi se val ues or contents of packages. The
posting of pertinent data requires a general know edge of custons
requirements, procedures and regul ati ons and of the functions of
ot her groups in the division. Judgnent is required to determ ne
what information is significant to post.
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S of QNo. 3

EXAMPLE OF A

STATEMENT OF QUALI FI CATI ONS
FOR

B.MP.D. No. 3: BOOKKEEPI NG MACHI NE OPERATOR WAREHOUSE LEDGERS (BEO- 2)

BASI C REQUI REMENTS

Educati on - Conpletion of grade ten or achi evenment of a
sati sfactory score on PSC Exami nation 1.

Language Requi rement - A Know edge of both the English |anguage and
the French | anguage is essential for this
posi ti on.

Achi evenent, Skills - Skill in operating a bookkeepi ng nmachi ne.

or Aptitudes

ESSENTI AL QUALI FI CATI ONS

Know edge - Know edge of basic bookkeeping principles
and rel evant met hods and procedures.

Know edge of custons requirenents,
procedures and regul ati ons.

Know edge of specialized termn nol ogy
comon to bookkeepi ng.

Know edge of the functions of other groups
in the division.

Abilities - Ability to interpret a variety of codes and
to utilize themin accordance with precise
met hods and procedures.

- Ability to read and post financial data
accurately.

Personal Suitability - Alertness, thoroughness and dependability.

- Capabl e of working under pressure of
deadl i nes.
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Sub- group: Bookkeepi ng- Equi prrent Oper at or
B.MP.D. No. 4
BENCH- MARK PCSI TI ON DESCRI PTI ON
Sub- gr oup: BOOKKEEPI NG- EQUI PMENT OPERATOR Level : 2
Descriptive Title: POSTI NG MACH NE OPERATOR Bench-mark Position Number: 4
Sunmmary

Under the general supervision of the accountant, operates an al phabetical and nurreri cal

posti ng nachi ne; posts issues and receipts; produces transaction punch cards for line itens

posted; types headi ngs on | edger cards; sorts docunents, and records daily the total

i tens post ed.

Duti es

perat es a posting nachi ne capabl e of performing arithnetical
cal cul ations invol ving nineteen vertical registers and two
cross registers; produces transaction punch cards for line
itens posted; posts issues and receipts fromdocunments and
reproduces the informati on on punch cards for use of the

mast er m ssion depots.

Scrutinizes daily transaction records for errors in posting,
such as issues posted as receipts; verifies bal ance col unns,
checks transaction cards for omssions of infornation, such
as date, operator's nunber, journal sheet nunber; and
initiates forns required to adjust errors.

Types headi ngs on | edger cards with the applicable informati on, such as
part nunber, nomencl ature, bal ances, provisioning |evels and m ssion
of item

Sorts and counts docunents on conpl eti on of machi ne posting

and records the total nunmber of transactions posted; renoves
cards for which repl eni shnent action and typing is required,

and inserts "out" cards for cards renoved.

Checks visual ly | edger cards agai nst docunents to verify

m scel | aneous postings, such as recording or canceling

dues in or dues out, and occasionally instructs other
enpl oyees on machi ne operations and assi gns and checks work_

Di sti ngui shi ng Features

July,

The work requires the operation of a bookkeepi ng machi ne with

a large nunber of vertical and cross registers to post issues and receipts
to | edger cards and simul taneously produce punch cards for use by
ot her depots. The scrutinizing of transaction records for posting
errors and mssing data, the verifying of trial bal ances, and the typing of
headi ngs on | edger cards show ng part nunbers, nomencl ature, bal ances,
provisioning | evel s or other information is also required.
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S of Q No. 4
EXAMPLE OF A

STATEMENT OF QUALI FI CATI ONS
FOR

B.M P.D. No. 4: POSTI NG MACHI NE OPERATCR (BEO-2)

BASI C REQUI REMENTS

Educati on - Conpletion of grade ten or achi evenment of
a satisfactory score on PSC Examination 1.

Language Requi rement

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

Achi evenent, Skills

Skill in operating a posting nmachine.
or Aptitudes

ESSENTI AL QUALI FI CATI ONS

Know edge

Know edge of basic bookkeeping principles
and rel evant nethods and procedures.

- Know edge of specialized tern nol ogy
conmon to bookkeepi ng.

Abilities - Ability to do arithmetical calcul ations
i nvolving vertical and cross registers.

- Ability to interpret a variety of codes
and to utilize themin accordance with
preci se net hods and procedures.

- Ability to sort, count and record postings.

- Ability to verify and balance daily trans
action records.

Personal Suitability - Alertness, thoroughness and dependability.

- Capabl e of working under pressure of
deadl i nes.
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SUB- GROUP:  CALCULATI NG EQUI PMENT OPERATOR

Bench- mark Position Description

Cal cul ati ng-machi ne Operator, Audit Unit

Cal cul ati ng- machi ne Qperator, Statistical Unit
Cal cul ati ng- machi ne Operator, Conputations Unit

Cal cul ati ng-machi ne Qperator, Statistical Unit

Programmabl e Cal cul ati ng- machi ne Oper at or
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Sub- group: Cal cul ati ng- Equi prent Oper at or
B.MP.D. No. 5

BENCH- MARK POSI TI ON DESCRI PTI ON

Sub- group: CALCULATI NG EQUI PMENT OPERATOR Level: 1

Descriptive Title: CALCULATI NG MACHI NE Bench-mark Position Number: 5
OPERATOR, AUDIT UNI T

Sunmmary

operates a cal cul ati ng machi ne and conput es

Under the supervision of the audit unit supervisor
staterments and

or verifies the arithnetical accuracy of various vouchers, forms, reports,
summaries; notes errors found and returns docunents for correction.

Duti es % of Tinme

(perates a cal culating nmachine to deternine the sum of
redeened or cashed itens, such as cheques, warrants, noney 90
orders, and supporting statenents submtted, to verify

their accuracy.

Conputes or verifies the arithnetical accuracy of vouchers,
forms, reports, statements and summuaries, and
Notes errors found and returns docurents for correction

Di sti ngui shi ng Feat ures

The work requires the operation of an el ectronic cal cul ati ng machi ne
to performsinple arithmetical conputations in accordance with
specific instructions. Know edge is required of office nethods

and procedures.
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S of QNo. 5

EXAMPLE OF A

STATEMENT OF QUALI FI CATI ONS
FOR B.M P.D. No. 5: CALCULATI NG MACHI NE OPERATOR, AUDIT UNIT (CEC-1)

BASI C REQUI REMENTS

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

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

Achi evenment, Skills - Skill in operating an electronic
or Aptitudes cal cul ati ng machi ne.

ESSENTI AL QUALI FI CATI ONS

Abilities - Ability to performsinple arithnetical
conmputations in accordance with specific
i nstructions.

- Ability to verify source docunents and
detect errors.

Personal Suitability - Alertness, persistence and dependability.

NOTE: The above exanple requires a skilled operator; see next page for
trai nee requirenents.
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O fice Equi pnent
Sof QNo. 5 (T)

EXAMPLE OF A

STATEMENT OF QUALI FI CATI ONS FOR

B.M P.D. No. 5: CALCULATI NG MACHI NE OPERATOR, AUDIT UNIT (CEQ- 1)
(For Sel ection of Trainees)

BASI C REQUI REMENTS

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

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

Achi evenent, Skills

or Aptitudes - Capacity to learn to operate an el ectronic
cal cul ati ng machi ne.

ESSENTI AL QUALI FI CATI ONS

Abilities - Ability to make sinple arithnetica
comput at i ons.
Personal Suitability - Alertness, persistence and dependability.

July, 1973 - 52 -



O fice Equi prent
Sub- group: Cal cul ati ng- Equi pnent Oper at or
B.MP.D. No. 6

BENCH- MARK PGSI TI ON DESCRI PTI ON

Sub- group: CALCULATI NG EQUI PMENT OPERATOR Level : 1

Descriptive Title: CALCULATI NG MACHI NE Bench-mark Position Number: 6
OPERATOR, STATI STICAL UNI T

Summar y

Under the supervision of the calculating unit supervisor, operates a cal cul ati ng nachi ne to nake
or verify additions on material submtted, including maki ng cross-total verifications; enters
figures froma variety of schedules to sumaries and checks arithnmetical accuracy of
summari es.

0 .
Duti es % of Time

perates a cal cul ati ng nachi ne to nake or verify additions,
including cross-total verifications, to check accuracy of 65
material submtted on questionnaires and sunmari es,

Enters figures froma variety of schedules to summaries and 20
checks arithmetical accuracy of sumaries, and
Perfornms a variety of calculations such as, multiplication, 15

di vi si on, percentages and rates.

Di sti ngui shi ng Features

The work requires the operation of cal cul ati ng machi nes in the perfornmance

of sinple arithmetical conputations according to specific instructions.

Know edge is. required of office nethods and procedures and of the
docunents processed.
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O fice Equi pnent
S of QNo. 6

EXAMPLE OF A

STATEMENT OF QUALI FI CATI ONS
FOR

B.MP.D. No. 6: CALCULATI NG MACHI NE OPERATOR, STATISTICAL UNIT (CEOC-1)

BASI C REQUI REMENTS

Educati on - Conpletion of grade ten or achievenent of
a satisfactory score on PSC Exanination 1.

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

Achi evenent, Skills - Skill in operating a cal culating machi ne.
or Aptitudes

ESSENTI AL QUALI FI CATI ONS

Abilities

Ability to make arithnetical conputations
such as multiplication, division, percentages and
rates.

Ability to conpile and enter data froma
variety of schedules to summari es.

- Ability to verify arithmetical accuracy
of summari es.

Personal Suitability - Alertness, persistence and dependability.
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Of fice Equi prent
Sub- group: Cal cul ati ng- Equi pnent Oper at or
B.MP.D. No. 7

BENCH- MARK PCSI T1 ON DESCRI PTI ON

Sub- group: CALCULATI NG EQUI PMENT OPERATOR Level : 2

Descriptive Title: CALCULATI NG MACHI NE Bench-mark Position Nunber: 7
OPERATOR, COMPUTATI ONS UNI T

Sunmar y

Under the general supervision of the conputations unit supervisor, operates cal cul ating machi nes
to conpute annuities, refunds, service credits, accumil ated deducti ons, unexpended bal ances,

and interest or refunds on annuities.
% of Tine

Duti es

Qperates a cal cul ati ng machine to conpute annuities, refunds,

service credits, accunul ated deducti ons, unexpended bal ances, 90
and interest or refunds on annuities by maki ng nul tipl e-step

cal cul ations, using short-cut nmethods and techni ques such as

reci procal s, in accordance with prescribed nethods.

Instructs other operators on nmachi ne operations and assi gns 10
and checks work.

Di sti ngui shi ng Features

The work requires the operation of an el ectronic cal culating machi ne. A
good know edge of arithnmetic and of the subject matter, regul ations
and rules is required so that questionable itens can be flagged as an aid to
auditors. The. work also requires the application of conmplex nultiple-
step cal culations, performed in accordance with detailed regul ati ons
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O fice Equi pnent
S of QNo. 7

EXAMPLE OF A

STATEMENT OF QUALI FI CATI ONS

FOR

B.MP.D. No. 7: CALCULATI NG MACHI NE OPERATOR, COVPUTATIONS UNIT (CEO-2)

BASI C REQUI REMENTS

Education_

Language Requi rement

Achi evenent, Skills
or Aptitudes

ESSENTI AL QUALI FI CATI ONS

Knowl edge

Abilities

Personal Suitability

July, 1973

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

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

- Skill in operating an electronic calcul ating
machi ne.

