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The CANADIAN GENERAL STANDARDS BOARD (CGSB), 
under whose auspices this standard has been developed, is a 
government directorate within Public Works and Government 
Services Canada. CGSB is engaged in the production of voluntary 
standards in a wide range of subject areas through the media of 
standards committees and the consensus process.

A significant aspect of the Canadian standards development  
system is the application of the following principles: consensus; 
equal access and effective participation by concerned interests; 
respect for diverse interests and identification of those who should 
be afforded access to provide the needed balance of interests; 
mechanism for dispute resolution; openness and transparency; 
open access by interested parties to the procedures guiding 
the standards development process; clarity with respect to the 
processes; and Canadian interest consideration as the initial basis 
for the development of standards.

CGSB develops Government of Canada (GC) Standards as 
well as provides other standardization products and services.  
GC standards are developed to state the particular requirements of 
a government or an industry for a material, a product or a service. 
All standards are developed in conformance with the policies 
described in the CGSB Policy and Procedures.

GC Standards are subject to review and revision to ensure that 
they keep abreast of technological progress. CGSB will initiate the 
review of this standard within a set time frame. Suggestions for 
their improvement, which are always welcome, should be brought 
to the notice of the standards committees concerned. Changes to 
standards are issued either as separate amendment sheets or in 
new editions of standards.

An up-to-date listing of GC Standards including details on latest 
issues and amendments, and ordering instructions, is found in 
the CGSB Catalogue at our Web site — www.tpsgc-pwgsc.gc.ca/
ongc-cgsb along with more information about CGSB products  
and services. 

Although the intended primary application of this standard 
is stated in its Scope, it is important to note that it remains the 
responsibility of the users of the standard to judge its suitability 
for their particular purpose.

Testing and evaluation
The testing and evaluation of a product against this standard 
may require the use of materials and/or equipment that could be 
hazardous. This document does not purport to address all the safety 
aspects associated with its use. Anyone using this standard  has the 
responsibility to consult the appropriate authorities and to establish 
appropriate health and safety practices in conjunction with any 
applicable regulatory requirements prior to its use. CGSB neither 
assumes nor accepts any responsibility for any injury or damage 
that may occur during or as the result of tests, wherever performed.

Attention is drawn to the possibility that some of the elements of 
this standard may be the subject of patent rights. CGSB shall not be 
held responsible for identifying any or all such patent rights. Users 
of this standard are expressly advised that determination of the 
validity of any such patent rights is entirely their own responsibility.

Language
In this standard, “shall” states a mandatory requirement, “should” 
expresses a recommendation and “may” is used to express an 
option or that which is permissible within the limits of this 
standard. Notes accompanying clauses do not include requirements 
or alternative requirements; the purpose of a note accompanying 
a clause is to separate from the text explanatory or informative 
material. Annexes are designated normative (mandatory) or 
informative (non-mandatory) to define their application.

Further information on CGSB and its services and standards may 
be obtained from:

The Manager 
Standards Division 
Canadian General Standards Board 
Gatineau, Canada 
K1A 1G6

by telephone — 819-956-0425 or 
— 1-800-665-2472

by fax — 819-956-5740

by mail — CGSB Sales Centre  
Gatineau, Canada 
K1A 1G6

in person  — Place du Portage 
Phase III, 6B1 
11 Laurier Street 
Gatineau, Quebec

by email — ncr.cgsb-ongc@tpsgc-pwgsc.gc.ca

on the Web — www.tpsgc-pwgsc.gc.ca/ongc-cgsb
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Preface 

This document has been converted to a Government of Canada (GC) Standard in April 2014. Its previous 
designation was CAN/CGSB-168.1-91. The original content has not been modified. 
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CANADIAN GENERAL STANDARDS BOARD 

CLASSIFICATION AND DESCRIPTIONS FOR 
ADMINISTRATIVE SUPPORT TEMPORARY HELP 

INTRODUCTION 

This standard has been developed in response to a need to establish uniform classes and descriptions for ternporary 
help services that are of benefit to both the supplier and the user of the service. It is intended to support both the 
private and public sectors when defining their requirernents for temporary help in the administrative support area 

1. SCOPE 

1.1 This standard establishes a classification system and associated descriptions for temporary help services in the area 
of administrative support, including oftïce automation. 