Know edge of short-cut nethods and techni ques
for multi-step cal cul ations.

Ability to conpute annuities, refunds, service
credits, accumul ated deductions, unexpended
bal ances and i nterest on refunds or annuities.

Ability to detect questionable itens as an
aid to auditors.

Al ertness, thoroughness and dependability.



O fice Equi prent
Sub- group: Cal cul ati ng- Equi pnent Oper at or
B.MP.D. No. 8

BENCH- MARK PCSI TI ON DESCRI PTI ON

Sub- group: CALCULATI NG EQUI PMENT OPERATOR Level : 2

Descriptive Title: CALCULATI NG MACHI NE Bench-mark Position Number: 8
OPERATOR, STATI STICAL UNIT

Sunmary

Under the general supervision of the statistical unit supervisor, operates cal cul ating
nachi nes to conpute averages, ratios and percentages from survey schedul es; enters and
bal ances monthly figures froma variety of schedul es; checks edited schedul es for
accuracy and reasonabl eness of data.

Duti es % of Time

(perates a cal cul ati ng machine to conpile various statistics
fromsurveys received by cal cul ati ng averages, ratios and 60
percent ages, and by addi ng and bal anci ng col ums,

Enters and bal ances figures froma variety of schedul es in

the conpilation of statistical tables for reproducti on and 20
study by statisticians and others.

Checks edited schedul es for accuracy and reasonabl eness of 10
data agai nst previous reports and other survey data, and

Instructs other enpl oyees on machi ne operations and assi gns 10

and checks worKk.

Di sti ngui shing Features

The work requires the operation of electronic calculating nmachines to
conput e averages, ratios and percentages, enter and bal ance figures
and edit schedul es for accuracy. A good know edge is required of
the content of schedules and nmethods to be followed for the
extraction of data. The work consists of conplex mltiple-step
cal culations and requires a good know edge of arithmetic and of subject
matter material. Judgnent is exercised in checking edited

schedul es to ensure accuracy and reasonabl eness of data.
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O fice Equipment S of Q No. 8

EXAMPLE OF A
STATEMENT OF QUALI FI CATI ONS

FOR

B.MP.D. No. 8: CALCULATI NG MACHI NE OPERATOR, STATISTICAL UNIT (CEOC 2)

BASI C REQUI REMENTS

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

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

Achi evenent, Skills

or Aptitudes - Skill in operating a calcul ati ng machi ne.

ESSENTI AL QUALI FI CATI ONS

- Know edge of the methods used for extracting

Know edge data from schedul es.
Abilities - Ability to conpile statistics from surveys
and a variety of schedul es.
- Ability to check edited schedul es for
accuracy and reasonabl eness of data.
Personal Suitability - Alertness, thoroughness and dependability.
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O fice Equi pnent
Sub- group: Cal cul ating- Equi pment Oper at or
B.MP.D. No. 9

BENCH- MARK POSI TI ON DESCRI PTI ON

Sub- group: CALCULATI NG EQUI PMENT OPERATOR Level : 3

Descriptive Title: PROGRAMVABLE CALCULATI NG Bench-mark Position Number: 9
MACHI NE OPERATOR

Sunmary

Under general supervision operates a variety of nulti-step calculating and progranmmabl e

el ectroni c-cal cul ati ng machi nes;. reviews source docurments, conpilation sheets or conputer

tabul ations; determnes operating sequence to performa series of mathenatical operations

devel ops prograns of nmathematical conputations to attain statistical or analytical results.

Duti es % of Tine

Appr ai ses source docunents, survey questionnaires and/ or
secondary or intermediate conpilation work sheets or conputer
tabul ations, as well as output requirenents of the subject
natter area in order to determne the nost efficient operating
sequence
- by discussing inconsistencies and unacceptabl e or
questionabl e data with the appropriate subj ect 40
matter officer, and flagging and/ or correcting the
data or changing the operating sequence based on
agreed guidelines and procedures.

perates a nunber of nulti-step cal culating and programmabl e
el ectroni ¢ machi nes invol ving
- reviewing the formula in the job,
- determ ning which nmachines are to be used,
- determning the | ogical sequence of operations for 40
t hese machi nes, and
- designing an operational programfor these machines.

Conducts parallel testing of the programon anot her
cal cul ati ng machine to crosscheck the effectiveness of this 10
progr am

Carries out calculations, such as percentage ratios, quartiles,

prorating, indexes and regressions identifying unacceptabl e 10
or questionabl e data and recogni zi ng i nconsi stenci es and

anomal i es.

Di sti ngui shing Features

The work requires the operation of a nunber of different types of multi-step
cal cul ati ng machi nes, both manual and el ectronic including
pr ogr anmmabl e machi nes.
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O fice Equi pment

Sub- group: Cal cul ati ng- Equi prrent Oper at or
B.MP.D. No. 9

It also requires a know edge of many types of source docurents, schedul es
and conpil ation sheets and the ability to understand subject

matter output requirenments. The ability to originate and wite
operating sequences, interpret mathematical fornulae and identify anomalies
or inconsistencies in the data is al so necessary.
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O fice Equi pnent
S of QNo. 9
EXAMPLE OF A
STATEMENT OF QUALI FI CATI ONS

FOR

B.M P.D. No. 9: PROGRAMVABLE CALCULATI NG- MACHI NE OPERATOR ( CEC- 3)

BASI C REQUI REMENTS

Educati on Compl etion of grade ten or achi evenent of

a satisfactory score on PSC Exami nation 1.

Language Requirenent

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

Achi evenent, Skills . . . .
o r Aptitudes - Skill in operating manual and el ectronic

nmul ti-step cal cul ati ng nmachi nes.

ESSENTI AL QUALI FI CATI ONS

Know edge - Know edge of departnental source
docunents, schedul es and conpil ation
sheets.

Abilities - Ability to conduct parallel testing to

crosscheck program effectiveness.

- Ability to interpret mathematical formulae
and to identify anomalies or inconsistencies
in the data

Personal Suitability - Alertness, persistence, thoroughness and
dependability.

- Tact in discussing inconsistencies and un
acceptabl e or questionable data with
subj ect matter officers.

DESI RABLE QUALI FI CATI ONS

- Experience in devel opi ng operating prograns.
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SUB- GROUP:  DUPLI CATI NG EQUI PMENT OPERATOR

Bench- mark Position Description

Xer ox QOper at or

Bl ueprinti ng- machi ne Operat or

VWi t epri nt - machi ne Qper at or

Multilith Operator

Phot ost at Oper at or
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O fice Equi prrent

sub-

group: Duplicating-Equi pment Operat or

B.MP.D. No. 10

BENCH- MARK POSI TI ON DESCRI PTI ON

Sub- group: DUPLI CATI NG EQUI PMENT OPERATOR Level
Descriptive Title: XEROX OPERATOR Bench-mark Position Number: 10
Sunmary

Under supervision, operates a Xerox copier to produce copies of reports, letters, charts,
drawi ngs and nmaster diplomts; and maintains related records.

Duti es

% of Tinme
perates a Xerox copier to produce copies of reports, letters
charts, draw ngs and master duplimats
- by separating and positioning blank paper in the
| oadi ng tray, pressing the "on" button, checking
the "rel oad" signal, and centering the origina
copy face down on the glass plate of the machine,
- by setting the paper feed, paper registration and
fuser controls to adjust for different thickness
of paper, 80

- by setting the print selector knob for the nunber of
copies required and pressing the print button to

begi n maki ng copi es,

by adjusting the print lever, if necessary, to
correct the tone quality, and

by renpvi ng copi es and checking that the "rel oad"
Il ight signals readiness for the next original

Mai ntains related records and supplies
- by recording the nunber of requisitions received
quantity of stationery used, and type of docunent 10
phot ocopi ed, and
- by requisitioning stationery and other materials.

Perforns other duties such as renoving and cl eani ng the drum

and washi ng gl ass and rubber of the nachine; collating finished 10
wor k from copyi ng nmachi nes; parcel i ng packages; and operating

a m meogr aph machi ne.

Di sti ngui shing Features

July,

The work requires the operation of a Xerox copier and famliarity with office
met hods and procedures. The operation includes adjusting the machi ne
performng mnor maintenance tasks and mai ntai ning records and suppli es.
The work is perforned in accordance with detailed instructions and
established priorities.
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O fice Equi pment
S of Q No. 10(T)

EXAMPLE OF A STATEMENT OF QUALI FI CATI ONS FOR

B. M P.D. No. 10: XEROX OPERATOR (DEO- 1) (for selection of Trainees)

BASI C REQUI REMENTS

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

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

Achi evenent, Skills
or Aptitudes - Capacity to learn to operate a xerox
copi er.

Essenti el s QUALI FI CATI ONS

Abilities - Ability to maintain records and prepare
stationery requisitions.

Personal Suitability - Persistence and thoroughness.
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O fi ce Equi pnent
Sub- group: Dupli cating- Equi pment Oper at or

B.M P.

Sub- group: DUPLI CATI NG EQUI PMENT OPERATOR

Descri

D. No. 11

BENCH- MARK POSI TI ON DESCRI PTI ON

Level : 2

ptive Title: BLUEPRINTI NG MACHI NE Bench- mar k Position Nunber

OPERATOR

Summary

Under

i n the nachine; groups workload for priorities and econony;

Duti es

July,

11

general supervision, operates a blueprinting machine; m xes solutions for use

(perates a bl ueprinting machi ne to make copies of materia
such as blueprints, Van Dyke prints and sepia prints

- by examning the original naster tracing for degree
of transl ucency,

- by selecting sensitized paper according to
requirement,

- by mxing dye solution in proper proportion and
adding it to the nmachine,

- by cleaning and adjusting heaters, rollers and belt
t ensi on,

- by adjusting controls to regulate light intensity
and exposure tinme according to translucency of the
original and the type of sensitized paper,

- by inserting the master tracing and sensitized paper
into the machine to expose and devel op printed copy,

- by checking the printed copy for color, intensity
and sharpness of line, and

- by trinming the printed copy to the required size
with shears and paper cutter, and w appi ng copies for
delivery.

Sorts naterial to be copied according to priority and
requirement for simlar treatment.

Perfornms related duties such as wapping printed copy for
mai |ing; unloading and storing paper stock; assigning back
logs of trimming and sorting to junior enployees; and

cl eaning nachine rollers with detergent and mld abrasive
mat eri al s.

Supervi ses ot her enpl oyees assisting in machi ne operation.
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and perforns rel ated duties.

% of Tinme

80

10

10



O fice Equi prent
Sub- group: Duplicating-Equi pment Oper at or
B.MP.D. No. 11

Di sti ngui shi ng Features

The work requires the operation of a blueprinting machine and a
know edge of nailing requirenents, paper stock receipt and storage
procedures. The work requires precise adjustnments to

nachine controls to regulate light intensity and exposure time as required
by several types of original copy and sensitized copy paper. Judgnent is
required in grouping work to neet established priorities and work
schedul es.
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O fice Equi pment S
of Q No. 11

EXAMPLE OF A
STATEMENT OF QUALI FI CATI ONS
FOR

B.MP.D. No. 11: BLUEPRI NTI NG MACH NE CPERATOR (DEO 2)

BASI C REQUI REMENTS

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

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

Achi evenent, Skills - Skill in operating a blueprinting machine.
or Aptitudes

ESSENTI AL QUALI FI CATI ONS

Know edge - Know edge of types of sensitized paper.

- Know edge of mailing requirenents, and
paper stock recei pt and storage procedures.

Abilities - Ability to m x dye solutions.

- Ability to determ ne degree of translucency of
original master tracings and to
regulate light intensity and exposure tine.

Personal Suitability - Alertness, perseverance and thoroughness.
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O fice Equi pnent

Sub- group: Duplicating-Equi prent Operator
B.MP.D. No. 12

BENCH- MARK PGOSI TI ON DESCRI PTI ON

Sub- group: DUPLI CATI NG EQUI PVMENT OPERATOR Level : 2

Descriptive Title: WH TEPRI NT- MACHI NE

OPERATCR

Summary

Under genera

pl ans

overhead projection, sepia nylar and linen prints.

Duti es

July,

Operates a Whiteprint machine to nake copies
- by exanmining the original master tracing for degree
of translucency,
- by selecting sensitized material according to
requi rements,
by controlling the fl ow of anhydrous ammoni a gas
entering the nmachine
- by cleaning and adjusting heaters, rollers and bel t
t ensi on,
- by adjusting controls to regulate light intensity
and exposure time according to translucency of the
original and the type of sensitized paper,
- by inserting the master tracing and sensitized paper
into the machine to expose and devel op printed copy,
- by checking the printed copy for color, intensity
and sharpness of line, and
- by trimmng the printed copy to the required size
wi th shears and paper cutter, and w appi ng copies for
delivery

Sorts material to be copied according to priority and
requi rement for simlar treatnent.
Perforns rel ated duties such as wapping printed copy for
nai | i ng; unloadi ng and storing paper stock; assigning backl ogs
of trinming and sorting to junior enployees.
Ensures ammoni a gas does not perneate the general atnosphere
of the working areas

- by adjusting and setting nain gas val ves and feed

val ves correctly,

- by testing with D azo paper for gas |eaks, and

- by closing main gas val ves on shut down of the machine
Supervi ses ot her enpl oyees assisting in machi ne operation
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Bench-mark Position Nunber: 12

supervi sion operates a whiteprint machine to produce copi es of draw ngs,
maps or diagrans as Diazo Wite, Blue or Black, D azo Chrone for overlays or

% of Tine

80

10

10



O fice Equi pment
Sub- group: Duplicating-Equi pment Operat or
B.MP.D. No. 12

Di sti ngui shi ng Features

July,

The work requires operation of a white print machi ne and a know edge of

nai ling requirenents, paper stock recei pt and storage procedures. Care
nmust be exercised in making adjustnents to gas controls and shut-of f
valves and in the regulation of |ight intensities and exposure tinmes as
required for the reproduction of master tracings on a variety of sensitized

paper. Judgrment is required in organizing and scheduling work in accordance
with priorities and to neet deadlines.
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O fice Equi pnent
S of QNo. 12

EXAMPLE OF A

STATEMENT OF QUALI FI CATI ONS
FOR

B.MP.D. No. 12: WH TEPRI NT- VACH NE OPERATOR ( DEC- 2)

BASI C REQUI REMENTS

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

Language Requirenent

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

Achi evenent, Skills
or Aptitudes

Skill in operating a whiteprint nmachine.

ESSENTI AL QUALI FI CATI ONS

Know edge - Know edge of the properties of anhydrous
anmoni a gas and safety precautions.

- Know edge of types of sensitized copy
paper .

- Know edge of mmiling requirenents, paper
stock recei pts and storage procedures.

Abilities - Ability to deternine degree of translucency
of original master tracing and to regul ate
light intensity and exposure tine.

- Ability to check printed copy for
acceptable qualities, and to trimto
required size.

Personal Suitability - Alertness and thoroughness.

- Capabl e of working under pressure of
priorities and deadlines.
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O fice Equi prment

Sub- group: Duplicating- Equi pnment Oper at or
B.MP.D. No. 13

BENCH- MARK POSI TI ON DESCRI PTI ON

Sub- group: DUPLI CATI NG EQUI PMENT OPERATOR Level: 3
Descriptive Title: MJULTILI TH OPERATOR Bench-mark Position Nunber: 13
Sunmmar y

Sets-up and operates an offset-duplicating nmachine to produce nultiple copies of

charts, draw ngs and other documents; makes plastic and paper printing plates
related duties.

Dut i

es

Sets-up and operates an of fset-duplicating machine to produce
mul ti pl e copi es of docunents
- by adjusting feeder and delivery guides according
to di mensi ons of stock,
- by setting controls to adjust-speed and feed of
machi ne, to center printed i npression and to
regul ate ink flow,
- by nounting and locking printing plate in position
around press cylinder,
- by starting machine that automatically reproduces
copy of plate, and
- by exam ning copies and adjusting machine to
correct irregularities.

Makes plastic and paper printing plates

- by measuring the dinensions of the material to be
duplicated and conputing the percentage enl argenent
or reduction necessary,

- by nmounting copy on the copy board and adjusting
the camera and associated controls to neet job
speci fications,

- by operating the canmera shutter and |ight controls
to expose copy to a sensitized plate, and

- by removing the exposed plate when the automatic
conversion to lithographic plate is conpl et ed.

Perforns related duties such as cleaning and | ubricating
nachi nes, naintaini ng stocks of paper, inks and ot her
supplies, and making m nor repairs to equi prment.

Di sti ngui shi ng Features

July,

The work requires the operation of a copy canera to nake |ithographic
pl ates and the operation of an offset-duplicating machine to
produce multiple copies. A know edge of machi ne adjustnents, inks,

ink additives and chem cal solutions used in multi copying operations
is also required
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and perforns

% of Tine

75

20



O fice Equipnent S
of Q No. 13

EXAMPLE OF A

STATEMENT OF QUALI FI CATI ONS

B.M P.D. No.

13:

FOR

MULTI LI TH OPERATOR ( DEC- 3)

BASI C REQUI REMENTS

Educati on

Language Requi renent

Achi evenent, Skills

or Aptitudes

ESSENTI AL QUALI FI CATI ONS

Know edge

Abilities

Personal Suitability

July, 1973

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

A know edge of either the English |anguage
or the French | anguage i s essential for
this position

Skill in operating an off-set duplicating
machi ne and a copy canera

ink additives and
copyi ng.

Know edge of the inks,
chem cal solutions used in nulti

Ability to clean, lubricate, adjust and

repair a duplicating machine.
Al ert ness, perseverance and thoroughness.
76 -



O fice Equi prent
Sub- group: Duplicating- Equi pnent Oper at or
B.MP.D. No. 14

BENCH MARK POSI TI ON DESCRI PTI ON

Sub- group: DUPLI CATI NG EQUI PMENT OPERATOR Level : 3
Descriptive Title: PHOTOSTAT OPERATCR Bench-mark Position Nunmber: 14
Sunmmary

(perates a Phot ostat machine to produce copies of maps, charts, books and other docunents, and
perforns rel ated duties.

Duti es % of Tinme
(perates a Phot ostat nachine to produce copies of naps, charts,

books and ot her docunents
by positioning the original within the guidelines of the inmage

boar d,
by conputing the enlarging or reduci ng necessary to
neet custoner requirenents or as dictated by the 90

size and condition of the original, by adjusting controls to focus
I ens, by placing appropriate filter over lens to make col or separation
when copying col or work, and by estinmating exposure tine and activating
the camera shutter and the processor to carry out the expose/ process cycle.
Perfornms related duties such as: nmixing photo chemicals,
triming and cropping copies using a manual guillotine, 10
carrying out schedul ed nachi ne nai nt enance and naki ng minor repairs.

Di sti ngui shi ng Features

The work requires the setting-up and operation of a Photostat canera to
produce copies at various ratios. A know edge of lens, copy enlarging
and reduci ng, exposure tines, and the m xi ng of photo chemicals is
required.
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O fice Equipnment S

of Q No. 14
EXAMPLE OF A
STATEMENT OF QUALI FI CATI ONS
FOR
B.MP.D. No. 14: PHOTOSTAT OPERATOR (DEO 3)
BASI C REQUI REMENTS
Educati on - Conpletion of grade ten or achi evenent of

a satisfactory score on PSC Exam nation 1.

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

- Skill in operating a Photostat machine

Achi evement, Skills and a Photostat canera.

or Aptitudes

ESSENTI AL QUALI FI CATI ONS

Know edge - Know edge of a canera |lens system copy
enl argi ng and reduci ng, exposure tines,
and the m xi ng of photo chem cals.

Abilities - Ability to choose appropriate filters
and estinmte exposure tines.

- Ability to fault-find and repair Photostat
equi prent .

Personal Suitability - Alertness, perseverance and thoroughness.
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O fice Equi pment

SUB- GROUP:  MAI LI NG SERVI CE EQUI PMENT OPERATOR

Bench- mark Position Description

Conti nuous Form Preparation Operator
Graphot ype and Addressograph Operat or
Heat Transfer and Label Process Operator
Material Inserting Machi ne Tender

Conti nuous Form Preparation Set-Up Operator

Mul ti Purpose Heat Transfer, Labeling and
Addr essi ng Set-Up Operator

Mat eri al Inserting Machi ne Set-Up Operator

Pl at e- Enbossi ng and Addressi ng- Equi pnent Oper at or

July, 1973 - 80 -

Level Page
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2 101



O fice Equi pnent
Sub- group: Miling-Service-Equi pment Oper at or
B.MP.D. No. 15

BENCH- MARK PGSI TI ON DESCRI PTI ON

Sub- group: MAI LI NG SERVI CE EQUI PVENT OPERATOR Level . 1

Descriptive Title: CONTI NUOUS FORM Bench mark Position Number: 15
PREPARATI ON OPERATOR

Sunmmary

Under supervision operates one or nore nailing service machines to inprint
signatures, trim cut, burst, fold or address continuous formns.

0 .
Duti es % of Tinme

Cperates one or nore nmailing service machi nes
- by loading the machine with the formnaterial to be
processed,
by feeding the forminto the conveyor system
by ensuring the cutters,. bursting, trimor folding
devi ces are functioning properly, 90
- by ensuring inprinted signature is correctly | ocated,
by ensuring addresses are correctly aligned, and
- by making minor adjustnents to the machine and its
controls to maintain established standards.

Perforns other related duties. 10

Di sti ngui shing Features

The work requires the operation of a nunmber of nachines to process
continuous fornms. Know edge of equi pnment operation is required
to distinguish irregularities and nake m nor adjustnments to
equi pnent .
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B. M P.D. No.

O fice Equipnent S
of Q No. 15

EXAMPLE OF A

STATEMENT OF QUALI FI CATI ONS

FOR

15: CONTI NUOUS FORM PREPARATI ON OPERATOR (MSE-1)

BASI C REQUI REMENTS

Educati on

Language Requirenent

Achi evenment, Skills
or Aptitudes

ESSENTI AL QUALI FI CATI ONS

Abilities

Personal Suitability

July, 1973

Conpl etion of grade ten or achi evenent of
a satisfactory score on PSC Examination 1

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

Skill in operating mailing service
machi nes.

Ability to inprint signatures, trim cut,.
burst, fold or address conti nuous forns.

Ability to distinguish irregularities and
make m nor adjustments to equiprent.

Al ertness and thoroughness.