2. CLASSIFICATION 

2.1 The following table (Table 1) lists the classes (e.g. clerks, secretaries, word processor operator) and levels (e.g. 
junior, intermediate. senior and executive) for the administrative support personnel covered by this standard. 

TABLE 1 

General Classes Reference Table 

LEVEL 

CLASS REFERENCE JUNIOR INTERMEDIATE SENIOR 
No. Par. No. (JI (1) (S) 

CLERK CLK-J CLK-1 CLK-S 

SEcRmARY SEC-J SEC-1 SECS 

TïPiST TYP-J TYP-1 TYPS 

WORD FROCESSOR OPERATOR WPO-J WPO-I w m - S  

DATA ENTRY OPERATOR DAO-J DAO4 DAO-S 

MACHN! AND PERIPHERAL MPO-J MPO-1 MPO-S 
EQUIPMENT OPERATOR 

MAINFRAME CONSOLE MCO-J MC04 MCO-S 
OF'ERATOR 

MICROCOMPUTER OPERATOR MC-J MIC-1 MlCS 

DESKTOP PUBLISHING OPERATOR DTP-J DTP-1 DTPS 

COMPUTER APPLICAVON CAS-J CAS-1 CAS-S 
SUPPORT SPECIALI!ST 

RECEPiïONlST REC-J REC-1 RECS 

SWITCHBOARD OPERATOR SBO-J SBO-1 SBOS 

RECEFïiONISTSWiTCHBOARD RSO-J RSO-1 RSOS 
OPERATOR -

2.2 Language Requirements -Personnel supplied may have one of hvo language profiles, either unilingual (English 
or French) or biiingual (English and French with a choice of 4 levels: A, B, C or C+).The language requirernents are 
identified in Appendix D. 
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2.3 For the classes, as specified below, additional skilis and specializations may be caiied-up as required. 

a. clerks and sectetaries (additional skilis): 

i. typing 

ü. word processing 

iü. cornputer operating 

b. Receptionists, switchboard operators and receptionist-switchboard operators (additionai skill): 

i. typing 

c. For secretaria only (additionai skilis): 

i. dictaphone andfor shorthand 

6 Clerks and secretaries (speciaiizations): 

i. a variety of specializations (e-g. accounting, legal, medical, etc.) relating to specific fields of expertise. 

2.4 The leveis for additional skiils are as foliows: 

2.4.1 Typing 

1 1TYPING 

25 words/min 40 wordslmin 5û words/min 60 wordstmin1 1 1 1 1 
3%ermrate 59ierrorrate 5% emr rate 5% error rate 

1 WORD PROCESSING 

Level 

See Appendices A and B for a detailed description. 

1 Basic 1 Intermediate 1 Advanced 1 

See AppendU C for a detailed description. 

2.4.4 K e y b d i n g  for Deskîop Publishing 

KEYBOARDING FOR DESKTOP PUBLISHING 

1 1 1 125 wodslmin 40 words/min 60 wadq(min 
39berrarrate 546emrraîe 5% error rate 
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Dictaphon8 and Shorthand (applies to secreianes only). 

DICrAPHONE 

ONE LEVELONLY 

See par. 4.2.2 f a  a detailed description for the dictaphone secretary. 

SHORTHAND 

LEVEL 1 LEVEL 2 

For general business and For minute taking and 
1 commercial use, a shorthand 1 verbatirn recording, a 1 

speed of 80 words per shorthand speed of 120 
minute is required words per minute is 

required 
L 

See par. 4.2.3 f a  a detailed description for a shorthand secretary. 