O fice Equi pment
Sub- group: Miling-Service-Equi pnrent Oper at or
B.MP.D. No. 16

BENCH- MARK PGSI TI ON DESCRI PTI ON

Sub- group: MAI LI NG SERVI CE- EQUI PMENT OPERATOR Level: 1

Descriptive Title: GRAPHOTYPE AND Bench-mark Position Nunmber: 16
ADDRESSOGRAPH OPERATOR

Sunmary

Under supervi sion, operates a keyboard graphotype and an el ectric addressograph machi ne to
record and reproduce nanme and address data; and perforns rel ated duti es.

Duti es % of Tine

perates a graphotype with typewiter-style keyboard to
record data on netal plate sections for |ater reproduction 80
- by inserting and positioning the netal plate
section in the holder of the machine,
- by typing frominvitations to tender or from
prepared lists to inprint name and address infornation
on the plate, and
- by renoving the enbossed netal section fromthe
machi ne and inserting it in the frame.

Operates an el ectric addressograph machine to reproduce
addresses for insertion in plates or for a card file
- by positioning cards and enbossed plates in the
nachi ne, checking platen and ribbon adj ust nent and 15
nmoving the lever to start the machine,
- by monitoring automatic operation of the nachine to
ensure proper feeding and cl ear inpressions, and
- by renoving cards, cutting themto the proper size,
and inserting theminto addressograph plates for easy
reference or referring themfor filing.

Performs related duties, such as maintaining a file of

requests to change address or enboss new pl ates, cleaning and 5
oi l'ing machi nes, and changi ng ri bbons.

Di sti ngui shi ng Features

The work requires the operation of enbossing and addressi ng machi nes.

M nor adjustnents are made to ensure efficient operation. The

work is performed in accordance with detailed instructions and
established priorities.
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O fice Equi pment
S of Q No. 16

EXAMPLE OF A

STATEMENT OF QUALI FI CATI ONS

FOR

B.M P.D. No. 16: GRAPHOTYPE AND ADDRESSOGRAPH OPERATOR ( MSE-1)

BASI C REQUI REMENTS

Educat i on

Language Requir enent

Achi evenment, Skills
or Aptitudes

ESSENTI AL QUALI FI CATI ONS

Abilities

Personal Suitability

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

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

Skill in operating a graphotype and an
el ectric addressograph machi ne.

Ability to follow detailed instructions
and established priorities.

Ability to maintain a sinple filing system

Al ertness and thoroughness.

NOTE: The above exanple requires a skilled operator; see next page for trainee

requi renents.

July, 1973
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O fice Equi pnent
S of Q No. 16 (T)

EXAMPLE OF A STATEMENT

OF QUALI FI CATI ONS FOR

B.MP.D. No. 16: GRAPHOTYPE AND Al ! DRESSOCRAPH OPERATOR ( MSE-1)

( For Selection of Trainees)

BASI C REQUI REMENTS

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

Language Requi renent - A knowl edge of both the English |anguage and
the French | anguage is essential for this
posi ti on.

Achi evenent, Skills

or Aptitudes - Capacity to learn to operate a keyboard
graphotype and an el ectric addressograph
machi ne.

ESSENTI AL QUALI FI CATI ONS

Abilities - Ability to file.
- Ability to follow detailed instructions.

Personal Suitability - Alertness and thoroughness.
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O fice Equi pnent
Sub- group: Mailing- Servi ce-Equi pment Oper at or
B.MP.D. No. 17

BENCH- MARK PCSI T1 ON DESCRI PTI ON

Sub- group: MAI LI NG SERVI CE EQUI PMENT OPERATOR Level : 1

Descriptive Title: HEAT TRANSFER AND Bench-mark Position Number: 17
LABEL PROCESS OPERATOR

Summary

Under supervision operates and nakes mnor adjustnents to heat transfer or other
types of |abeling and addressi ng nmachi nes.
Duti es % of Time

Qperates heat transfer or other types of |abeling and
addr essi ng nmachi nes
- by loading and maintaining |level of material in

feed tray,

- by | oadi ng nmagazi nes with envel opes or other 90
mai | i ng packages,

- by filling the sealing fluid reservoir,

- by starting machi ne and observing operation to
det ect equi pnent mal functions,
- by making m nor adjustnments to equi pnrent, and
- by renoving conpl eted envel opes for transfer to
ot her operations.

Perfornms other related duties. 10

Di sti ngui shi ng Features

The work requires the operation and mnor adjustment of heat transfer,
| abel i ng and addressing machines. The work is perforned in
accordance with detailed instructions and established priorities.
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O fice Equi prent
S of QNo. 17

EXAMPLE OF A
STATEMENT OF QUALI FI CATI ONS

FOR

B.MP.D. No. 17: HEAT TRANSFER AND LABEL PROCESS COPERATOR (MBE-1)

BASI C REQUI REMENTS

Educati on - Conpl etion of grade ten or achievenent of
a satisfactory score on PSC Examination 1.

Language Requirenent

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

Achi evenent, Skills Skill in operating |abeling and addressi ng
or Aptitudes machi nes.

ESSENTI AL QUALI FI CATI ONS

Abilities Ability to follow detailed instructions

and established priorities.

Personal Suitability Al ertness and thoroughness.
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O fice Equi pnent

Sub- group: Mailing-Service-Equi pment Oper at or
B.MP.D. No. 18

BENCH- MARK PGSI TI ON DESCRI PTI1 ON

Sub- group: MAI LI NG SERVI CE- EQUI PMENT OPERATOR Level : 1

Descriptive Title: MATERI AL | NSERTI NG Bench-mark Position Nunmber: 18
MACHI NE TENDER

Sunmmar y

Under supervision assists in the operation of a high-speed, milti-station mailing package
i nserting-and-seal i ng machi ne.

Duti es % of Tinme

Assists in the operation of a high speed, multi-station
mai | i ng package inserting-and-sealing machine
- by loading and maintaining a given |evel of
material in the input dividers,
by making adj ustments to the dividers to conpensate
for slight changes in width or length of naterial, 90
- by loadi ng envel opes or other mailing packages into
t he machi ne,
by filling the sealing fluid container, and
by gathering the filled envel opes for transportation
to the Post Ofice.

Perforns other related duties. 10
Di sti ngui shi ng Features

Assists in the operation of a nulti-station material inserting machi ne.
Fam liarity with departmental routine is required.
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Of fice Equiprment S
of Q No. 18

EXAMPLE OF A
STATEMENT OF QUALI FI CATI ONS
FOR

B.M P.D. No. 18: MATERI AL | NSERTI NG MACHI NE TENDER ( MSE-1)

BASI C REQUI REMENTS

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

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

Achi evenent, Skills - Skill in operating a high speed, nulti
or Aptitudes station mailing package inserting and
seal i ng nmachi ne.

ESSENTI AL QUALI FI CATI ONS

Abilities - Ability to performfiling duties.

Personal Suitability - Alertness and thoroughness.
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Of fi ce Equi pnent
Sub- group: Miling-Service-Equi pment Operat or
B.MP.D. No. 19

BENCH- MARK POSI TI ON DESCRI PTI ON

Sub- group: MAI LI NG SERVI CE EQUI PMENT OPERATOR Level : 2

Descriptive Title: CONTI NUOUS FORM Bench-mark Position Number: 19

PREPARATI ON SET- UP OPERATCR

Summary

Under general supervision, sets up, adjusts and operates a nunber of machines used in a mailing
operation to inprint signatures, trim burst, cut, fold and insert continuous form materi al
into envel opes.

Duti es % of Tine

Sets-up, adjusts and operates a nunber of machines in varying
conbi nati ons
- by interconnecting electric cables and controls
bet ween machi nes to provide a conpl ete operation
and
- by setting a variety of controls, spacing and
feed devices, using All en wenches, screwdriver or
knurl ed knobs.

25

Prints signatures on continuous forns and letters by neans
of a signature inprinting machine
- by peeling off adhesive backing fromthe rubber
stanp signature bl ock,
- by positioning stanp accurately onto the printing 15
roller,
- by feeding the continuous formmaterial into the
feed system of the nachine, and
- by timng the continuous formmaterial and the
printing rollers to coincide so that the inprinted
signature is correctly located on the formletters.

Bursts, cuts or slits continuous formmaterial on a bursting
machi ne
- by inserting continuous formmaterial into the
machi ne,
- by setting up and adjusting the feed nechani sm
- by setting the cutters and other nechanisms to 15
separate, trimand cut naterial to individual letters
or forms as instructed, and
- by loading the material and unl oadi ng the processed
product .

Quts, trins and separates continuous formmaterial on a
cutting machine
- by setting up and adjusting cutters and slitters 15
to cut material to letter or formsize,
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Di sti

O fice Equi prent
Sub- group: Mailing-Servi ce-Equi pment Oper at or
B.MP.D. No. 19

% of Tinme

- by cutting to renove edge perforations to provide
t he appearance of individual sheets, and

- by loading the material and unl oading the processed
product .

Trins, centre slits, and folds personalized letters, forns
or docunents on a cutting and fol ding nmachi ne
- by setting up and adjusting the cutters to produce
the correct size for individual sheets, 15
by setting up the feed nechani sm
by setting up the fol ding mechanismto the correct
sequence and style, and
- by loading the material and unl oadi ng the processed
product .

Folds and inserts letters in an envel ope on a fol der insert
i ng machi ne

- by loading the letters and the envel opes into the
machi ne,
by setting up and adjusting the feed nechani sm
by setting up and adjusting the fold mechani sm
by setting up and adjusting the envel ope insertion
mechani sm and
by filling the water container to ensure correct
seal ing of the envel opes.

15

Supervi ses | ower | evel enployees.

ngui shi ng Feat ures

July,

The work requires setting-up, adjusting and operating a nunber

of machines in an integrated nmailing service operation. Close
attention during the high speed operation of several different types
of machines is essential to maintain an efficient operation. A good know edge
of office nmethods and procedures is required
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O fice Equi pment
S of Q No. 19

EXAMPLE OF A

STATEMENT OF QUALI FI CATI ONS

B.M P.D. No.19: CONTI NUOUS

FOR

FORM PREPARATI ON SET- UP OPERATOR ( MSg- 2)

BASI C REQUI REMENTS

Educati on

Language Requi renent

Achi evenent, Skills
or Aptitudes

Experi ence

ESSENTI AL QUALI FI CATI ONS

Knowl edge

Abilities

Personal Suitability

July, 1973

- Conpl etion of grade ten or achi evenent of
a satisfactory score on PSC Exanination 1.

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

- Skill in operating signature inprint,
bursting, cutting, folding and inserting
machi nes.

- Experience in mailing service operations.

- Know edge of various conbi nati ons which
can be made with a nunmber of mailing
machi nes to provide a conpl ete operations
process.

- Know edge of office nethods and procedures.

- Ability to supervise

Al ertness and t horoughness.



O fice Equi prent
Sub- group: Mailing-Service-Equi pment Oper at or
B.MP.D. No. 20

BENCH- MARK POSI T1 ON DESCRI PTI ON

Sub- group: MAI LI NG SERVI CE- EQUI PMENT OPERATOR Level: 2

Descriptive Title: MJILTI PURPOSE HEAT TRANSFER, Bench- mark Position Nunmber: 20
LABELI NG AND ADDRESSI NG
MACHI NE SET- UP OPERATOR

Sunmary

Under general supervision sets up, adjusts and operates a heat transfer or other
type of |abeling and addressi ng nmachi ne.

Duti es % of Tinme

Sets-up, adjusts and operates a heat transfer or other type
of labeling or addressing nachine
- by arranging for correct |abeling and packagi ng 60
material to be made avail abl e,
by setting up and adjusting rotary trimmng kni ves,
anvils, timng gears, rollers, feed cans, vacuum
brake, |abel pressure and position, heat current
and ot her adjustnments necessary to the efficient
operation of the equiprent and to accommodat e t he
various sizes of mmiling packages,
- by loading the machine with address or information
lists, and the material to be | abel ed or addressed,
- by nonitoring the operation to ensure addresses or 10
other transferred data are | egible,
- by unl oadi ng the output in sequence, and
by ensuring Postage cancel | ati ons as necessary.

20

Supervi ses ot her enpl oyees engaged in tending | abel i ng and
addr essi ng nmachi nes by instructing in machi ne functions and 10
m nor nechani cal adj ustnents, and overseei ng operations

Di sti ngui shing Features

The work requires setting-up, adjusting and operating a heat transfer
or other type of |abeling and addressi ng machi ne. Precise

adj ustments are necessary to conpensate for stock variances to ensure
efficient operation at high speed; and supervising other enpl oyees
assisting with the operation of the equipnent.
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O fice Equi pment
S of Q No. 20

EXAMPLE OF A

STATEMENT OF QUALI FI CATI ONS
FOR

B.M P.D. No. 20: HEAT TRANSFER AND LABEL PROCESS SET- UP OPERATOR ( MSE-2)

BASI C REQUI REMENTS

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

Language Requi renent A knowl edge of the French | anguage is

essential for this position.

Achi evenent, Skills Skill in operating |abeling and addressing
or Aptitudes machi nes.

ESSENTI AL QUALI FI CATI ONS

Abilities

Ability to stock correct |abeling and
packagi ng materi al .

Ability to instruct enployees on nachine
functions and supervi se nmachi ne operati ons.

Personal Suitability

Al ertness and thoroughness.
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O fice Equi pnent
Sub- group: Mailing-Servi ce-Equi prent Oper at or
B.MP.D. No. 21

BENCH- MARK PGSI TI ON DESCRI PTI ON

Sub- group’ MAI LI NG SERVI CE- EQUI PMENT OPERATOR Level : 2

Descriptive Title: MATERI AL | NSERTI NG Bench-mark Position Number: 21
MACHI NE SET- UP OPERATOR

Summary

Under general supervision sets-up, adjusts and operates a high speed, multi-station, inserting-
and-seal i ng nmachi ne

Duti es % of Tine

Sets-up and operates a high speed, multi-station inserting

and- seal i ng machi ne,

- by identifying naterial, quantity, and addresses
indicated in the distribution code,
- by obtaining material from stockroom

by setting up and adjusting an automatic, high

volurre naterial inserting machine, using Allen

wrench, screwdriver and knurl ed knobs,

- by setting the input supply dividers for wdth and
I ength of individual itens to be packaged,

- by setting the position and angle of the feeder
gui de plates to accommpdate various thickness of
mat eri al ,

- by setting the pick up device to acconmpdate the
i ndi vi dual itens,

- by setting the input supply dividers for a pre
determ ned sequence of itens,

- by loading the input dividers with the correct
mat eri al ,

- by setting the conveyor controls at each gate to
accomodat e an i ncreasi ng nunber of items in progression,

- by setting the | oading dividers to accept the
envel ope or other nmailing package and | oadi ng
t hese,

- by setting the sealing controls depending on the
type and size of the mailing package,

- by observing the operation and adjusting the

nmachi ne to correct operating abnormalities, and

by packing, counting and arranging delivery to

the Post Office.

90

Supervi ses ot her enpl oyees in tending inserting-and-sealing
machi nes by instructing in machi ne functions and m nor 10
mechani cal adj ustnments, and overseei ng operati ons.
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O fice Equi pment
Sub- group: Mailing-Servi ce- Equi pnent Oper at or
B.MP.D. No. 21

Di sti ngui shi ng Features

July,

The work requires setting-up, adjusting and operating a high
vol une inserting-and-sealing nmachine and the supervision of
machi ne tenders. Precise adjustnments are necessary to the
machi ne while in operation. The ability to understand the
mai | ing and distribution code used, and a good know edge of the
net hods and procedures of the departnent relative to the
packagi ng of printed material is essential.
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O fice Equi prent
Q No. 21

EXAMPLE OF A
STATEMENT OF QUALI FI CATI ONS
FOR

B.M P.D. No. 21: MATERI AL | NSERTI NG MACHI NE SET- UP OPERATOR ( MSE-2)

BASI C REQUI REMENTS

Educati on - Conpl etion of grade ten or achi evenment of

a satisfactory score on PSC Exam nation 1.

Language Requir enent - Know edge of the English | anguage is
essential for this position.

Achi evement, Skills - Skill in operating a high speed inserting
or Aptitudes and- seal i ng machi ne.

ESSENTI AL QUALI FI CATI ONS

Know edge - Know edge of departnmental nethods and
procedures for the packaging of printed
mat eri al

Abilities - Ability to use the mailing distribution
code.

- Ability to instruct enpl oyees on machine
functions and supervi se operations.

Personal Suitability - Alertness and thoroughness.
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O fice Equi pnent

Sub- group: Miling-Service-Equi pment Oper at or
B.MP.D. No. 22

BENCH- MARK POSI TI ON DESCRI PTI ON

Sub- group: MAI LI NG SERVI CE- EQUI PMENT OPERATOR Level : 2

Descriptive Title: PLATE-EMBOSSI NG AND Bench- mar k Position Nunber: 22
ADDRESSI NG- EQUI PMENT OPERATOR

Sunmmar y

Under supervision, enbosses netal plate sections with name, address and anount data and proofs
the work on an addressi ng machi ne; operates an addressograph cheque witing nmachi ne, naintains
bal anci ng and security controls prescribed for the issue of cheques; operates a sealing and

i nserting nmachi ne, nai ntains nunber and sequence control of cheques; and perforns rel ated
duti es.

Duties % of Time

Enbosses and proofs metal plates for the printing of nane,
address and anount data on cheque forns

- by inserting and positioning the netal section in
t he graphotype and typi ng on the keyboard to enboss
name, address and anmount data sel ected fromvari ous
types of hand-witten docunents

- by renoving the enbossed netal section and inserting
it in the frame of an addressograph pl ate,

- by proofing work through the use of a nmanual or
aut omati ¢ addressograph nachine to stanp the inpression on
acconpanyi ng source docunments or transcript
paper, and

- by using an addressograph machine to print headi ngs
for plates, and cutting, taping and inserting
headi ngs.

35

Qper at es an addr essograph cheque-witing nachi ne and mai nt ai ns prescribed
cheque-bal anci ng and security controls
- by positioning blank cheques and nounting transcript
paper on the machine, locking in a signature plate,
checking the ribbon adjustment, setting date and
nunbering controls, and inserting trays of plates 35
into the machine in nunber and rate sequence
- by turning on the swtch, checking operation of the
nachi ne, and naki ng adj ust ments as necessary to ensure
ti med feeding of plates, cheques and transcript paper,
to correct ribbon and pl aten pressure when inpressions
are not legible, and to clear plate jans,
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Di sti

O fice Equi pment
Sub- group: Mailing-Service- Equi prent Oper at or
B.MP.D. No. 22

% of Tine

- by scanning cheque flow to detect spoiled or mnutilated
cheques, ensure proper. rate and nunber sequence, and
correspondence of pre-printed and machine-printed
cheque numbers, and

- by removing and refilling trays of plates, packing
printed cheques in pre-determned lots and referring
themfor checking or further processing action.

(perates a cheque inserting and seal i ng nachi ne and mai ntai ns
cheque contro

- by checking the tray | abel against the first and |ast
cheque and account nunbers to ensure sequence,

- by positioning cheques, envel opes and ot her encl osures
in holders on the machi ne,

- by turning the swtch, checking operation of the
nachi ne and adj usting controls to correct inproper
feed or timng, and

- by ensuring that the automatic counter registers the
sanme nunber of cheques envel oped ass received in the
tray, renoving and repacki ng envel oped cheques,
signing the count slip or referring the tray to the
supervi sor for manual count.

20

Perforns related duties such as operating a reproducer to

perforate cheques with prescribed data, packing cheques for 10
delivery to the post office according to zone or area, and

cl eaning and oiling machines.

Qccasional ly instructs other enpl oyees on machi ne operations.

ngui shi ng Feat ures

July,

The work requires the setting-up, adjusting and operating of plate enbossing,
addressi ng, cheque witing, and inserting-and sealing nachines in a cheque

i ssuing operation. .The mai ntenance of cheque bal ance and security control, and
the proofing of the results of nmachi ne operations are essential. The
wor k al so requires a good know edge of office nethods and procedures.
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O fice Equi pment
S of Q No. 22

EXAVMPLE OF A
STATEMENT OF QUALI FI CATI ONS

FOR

B.M P.D. No.22: PLATE EMBOSSI NG AND ADDRESSI NG EQUI PMENT OPERATOR ( MSE- 2)

BASI C REQUI REMENTS

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

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

Achi evenent, Skills - Skill in operating plate-enmbossing and

or Aptitudes addr essi ng- equi prment and a seal i ng-and

i nserting machi ne.

ESSENTI AL QUALI FI CATI ONS

Know edge - Know edge of departnmental office nmethods
and procedures.

Abilities - Ability to maintain cheque-bal anci ng and
security controls.

- Ability to maintain nunber and sequence
control of cheques and to pack cheques by
postal zone or area.

- Ability to maintain records of machine
producti on.

Personal Suitability - Alertness and thoroughness.
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O fice Equi pnent
Sub-group: M crophot ography- Equi prent Oper at or

GLOSSARY COF TERMS

Rot ary Canera

A mcrofil mcanera that photographs docunents froma feeder or hopper while they are
bei ng moved by sonme formof transport nechani sm and has a fixed reduction ratio (changed
by separate camera units) and fixed density control.

Desk Type Flat Bed (Pl anetary) Canera

A desk type flat bed nmicrofilmcanera for small docunentation in which the docunent being
phot ographed and the filmremain in a stationary position during the exposure. The
docunment is on a plane surface at the time of filmng.

Fl at Bed (Pl anetary) Canera
A microfilmcanera in which the docurment being photographed and the filmremain in a
stationary position during the exposure. The docunment is on a plane surface
at the time of filmng.

The camera has variable reduction ratio and density sel ector control for individual
exposur es.

Preci si on Camera

A mcrofilmcanera in which the docunent being phot ographed and the filmremain in a
stationary position during the exposure. The docurment is on a plane surface
with variable sub-surface illumnation and capabl e of accepting drawings up to
size D or larger. (See CGSB 72-9P-1A)

The canera has variabl e reduction ratio and density selector control for
i ndi vi dual exposures.

Step Test

A series of orderly varied exposures made to determ ne the opti num exposure of
either filmor paper and its devel opment.

Mcrofilm Unit

Refers to a self-contai ned section or division of a departnent where the phot ographic
reduction to mcrofilmor the enlargenents frommcrofil mof engineering draw ngs, maps
or other docurents by precision cameras or precision enlargers, the dark room processi ng
of filmto OGSB specifications and the copying of mcrofilmare the primary functions.
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SUB- GROUP: M CROPHOTOGRAPHY EQUI PMENT OPERATOR

Bench- mark Position Description

M crofil m Mounter and Rotary Canera Operat or

Li ght Sensitive Dye M crofiche Copy Operator
Fl at Bed Canera Operator

Li ght Sensitive Dye M crofilm Copy Operator
Vesi cul ar M crofil m Copy Operator

Preci sion Mcrofilm Canmera Operator

Silver Halide Film Copier

Silver Halide McrofilmProcessor

Supervisor, Silver Halide Film Processing

M crofil m Enl arger Operat or

Supervi sor McrofilmUnit
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113
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119
121
125
129
133

135

137



O fice Equi prent
Sub- group: M crophot ography- Equi pment Oper at or

B.M P.D. No.