GENERAL REQUIREMENTS 

The following are g e n d  descriptions for each class of temporary help. This section provides a broad overview of 
the classes. Details related to levels within classes, additional skills and specializations are contained in Detailed 
Requirements, Section 4. 

CIerk -The main task of clerks is the processing of information by manual, h t t en ,  verbal or electronic means. 

Any requirement for word processing or computer ability must be specified on an individual basis, according to 
par. 2.4 of this standard. 

Speciaiized applications of this category are identifid in Table 2. 

Secretary -The primary duty of this category is to provide secretarial assistance to one or more individuals by 
performing administrative support activities. 

Any requirement for word processing or data manipulation musc be specified on an individual basis according to 
par. 2.4.2 and 2.4.3. 

Speciaiized applications of this category are identified in Table 2. 

Typist -The main task of typists is to prepare documents using typewriters as opposed to word processing 
equipment. 

Word Procesfor Operator -Spends a predominant amount of time performing document preparation or altention 
activities on word processing equipment. mis  includes p e s s i n g  operations associated with storage and reîrieval. 
Word processing equipment is defmed as comprising any computer-based o&ce equipment with full screen 
capability and storage used for text editing. Some examples of such equiprnent are: stand alone processing 
equipment; typewriters with full screens and software a program packages that can run on computers or 
microcoinputers. 

Word processors' clencai functions are restricted to îhose activities necessary to maintain the word processing 
capability and housekeeping (Le. reordaing supplies, restockhg papa and nbbons, etc.). 

Data Entry Operator - Sets up and operates key-driven data enrry machines to transcribe data from source 
material onto cards, tapes, disks and dislettes, and other recording media, in a form suitable for computer 
pracessing. 

Machine and Peripheral Equipment Operator -Sets up and operates one or more types of computer periphed 
machines such as printers, tapes and disk drives, card-readers. and character recognition machines îhat convert data 
from one form to another and sort, îabulate, read and print &ta, to enable accurate and tirnely input and output of 
information. 
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-

Type
No.
-
S1 

S2 


S3 

S4 

SS 

S6 


SI 


S8 

s 9  

SI0 

SI1 

S12-

FINANCIAL SERvlCES 
CLERK 

MATERULS 
MANAGEMENT 
STORESCLERK 

ïRANSPORT CLERK 

PERSONNEL CLERK 

SCIENTILlC OR TECHNICAL 
CLERK 


DICïAPHONE SECRETARY 

SHORTHANû S W A R Y  

MEDICAL SECRETARY 

LEGAL SECRETARY 

SClENTlFIC OR TECHNICAL 
S r n A R Y  

STATISIICAL SECRETARY 

Mainframe Consoie Operator 

TABLE2 

Speciaüzations 

LEVEL 

REFERENCE JUNIOR SENIOR 
Pu.No. (0 (SI 

ACCLK-J AC-CLKS -

PICLK-J RCLKS -

MM--J MM-CLKS -

m-CLK-J TR-CLKS -
PE-CLK-J PECLKS -

ST-CLK-J STCLKS -

DI-SEC-J DISECS -

SH-SEC-] SH-SEC-S -
MDSEC-J MD-SECS MD-SEC-EX 

LESEC-J LE-SECS LESEC-EX 

STSEC-J STSECS ST-SEC-EX 

SLSEC-J SL-SEC-S SL-SEC-EX 

-Operates and controls mainframe computers to process business, scientific, 
engineering or other &ta according to predetennined instructions. Organizes, regulates and monitors the flow of 
work through a computer configuration h m  a master console. 

Microcornputer Operator - Performs a number of office administration operations using microcomputers 
equipped with appropriate business software programs. These workers spend the predominant portion of their time 
operating microcomputing equipment. 

Desktop Publishing Operator -Operates integraîed word-processing/rnicmomputer-based system equipment to 
produce manuals, brochures, pamphlets, newsletters, and other in-house publications. Employs speciai software to 
prepare and pnnt a variety of typeset or near-typeset quality documents. 