23

BENCH- MARK PGSI TI ON DESCRI PTI ON

Sub- group: M CROPHOTOGRAPHY- EQUI PMENT OPERATOR Level: 1

Descriptive Title: M CROFI LM MOUNTER AND

Sunmary

ROTARY CAMERA OPERATOR

Under supervision prepares mcrofilmstrips or individual exposures; cuts,

inspects mcrofilm and operates sem-autonatic caneras and copy equi pment.

Duti es

July,

Mounts mcrofilminto mcroformcarriers

by inspecting mcrofilmrolls. for any irregularities
and reporting these to the supervisor,

by cutting processed roll filminto individual
exposure frames and mounting these on aperture cards
or slides,

by cutting processed roll filminto short |engths
and inserting in mcrofiche jackets,

by indexing frame exposures or mcrofiche,

by maeki ng DI AZO type sheet or card copi es,

by inserting or renoving mcrofilmfromcassettes or
reel s,

by inspecting conpl eted mcrofiche jacket or aperture
card on a viewer for irregularities, and

by splicing microfilm

Operates a Rotary type canera

by followi ng mai ntenance procedures and | oading the
camera with roll film

by selecting the correct canera unit to provide the
required reduction ratio,

by hand feedi ng docunents to be nicro photographed

into the feed system

by setting the automatic feed systemto accommodat e
various sizes and thickness of docunments,

by taking exposures of each docunent, and

by unl oadi ng the exposed roll of nicrofilm ensuring
protection of. the light sensitive fil mand recording
details of exposures on the container.

Makes step tests to determ ne optimum exposure of film and
mechani cal fitness, and

Perforns other relevant duties such as the preparation of

origi nal

1973

docunmentation for the microfilmsystem

- 107 -

spli ces,

Bench- mark Position Number: 23

nounts and

% of Tine

65

25

10



O fice Equi pnent
Sub- Group: M crophot ography- Equi prrent Oper at or

B.M P.D. No. 23

Di sti ngui shing Features

July,

The work requires cutting, splicing and mounting mnmicrofilm to
Canadi an Governnent Specification Board standards. The
operation of a Rotary type canera, inspection instrunents, copiers,
and reader/printer equipnent is also required.

1973
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O fice Equi pnent S
of Q No. 23

EXAMPLE OF A
STATEMENT OF QUALI FI CATI ONS

FOR

B.MP.D. No. 23: M CROFI LM MOUNTER AND ROTARY CAMERA OPERATOR (MEO- 1)

BASI C REQUI REMENTS

Educati on

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

Language Requirenent

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

Achi evenent, Skills Skill in operating sem-automatic caneras,
or Aptitudes copiers, and reader printer equipnent.

ESSENTI AL QUALI FI CATI ONS

Abilities - Ability to prepare microfilmstrips or
i ndi vi dual exposures and to cut, slice,
mount or inspect mcrofilm
- Ability to maintain an al pha-nuneric index.
- Ability to conplete docunentation.
Personal Suitability - Alertness, perseverance and thoroughness.
NOTE: The above exanple requires a skilled operator; see next page for trainee

requirements.
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O fice Equi pnent
S of QNo. 23 (T)

EXAMPLE OF A STATEMENT

OF QUALI FI CATI ONS FOR

.B.MP.D. No. 23: M CROFI LM MOUNTER AND ROTARY CAMERA OPERATOR (MEO-1)

(for Selection of Trainees)

BASI C REQUI REMENTS

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

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

- Capacity to learn to operate sem
automati c caneras, copiers and reader
printer equipnent.

Achi evenent, Skills
or Aptitudes

ESSENTI AL QUALI FI CATI ONS

Personal Suitability - Alertness, perseverance and thoroughness.
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Of fice Equi pnent
Sub- group: M crophot ogr aphy- Equi pnent Oper at or

B.M P.D. No.

24

BENCH- MARK PGSI TI ON DESCRI PTI ON

Sub- gr oup’ M CROPHOTOGRAPHY EQUI PMENT OPERATOR Level : 2

Descriptive Title: LIGHT SENSI TI VE DYE

Summary

M CROFI CHE COPY OPERATCR

Bench-mark Position Nunber: 24

Under supervi sion produces DI AZO mcrofiche copies of existing mcrofiche filmstrips.

Duti es

Produces DI AZO microfiche copies

by inspecting mcrofiche mounts and filmstrips for
any irregularities, ensuring index information is
conpl et e,

by deternining density and contrast of filmto be
copi ed,

by setting time of DI AZO fil m devel oper,

by ensuring gas pressure is at a predetermned |evel,
by feeding nicrofiche nount into the devel opi ng
machi ne together with a DI AZO sheet film

by separating the D AZO sheet filmfromthe mcrofiche
nmount and inserting it into the D AZO processor, and
by exam ning the D AZO sheet for irregularities and
maki ng corrective equi prent adjustments, and

by filing DI AZO sheets with m crofiche nounts.

Perfornms other related duties as required.
Di sti ngui shi ng Features

July,

The work requires the operation of a D AZO mcrofiche devel oper/ processor
and the inspection of the finished product.

requi rement to recogni ze variations in the resol ution
and density in the original filns and conpensate for differences.

1973
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There is also a

% of Tine

90

10



O fice Equi prent
S of Q No. 24

EXAMPLE OF A
STATEMENT OF QUALI FI CATI ONS
FOR

B.M P.D. No. 24: LIGHT SENSITIVE DYE M CROFI CHE COPY OPERATOR ( MEO- 2)

BASI C REQUI REMENTS

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

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

Achi evenent, Skills - Skill in operating a mcrofiche duplicator,
or Aptitudes DI AZO devel oper/ processor and semi
automatic type rotary caneras

ESSENTI AL QUALI FI CATI ONS

Know edge - Know edge of mcrofil mduplicators.

Abilities - Ability to recognize differences in the
resolution and density in original filns.

Ability to inspect finished product and
carry out routine mai ntenance of copy
equi prment .

Personal Suitability - Alertness, perseverance and thoroughness.
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O fice Equi pnent
Sub- group: M crophot ogr aphy- Equi pnent Oper at or
B.MP.D. No. 25

BENCH- MARK PGOSI TI ON DESCRI PTI ON

Sub- group: M CROPHOTOGRAPHY EQUI PMENT OPERATOR Level : 2
Descriptive Title: FLAT BED CAMERA OPERATOR Bench-mark Position Number: 25
Sunmar y

Under supervision, operates a Flat Bed type of camera to photograph docunents, at predeterm ned
ratios, to produce nicrofilmto neet the Canadi an Government Specification Board standard
of quality.

Duti es % of Time

Operates a Flat Bed canera
- by loading a filmroll into the canera,
- by adjusting the canera to obtain the reduction
rati o required,
- by adjusting overhead illumnation of the materi al
to be copied to comply with the mcrofil mrequirenments, 70
- by reading an exposure neter and naki ng adj ust ments
to controls to produce OGSB standard densities and
contrasts of the photographic inmage,
- by placing docunents to be mcrofilnmed into the
phot ographi c area,
by taking a specified nunber of photographs of each
docunent as instructed,
by unl oadi ng the exposed roll of nicrofilm ensuring
protection of the light sensitive film
by recording details of contents on a box.

Operates a sem automatic fil m processor. 20
Perfornms other related duties such as making step tests to
det ernine opti mum exposure of filmand mechani cal fitness. 10

Di sti ngui shing Features

The work requires the operation of a Flat Bed type of canera to produce
mcrofilminmuges at specified reduced ratios. A know edge of
mcrofilmformats and rel ated i ndexi ng nethods, and the adj ust ment of
canera and illumnation controls to produce density, resolution and
contrasts to specifications is required.
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Of fice Equipnent

S of Q No. 25

EXAMPLE OF A
STATEMENT OF QUALI FI CATI ONS

FOR

B.M P.D. No. 25: FLAT BED CAMERA OPERATOR ( MEO- 2)

BASI C REQUI REMENTS

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

Language Requirenment - A know edge of the English |Ianguage is
essential for this position.

Achi evenent, Skills - Skill in operating a Flat Bed canera and

or Aptitudes in the adjustnent of camera and illum nation
controls to produce density resolution
and contrasts to specifications.

ESSENTI AL QUALI FI CATI ONS

Know edge - Know edge of microfil mcanera techni ques.

- Know edge of the Canadi an Gover nment
Speci fication Board standards of quality.

Abilities - Ability to index microfilm

Personal Suitability - Alertness, perseverance and thoroughness.
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O fice Equi pnent
Sub- group: M crophot ography- Equi prent Oper at or
B.M P.D. No. 26

BENCH- MARK PGOSI TI1 ON DESCRI PTI ON

Sub- group: M CROPHOTOGRAPHY- EQUI PMENT OPERATOR Level: 2

Descriptive Title: LIGHT SENSI TI VE DYE Bench-mark Position Nunber: 26
M CROFI LM COPY OPERATCR

Sunmary

Under supervision produces |ight sensitive dye positive to positive or negative to negative
copi es of mcrofilm (Dl AZO type).

. % of Tine
Duti es

Produces DI AZO film copi es

- by inspecting rolls of nmcrofilmto be copied for 90
any irregularities and recording varying densities
and contrasts through its entire | ength,

- by splicing mcrofilmlengths into larger reels to
ensure econom ¢ use of the equi prment,

- by threading the mcrofilmto be copied and the
unexposed DAZOfilminto the processi ng equi pnent,

- by ensuring gas pressure is at a predetermned |evel,

- by setting the speed of the machi ne dependi ng on the
density and contrast of the original mcrofilm

- by adjusting the speed of the machine to conpensate
for variances in density and contrast as these
changes occur throughout the reel,

- by rermoving copy and original filns and inspecting
DAZOfilmto ensure density and contrast over entire
reel conformto standards, and

- by cutting filmto length and winding on to standard
reels or cassettes, as instructed.

10
Perforns other related duties.

Di sti ngui shing Features

The work requires setting-up, adjusting and operating a |light sensitive dye
(D AZO type) processor to ensure that standards for density and contrast
are nmaintained throughout the <copying cycle. The work also
requi res knowl edge of mcrofil mindexing nethods.
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O fice Equi pnent S of Q
No. 26

EXAMPLE OF A
STATEMENT OF QUALI FI CATI ONS

FOR

B.MP.D. No. 26: LIGHT SENSITIVE DYE M CROFI LM COPY OPERATOR ( MEC- 2)

BASI C REQUI REMENTS

Educati on - Conpletion of grade ten or achi evement of

a satisfactory score on PSC Exami nation 1.

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

essential for this position.

Achi evenent, Skills

- Skill in operating a light sensitive dye
or Aptitudes

processor, mcrofilmcanmeras or duplicating
equi pnent 16, 35, 105 nm

ESSENTI AL QUALI FI CATI ONS

Know edge - Know edge of DI AZO microfil mcopy processes

and microfilmindexing nethods.
Abi ities - Ability to maintain standards of density
and contrast throughout the copying cycle.

Personal Suitability - Alertness, perseverance and thoroughness.
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O fice Equi pnent
Sub- - group: M crophot ogr aphy- Equi prent Oper at or
B.MP.D. No. 27

BENCH- MARK PGSI TI ON DESCRI PTI1 ON

Sub- gr oup: M CROPHOTOGRAPHY- EQUI PMENT OPERATOR Level: 2

Descriptive Title: VESI CULAR M CROFI LM Bench-mark Position Number: 27
COPY OPERATOR

Sunmary

Under supervi si on produces positive to negative or negative to positive mcrofilmcopies by
vesi cul ar process (Xl DEX type).

0 .
Duti es % of Time

Produces vesicul ar copies of mcrofilm

- by inspecting roll of microfilmto be copied for
any irregularities,

- by measuring and recording density and contrast
over the entire reel

- by splicing mcrofilmlengths into larger reels to
ensure econom ¢ use of equipnent,

- by threading the mcrofilmto be copied and the
unexposed vesicular filmonto the machi ne,

- by setting the | ens aperture, tenperature and speed
to attain a standard density and contrast,

- by making adjustnents to tenperature and speed to
mai ntai n standard density and contrast while mcrofilm
i s being processed,

- by cutting conpleted copy filmto conply with original
grouping and | oading to standard reels or cassettes,

- by preparing and i ndexi ng boxes to package entire reel
of mcrofilm and

- by ensuring the index infornmation on the box relates to
the mcrofil mbeing boxed.

90

Perforns other related duties. 10

Di sti ngui shing Features

The work requires setting-up, adjusting and operating a vesicul ar type (X DEX)
copier and vigilance to ensure standards in density and contrast are

mai nt ai ned t hroughout the copying cycle. A know edge of nicrofilm

i ndexi ng met hods is required.
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O fice Equipnent S of Q

No. 27
EXAMPLE OF A
STATEMENT OF QUALI FI CATI ONS
FOR
B.MP.D. No. 27: VESI CULAR M CROFI LM COPY OPERATOR (MEO 2)
BASI C REQUI REMENTS
Educati on - Completion of grade ten or achi evenent of

a satisfactory score on PSC Exami nation 1.

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

Achi evenent, Skills

or Aptitudes - Skill in operating a vesicular type

copier, mecrofilmcanmeras or mcrofilm
duplicating equi prment.

ESSENTI AL QUALI FI CATI ONS

Know edge - Know edge of vesicul ar copy processes and
m crofil mindexing methods.

Abilities - Ability to maintain standards of density
and contrast throughout the copying cycle.

Personal Suitability - Alertness, perseverance and thoroughness.
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O fice Equi prent
Sub- - group: M crophot ogr aphy- Equi pnment Oper at or
B.M P.D. No. 28

BENCH- MARK POSI TI ON DESCRI PTI ON

Sub- gr oup: M CROPHOTOGRAPHY- EQUI PMENT OPERATOR Level: 3

Descriptive Title: PRECISION M CROFI LM CAMERA Bench-mark Position Nunber: 28
OPERATOR

Summary

Under supervision operates a precision type nmicrofilmcamera unit to photograph, at specific
reduction ratios, maps, engineering drawi ngs and other docurments that require accurate scaling
and detail readability according to Canadian vernment Specification Board (CGSB)
st andar ds.

Duti es % of Tinme

Operates a precision microfilmcanera
- by loading filminto the camera and preparing the
canera to take a series of sequential photographs,
- by adjusting the canera to obtain the reduction
rati o specified,

by setting the overhead and sub-surface

illum nation,

- by placing a density chart onto the photographic
ar ea,

- by taking exposure readi ngs and setting equi pnent
controls to ensure the photographic image wll
have the density and contrast to acceptable
st andar ds,

- by exposing the requi red nunber of photographs of
each map, engineering drawi ng or other docurent
as required

- by exposing a sequence of photographs over the
entire map or engineering drawing if required to
phot ograph the entire origi nal docunent,

- by docunenting sequence and ot her identifying
informati on of the exposed mcrofilm and

- by unl oadi ng the exposed roll of microfilm ensuring
protection of the light sensitive film and passing
it to the processor.

70

(perates a sem -autonatic processor to devel op silver halide 10
mcrofilm

Makes step tests to determne the opti mum exposure of film 10
and the nmechanical fitness of equipnent, and

Perfornms other related duties and occasionally supervises 10
| ower | evel enployees.
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O fice Equi pnent

Sub- Group: M crophot ogr aphy- Equi pnment Oper at or
B.M P.D. No. 28

Di sti ngui shing Features

July,

The work requires the operation of a precision mcrofilmcanera to photograph,
to precise scale, engineering draw ngs, maps and other docunents that require
readability and accurate scaling to CGSB specifications. A know edge of
illum nation, reflect ability, color and opaqueness are essential to
this operation. The work al so requires the operation of a sem -autonatic,
silver halide filmprocessor and the naking of step tests fil ns.
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O fice Equi pnent S of Q
No. 28

EXAMPLE OF A

STATEMENT OF QUALI FI CATI ONS
FOR

B.MP.D. No. 28: PRECI SION M CROFI LM CAMERA OPERATOR ( MEC- 3)

BASI C REQUI REMENTS

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

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

Achi evenent, Skills

or Aptitudes - Skill in operating a precision nicrofilm
canmera and seni-autonmatic film processor,
rotary and Flat Bed canmeras and microfilm
dupl i cators.

ESSENTI AL QUALI FI CATI ONS

Know edge - Know edge of illumnation, reflect ability,
col or and opagueness.

Abilities - Ability to photograph a variety of
docunents according to C. G S. B.
speci fications.

Personal Suitability - Alertness, perseverance and thoroughness.
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O fice Equi pnent

Sub- group: M crophot ogr aphy- Equi pnent Oper at or
B.MP.D. No. 29

BENCH- MARK POSI TI ON DESCRI PTI ON

Sub- group: M CROPHOTOGRAPHY- EQUI PMENT OPERATOR Level : 3
Descri pt ive Title: SILVER HALIDE FI LM COPI ER Bench-mark Position Nunber: 29
Summary

Under supervi sion produces mcrofilmsilver halide positive or negative filmcopies of
existing mcrofilmin a darkroom environnent.

Duti es % of Tine

Produces silver halide positive or negative nmicrofilm
copi es of existing mcrofilms 90

- by examnation of the original mcrofilmfor any
irregularities,

- by measuring and recording density and contrast of
filmto be copied,

- by splicing | eader film between filmlengths of
varying density and contrast,

- by threading the original mcrofilmand an unexposed
mcrofilminto the film copier

- by setting the exposure aperture to produce a standard
exposure depending on the density and contrast readings
previ ously obtai ned,

- by setting the voltage of the exposure |anp to produce
a standard exposure dependi ng on the density and
contrast readings previously obtained,

- by setting the speed of the machine to produce a
standard density and contrast to CGSB specifications,

- by varying the speed of the machine or varying the
vol tage of the exposure |anp at each | eader to pro
duce a microfilmcopy of standard density and
contrast to CGSB specifications,

- by unl oadi ng exposed filmand placing in |ight-proof
cont ai ner,

- by preparing boxes and i ndexi ng these to accommodat e
separate mcrofilmlengths of processed film

- by passing the filmin the light-proof container and
the indexed boxes to a film processor

- by cutting | eaders off the original filmand | oading
filmonto standard reels as instructed, and

- by replacing reels into original cartons.

Perfornms other related duties and occasionally supervises 10
| ower | evel enployees.
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O fice Equi pment
Sub- Group: M crophot ogr aphy- Equi pnent Oper at or

B.M P.D. No. 29

Di sti ngui shi ng Features

The work requires the operation of one or nore silver halide

copiers in a dark roomenvironnent to reproduce nicrofil mto GGB st andar ds.
Knowl edge of exposure apertures, light intensities and other controls is
essential to maintain standard density and contrast over the entire reel of

film The work also requires know edge of mcrofilnng indexi ng nethods and
the occasi onal supervision of lower | evel enployees.
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B. M P.D. No.

O fice Equi prent

S of Q No.

EXAMPLE OF A

STATEMENT OF QUALI FI CATI ONS

FOR

29: SILVER HALIDE FILM COPI ER (MEO- 3)

BASI C REQUI REMENTS

Educati on

Language Requirenment

Achi evenent, Skills

or Aptitudes

ESSENTI AL QUALI FI CATI ONS

Know edge

Abilities

Personal Suitability

July, 1973

Compl eti on of grade ten or achi evenent of

29

a satisfactory score on PSC Exam nation 1.

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

Skill in operating silver halide film
copiers in a dark room environnent,

m crofil mcanmeras and duplicating

equi prrent i ncludi ng the production of
positive or negative filmcopies of
existing mcrofilm

Know edge of exposure apertures, |ight
intensities and other controls for

mai nt ai ni ng standard density and contrast
over entire reel of film

Knowl edge of nicrofil mindexi ng nethods
and C. G S.B. standards.

Ability to reproduce silver halide mcro

film

Ability to supervise by instructing on
wor k met hods and assi gni ng and checki ng
wor K.

Al ert ness,

128 -
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O fice Equi prent
Sub- group: M crophot ogr aphy- Equi pment Oper at or
B.MP.D. No. 30

BENCH- MARK PGSI TI ON DESCRI PTI ON

Sub- group: M CROPHOTOGRAPHY- EQUI PMENT OPERATOR Level: 3

Descriptive Title: SILVER HALI DE M CROFI LM Bench-mark Position Number: 30
PROCESSOR

Summary

Under supervi sion operates a silver halide mcrofil mprocessor in a darkroomenvironnent to
chemically process nmicrofilmto Canadi an Governnment Specification Board (CGSB)
st andar ds.

Duti es % of Tinme

Operates a silver halide mcrofilmprocessor

- by mxing phot ographi ¢ chenical s such as devel oper, 90
hypo, hypo elimnator and pre wash agents,

- by testing chemcals to ensure OGSB specification
standards are net and nmi ntai ned,

- by filling reserve and other tanks to ensure
constant flow and circul ati on of chem cal s,

- by setting tenperature controls for chem cal
processi ng,

- by developing test strips to deternmine settings to
ensure filmis processed to neet specification
st andar ds,

- by setting speed to predetermned setting to ensure
standard densities and contrasts are obtained,

- by making hypo residual tests, scratch tests and
dip strip PH tests,

- by threading exposed filminto chenical tanks and
dryer units,

- by setting tenperature controls on dryer sections
to ensure adequate drying while preventing curl or
other irregularities,

- by removing fil mfrommachi ne and inspecting for
scratches or other defects,

- by instructing camera and copy operators to correct
faults found during inspection of processed film

- by testing and topping up chemcals to maintain a
useful life,

- by operating a silver recovery machi ne, and

- by cleaning silver recovery nachine and preparing
sal vaged silver for shipnent.

Perforns other related duties such as carrying out cl eaning,
nai nt enance and mnor repairs to processing equi pnent, and 10
supervi ses | ower |evel enployees.

July, 1973 - 129 -



O fice Equi pnent
Sub- Group: M cr ophot ogr aphy- Equi pment Cper at or
B.MP.D..No.-30

Di sti ngui shi ng Feat ures

The work requires the operation of a silver halide microfilmprocessor
with a capacity greater than 30 fpmof processed microfilm and the
operation and nai ntenance of a silver recovery nachi ne. The work al so
requi res know edge of filmdensities and contrasts as detailed in OB
st andar ds.
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O fice Equipnent S of Q

No. 30
EXAMPLE OF A
STATEMENT OF QUALI FI CATI ONS
FOR
B.MP.D. No. 30: SILVER HALI DE M CROFI LM PROCESSOR ( MEO 3)
BASI C REQUI REMENTS
Educat i on - Conpletion of grade ten or achi evenment of

a satisfactory score on PSC Exami nation 1.