Cornputer Application Support Specialist - Provides support to users of microcomputers, their penpheral 
equipment and associated software by providing advice, instniction, analyses, application, instdiation, testing 
implementation and documentation related to users' hardware and software. 

Receptionist -Greets visitors, clients, customers and callers, determines the nature of their business, and directs 
them to the appropriate person(s) or place(s). Answers inquiries and pvides  infomtion regarding activities 
carried on inside or outside the organization. A receptionist's duties vary greatly according to the needs of the 
employer. 

Switcbboard Operator -Operates rnanual or computer-controlled telephone switchboards to relay incorning. 
outgoing and interoffice calls. Provides information to callers and records messages. 

Receptionist-Switchboard Operator - Greets visitors entering the establishment and operates a telephone 
switchboard. Performs a combination of receptionist and switchboard operator duties as detemined by the 
employer. 
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4. DETAILED REQUIREMENTS 

4.1.1 Junior Ckrk -This job involves routine, repetitive tasks of low complexity involving a limited number of clearly 
defmed procedures and instructions. The individual requires only limited knowledge or experience relating to the 
work to be perfmed. Assignments may involve the use of standard office appliances or equipment (telephone, 
photocopier, etc.). Work is generaily reviewed while in progress and increasing independence is given as experience 
is gained in the position. A junior clerk wiU not nonnaiiy be required to have word processing or computer skills but 
can be required to have typing skiils at either Ievel 1 or level 2, as specified (saTable in par. 2.4.1). 

4.1.1.1 Typical Dulies 
- perfming a variety of functions relating to the receiving and distribution of mail (pickup, sort, deliver. etc.); 

- compkting cowier forms and dispatching couriers; 

- assisting in the maintenance of stationery and supply records, catalogues, indexes, etc.: 

- f i g  material; 

- minimal typing (Le. typing file labels). 

4.1.2 Intcrtnediaic Cierk -An intermediateclerk performs tasks which require occasiod deviations or selection from 
arnong several established procedures. A rnajority of the individual's time may be spent updating and maintaining 
records, posting routine work and preparing correspondence for review. Hdshe should be familiar with genenl 
office procedures, be able to use basic office equipment, and have good mathematical and spelling abilities. A good 
level of knowledge, training or experience relating to the work is needed to perfom the job functions. 

4.1.2.1 Subgroups -Select from the appropriate subgroup: 

1. Intermediateclerk (without word processing or computer capability or typing skilis) 

2. intermediateclerk plus Typ 1 

3. intermediateclerk plus Typ 2 

4. Intermediateclerk plus Typ 3 

5. Intermediate clerk plus WP 1 

6. intermediateclerk plus WP 2 

7. Intermediate clerk plus WP 3 

8. Intermediateclerk plus C 1 

9. Intermediatecl& plus C 2 

10. Intemiediate clerk plus C 3 

No&: For a detailed description of additional ski11 levels. see par. 4.15. 

4.1.2.2 Typical Duties 
- checking forms, letters and documents for correct names, addresses and descriptions, proofreading for typing 

emrs, making simple arithmetic calculations while checkhg the accuracy of data, writing receipts, entering 
applications. making routine work entries; 

- preparing fonn letters, licenses and ce r~ca îes  for mailing; 

- gathenng statistics and other types of records and preparing routine reports; 

- coding and processing invoices; 

- perfonning order de& duîies (i.e. receiving and placing matefial ordm). 

4.1.3 Senior Ckrk -A senior clerk possesses al1 of the skills required in the lower clerical categories and has the ability 
to work with minimal supervision. In some positions. senior clerks will be responsible for the performance of 
complex clerical or moderately-complex specialized functions. In other positions. supervision of subordinrite 
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workers is the principal responsibiliiy. In some instances, the work performed is relatively routine but carries the 
added responsibility for fmality of action where circumstances do n d  permit direct observation or review. When 
assigned to the work a in the case of new tasirs, these workers usually receive detailed insmctions. Subsequently, 
duties are perfmed wiîh a considerable degree of independence, and only matters of an unusual nature or questions 
involving policy and procedures are referred to others for decision or advice. 