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

Achi evement, Skills - Skill in operating a silver halide mcro
or Aptitudes film processor

ESSENTI AL QUALI FI CATI ONS

Know edge - Know edge of C. G S.B. standards for
densities and contrasts.

- Know edge of microfilmprocessing chem stry.

Abilities - Ability to prepare, test and use chenicals
required for silver halide mcrofilm
processi ng.

- Ability to supervise
- Ability to clean and nmintain the processing
equi prent .

Personal Suitability - Alertness, perseverance and thoroughness.
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Cf fice Equipnent
Sub- group: M crophot ogr aphy- Equi prrent Oper at or
B.MP.D. No. 31

BENCH- MARK PQSI TI ON DESCRI PTI1 ON

Sub- group: M CROPHOTOGRAPHY- EQUI PMENT OPERATOR Level : 4

Descriptive Title: SUPERVI SOR, SILVER HALI DE Bench-mark Position Nunber: 31
FI LM PROCESSI NG

Sunmmar y

Under general supervision, supervises a nunber of nicro photographers in the operation of.
pr ocessi ng machi nes to devel op silver halide mcrofilmto Canadi an Gover nment Specification
Board (OGSB) standards, and perforns rel ated duties.

Duti es % of Time

Supervi ses a nunber of mcro photographers in the operation
of processing machi nes to devel op silver halide mcrofilm
to CGSB standards
- by assigning work accordi ng to workl oad and
equi pnent capability,
by anal yzing and resol ving work problens related to
the processing of filmand equi pment operati ons,
- by ensuring the correct use of photographic
cheni cal s such as devel oper, hypo, hypo-elim nator
and pre wash agents and testing chenmicals to ensure
t hat CGSB st andards are net and mmi ntai ned, 85
- by checking test strips to ensure film being
processed nmeets standards,
- by maki ng Ross-Orabtree residual hypo tests, and
by inspecting processed filns for scratches and
other irregularities and inform ng canera and copy
operators of faults found and corrective action
required

Performs related duties such as: supervises the operation

of silver recovery equi pnent and the preparation of sal vaged

silver for shipnent; receives and issues sone 80 itens of 15
phot ographi c supplies to own and ot her governnent departnents

and mai ntains associ ated records.

Di sti ngui shi ng Features

The work requires the supervision of several mcro photographers engaged in
operating nmachines to develop silver halide mcrofilm The work al so requires
know edge of OGSB standards for filmdensities and contrasts, and for

phot ogr aphi ¢ chem cals, together with a know edge of other mcrofil mng
processes, required to identify irregularities and advise corrective
action. The maintenance of photographi c supplies including the issue to
other governnment departnments is also required.
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EXAMPLE OF A

STATEMENT OF QUALI FI CATI ONS
FOR

B.MP.D. No. 31: SUPERVI SOR, SILVER HALI DE PROCESSI NG ( MEC- 4)

BASI C REQUI REMENTS

Educati on - Completion of grade ten or achi evenment of
a satisfactory score on PSC Exani nation 1.

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

Achi evement, Skills - Skill in operating mcro photographic

or Aptitudes equi pnment such as a silver halide mcro
film processor with a capacity greater
than 30 FPM

ESSENTI AL QUALI FI CATI ONS

Know edge - Know edge of C. G S.B. specifications for
m crophot ogr aphy.

- Know edge of photographic chem cals and
the correct m xing of these chenicals.

- Know edge of the procedures for the
cl eani ng, mai ntenance and repairs to
m cr o- phot ogr aphi ¢ equi pnent .

Abilities - Ability to supervise a mcrophotography
processi ng operation.

- Ability to instruct enployees in the
operation and mai nt enance of mcro
phot ogr aphi ¢ equi pnment .

- Ability to indent and control stockroom
inventories and issue suppli es.

Personal Suitability - Alertness, perseverance and thoroughness.
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Sub- group: M crophot ography- Equi prent Oper at or
B.MP.D. No. 32

BENCH- MARK PGSI TI ON DESCRI PTI ON

Sub- group: M CROPHOTOGRAPHY EQUI PMENT OPERATOR Level : 4
Descriptive Title: M CROFI LM ENLARGER OPERATOR Bench- mark Position Number:
Summary

Under general supervision operates a precision nicrofil menlarger to nake projection type,
positive M/lar filmenlargenments to a precise scale; prepares chemcal formulas and devel ops
M/l ar fil menlargenents.

Duti es % of Tinme

Makes precision Mylar film enlargenents
- by deternining on a precision rul e the exact scale
of the enlargenment required, 60
- by determining the reduction of the mcrofil mand
cal culating the magnification required to produce
an i mge of the size specified,
- by operating a microfilmenlarger to project
architectural or engineering drawi ngs on to an
enl argi ng easel,
- by measuring the proj ected i nage agai nst a predeterm ned
scal e,
- by correcting for lateral or horizontal distortion
at the enlarging easel,
- by deternmining the correct |lens setting and the
exposure tine, and
- by exposing the Mylar film

Devel ops exposed Mylar film 30
- by preparing the chenmical fornulas for devel opi ng
various M/l ar projection film using graduates and
ot her measuring devi ces,
- by imersing filmin devel oper, stop bath and fi xer,
and
- by washing and drying the Mylar film

Perforns other related duties, and occasionally supervises 10
| ower | evel enployees.

Di sti ngui shi ng Features

The work requires the operation of a precision mcrofilmenlarger

to produce precise enlargenments frommcrofil mnegatives. A know edge of
l ens, exposure illunination, image distortion correction and ot her dar kroom
techniques is a requirenment. The work al so requires the devel opi ng of
filmto CGSB Specifications by chem cal processes and the m xing of

phot o- cheni cal s.
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EXAMPLE OF A
STATEMENT OF QUALI FI CATI ONS

FOR

B.MP.D. No. 32: M CROFILM ENLARGER OPERATCR ( MEC-4)

BASI C REQUI REMENTS

Educati on

Language Requirenment

Achi evenent, Skills
or Aptitudes

ESSENTI AL QUALI FI CATI ONS

Know edge

Abilities

Personal Suitability

July, 1973

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

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

Skill in operating a mcrofilmenlarger
and in preparing photo chem cal mixtures
and developing film

Know edge of |ens systems, exposure
illum nation, imge distorsion corrections
and ot her dark roomtechni ques.

Know edge of CGSB specifications.

Ability to produce precise enlargenents
frommcrofil mnegatives.

Ability to devel op exposed Mylar film

Ability to supervise subordinate operators

Al ertness, perseverance and thoroughness.
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Sub- group: M crophot ogr aphy- Equi pnent Oper at or
B.MP.D. No. 33

BENCH- MARK PQOSI TI ON DESCRI PTI ON

Sub- group: M CROPHOTOGRAPHY- EQUI PMENT OPERATOR Level: 5
Descriptive Title: SUPERVI SOR M CROFI LM UNI'T Bench-mark Position Number: 33
Sunmmary

Super vi ses through subordi nate supervisors the operations of a mcrofilmunit; provides
technical advice relative to processes and procedures to microfil musers of other departnents
assists in the preparation and conducting of mcrofil msemnars and denonstrations; and
perforns rel ated duties.

Duti es % of Time

Supervi ses through subordi nate supervi sors the operations

of a mcrofilmunit which includes a conpl ete range of

m crophot ogr aphy equi pnment

- by scheduling and all ocating work and establ i shing
priorities and conpl etion dates,

by instructing and advising staff in microfilm

techni ques, unit methods and procedures, quality 70

control, specifications and standards,

- by maintaining operating |logs and tinme sheets,
checking completed job requisitions and forwarding
all costing docunents to the accounts section,

- by resolving technical problens and nonitoring
conpl eted work to ensure conpliance with accepted
st andar ds,

- by investigating the application of new equi pnent
to work processes and subnmitting reports rel ative
to initial and operating costs, staff requirements
and equi prent eval uati on,

- by evaluating staff performance and recommendi ng
staff changes and recl assification

- by reading trade journals, technical nanuals,
brochures and other related publications to up date
know edge of mcrofilmng technol ogy, and

- by recomrendi ng purchase of materials, supplies and
equi prent .

Provi des technical advice relative to processes and procedures
to mcrofilmunits of other departnents
- by visiting units to study unit operations,
- by recomrendi ng changes to inprove nethods and quality 10
of work,
- by providing advice concerning equi prent and suppl i es
required in setting up quality control procedures, and
- by instructing unit staff or recomrendi ng training
requirenents.
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Sub- Group: M crophot ogr aphy- Equi pnent Oper at or
B.MP.D. No. 33

of Tine

Assists in the preparation and conducting of mcrofilm
sem nars and denpnstrations
- by organi zing and instructing the staff in the
performance of duties, and, 10
- by participating directly in discussions,
denonstrations and tours of the CGentral Mcrofilm
Unit.

Performs rel ated duti es such as, advising custoner departnents

on prices for mcrofil mng services, inspecting records in 10
| ocations outside the unit, providing advice relative to

techni cal problens and proper handling of mcrofilns, and

directing nmonthly inventory checks.

Di sti ngui shi ng Features

July,

The work requires the ability to technically and adm nistratively
supervi se, through subordinate supervisors, a large mcrofilning unit engaged
in operating Rotary, Fl at Bed and Precision Caneras; mcrofil mreproducers;
silver halide and other type processors, and precision enlargers. The
unit is also engaged in cutting, nmounting, splicing and i nspecting
mcrofilm and the issue of photographic supplies to other governnent
departments. The incunbent is required to resol ve technical and other

probl ens, nodify operations in keeping wth technol ogi cal changes in

m crofil mng, and eval uate new equi pment. The provision of technical
advice to mcrofilmng units of other departments and custoners and

assi stance in the preparation and conducting of mcrofilmsennars and
denonstrations are al so required. The incunbent is al so responsible for

assi gni ng work, eval uating performance, training workers, naintaining tine and
production records, and other nornally associ ated functi ons.
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EXAMPLE OF A

STATEMENT OF QUALI FI CATI ONS

B.M P.D. No

FOR

33: SUPERVI SOR M CROFI LM UNI T (MEO- 5)

BASI C REQUI REMENTS

Educati on

Language Requirenent

Achi evenent, Skills
or Aptitudes

Experi ence

ESSENTI AL QUALI FI CATI ONS

Knowl edge

Abilities

July, 1973

Compl eti on of grade ten or achi evenent of
a satisfactory score on PSC Exani nation 1.

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

Skill in operating a conplete range of

m crofil mequi prent including conputer
output mcrofilner, 105 DI AZO duplicating
equi pnent, precision mcrofilmng

equi pnent and step and repeat m crofiche
camer a.

Experience in the supervision of a mcro
filmunit.

Know edge of new technol ogy and techni ques
related to mcrograph.

Know edge of the specifications required
by C. G S.B.

Ability to supervise through subordinate
supervi sors by scheduling and allocating
wor k; establishing priorities and conpletion
dates; evaluating staff performance, and
reconmendi ng staff changes.

Ability to provide technical advice and
establ i sh needs for new m crophot ography
equi prent and supplies.
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- Ability to resolve technical and other
problens and to nodify operations.

- Ability to establish staff training needs
and provide instruction.

- Ability to assist in organizing and conducting
sem nars and denonstrations; and to
participate in interdepartnental discussions

and neetings.

Personal Suitability - Initiative and dependability.

- Maturity and tact particularly in
provi di ng technical advice.
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