Where supervision of other individuais is required, it involves workers engaged in îasks of limited complexity. The 
extent of supervisory review of the work of senior cl& varies. Periodic checks of results may be sufficient in some 
cases; however, detailed checking may be required due to the greater consequences of undetected errors. Included in 
this classification are assignments that may require the operaiion of stiuidaïd office appliances. 

4.1.3.1 Subgroups 
1. Senior clerk (without word processinglcomputer capability or typing skills) 

2. Senia cierk plus Typ 1 

3. Senior clerk plus Typ 2 

4. Senia clerk plus Typ 3 

5. Senior clerk plus WP 1 

6. Senia clerk plus WP 2 

7. Senior clerk plus WP 3 

8. Senior cle* plus C 1 

9. Senia clerk plus C 2 

10. Senia clerk plus C 3 

4.1.3.2 Typical Duties 
- compiling reports requiring considerable judgement based upon knowledge gained through experience; 

- interviewing members of the public, explainhg and interpreting acts, regulations or policies; genemting 
appropriate correspondence after reviewing irregularities, files or other documents: 

- reviewing a variety of forms, statements, bills, applications, permits. and records received from the 
computations, propriety of charges and figures, eligibility for grants, confmance with regulations and 
procedures, etc.; 

- checking and evaiuating or assessing applications for permits, licenses or other similar documents; 

- supervising subordhate workers engaged in routine clerical tasks ensuring that procedures are followed and 
production is maintaid, resolving routine work problems; or replying to routine departmental 
correspondence; 

- maintaining or supervising the maintenance and preparation of a variety of clerical records such as perpetual 
inventories, voluminous time certificates, and records of receipts and expenditures; 

- maintaining complex filing systems including speciaked technical systerns. 

NO&: For a detailed explanation of additional skill levels see par. 4.15. 

4.2.1 Alîhough it is recognized that dictaphone and shorîhand skills are desirable in a secretary, these skills are to be 
specified separately. If these skills are required, the standards are as follows: 

4.2.2 Dictaphone - In addition to normal secretarial duties, and any skill or specialization requirements, a dictaphone 
secretary shall have a minimum typing speed of Level3 (50 words per minute/% error rate) and possess excellent 
spelling. grammar and punctuation skills in the appropriate language. 

The speed and accuracy with which dictaphone transcription can be carried out is dependent not only on the 
keyboarding skiils of the individual, but on the clarity and speed of the dictation, delivery of the dictator and the 
quality and sophistication of the electronic equiprnent used for both dictaîion and transcription of the material. 
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S h M  - In addition to normai secretariai duties and any ski11 or specialization requirements, a shorthand 
secretary should be able to transcribe dictated material from shorthand notes. A keyboard speed minimum Level4 
(60 woods per minuW5% error rate) is required 

Level 1 -For genefal business and commercial use, a shorthand speed of 80 words per minute is required. 

Level2 -For minute talcing and verbatim recording, a shorthancl speed of 120 wotds per minute is required 

Junior Secrctury -This is an enrry level position thaî requires basic business skius wiîh minimal knowledge of the 
organizatim. policies and pocedures. It requires keyboard skiils (typewriter, word processor or computer as 
appropriate) of at least 50 words per minute with a maximum 5% error rate. Individuals should have good grammar, 
spelling and punctuation. This group is divided into subgroups. 

subgroups 
1 .  Junior secretary plus WP 1 

2. Junior secretary plus C 1 

Note: For a detailed description of additional skill levels, see par. 4.15. 

Typicai Dun'es 
- reproducing correspondence, reports, tables h m  handwritten or pnnted material; 

- answering telephone, taking messages. etc.; 

- filing and photocopying; 

- may perfonn reception duties. 

ïntermediatc Secreîmy - This position provides working support to a specific management position or 
organization. The individual must be able, subject to general supervision, to perfonn a varieîy of secretanal 
functions such as those detailed below. The position requires an individual with very good spelling. grarnmar and 
punctuation skills as well as keyboard (typehter, computer, word processor, as appropriate) skills. The individual 
must have keyboard skilis of 50 words per minute with a maximum 5% error rate. The individual would also have 
the ability to determine Morities in d d y  work assignments and have a thorough understanding of the capabilities of 
the office equipment helshe uses on a daily basis. 

Subgroups 
1 .  Intemiediate secretary plus WP 1 

2. Intermediate secretary plus WP 2 

3. Intemiediaie secretary plus WP 3 

4. Intemiediate secretary plus C 1 

5. Intesmediate secretary plus C 2 

6. hiemediate secretary plus C 3 

Nolc: For a detailed explunation 4 additional skill levels, see par. 4.15. 

Typicai Duties 
- word pes s ing  or typing with attention to format and presentation of material; 

- maintaining fding systems; 

- generaîing mutine ch-

- composing routine correspondence; 

- screening and routing telephone calls; 

- making appointments and ûavel arrangements. 

Senior S e c r e ~  -This position provides working support to a specific management position and requires an 
individual wiîh strong organization and communications skills, both verbal and written. The temponry help 
employee in this position is able to exercise good judgement in work methods and pnorities. Helshe must also have 
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tact, diplomacy and the ability to maintain confidentiality. Strong keyboard sidis (typewriter, computer, word 
procesor as approjniate) of level 3 are required. Excellent grarnmar, spelling and punctuation are required. 

4.2.6.1 Subgroups 
1. Senia seaetary (without word processing/computer capability) 

2. Senior sccretary plus WP 1 

3. Senia seaetary plus WP 2 

4. Senia seaetary plus WP 3 

5.  Senia secretary plus C 1 

6. Senia seaetary plus C 2 

7. Senia secretary plus C 3 

Note: For a detailed explanation of addirional skill levels, see par. 4.15. 

4.2.6.2 Typical Duties 
- providing guidance to stenographic/clerical positions; 

- assisting in report prepasation and projects quiring andyticai skiiis; 

- composing routine as well as non-mutine correspondence; 

- screening and handling telephone calls as appropriate; 

- taking minutes other than verbatim at meetings; 

- communicating with senior managedexecutives; 

- making appointments and travel anangements. 
\ ,  

4.2.7 Exceulive Secntmy -This position p v i & s  full working support to a specific management position and requires 
an individual who is qualified to perform the fuii range of secretarial duties. Helshe is also able to exercise good 
judgement in work methods and priaities. The individual must also have tact, diplomacy and the ability to maintain 
confidentiality. Strong keyborad slcills (typewriter, wmputer, word processor as appmpnate) of at lest level 3. 
Excellent gramma., speliing and punctuation are quired. 

4.2.7.1 Subgroicps 
1. Executive secretary (without w d  processing/ computer capability) 

2. Executive secretvy plus WP 1 

3. Executive secretary plus WP 2 

4. Executive secretary plus WP 3 

5. Executive secretary plus C 1 

6. Executive secretary plus C 2 

7. Executive secretary plus C 3 

4.2.7.2 Typical Duties 
- reading incoming correspondence and flagging items of importance or preparing summaries; 

- reiaying instructions between supervisor and subordinam; 

- c d n a t i n g  the activities of other staff and provide instruction to complete assignments; 

- determining priaities to meet deadlines; 

- saching for, exûacting, coliating, and summarizing data; 

- composing and signing replies to g e d  inquiries and drafting more difficult correspondence for the signature 
of his/her supeMsor, 

- liaising with senior officiais cmeming meetings; 
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- talcing notes at meetings (not verbatim) and preparing minutes; 

- typing I e t m  and memoranda from rough notes; 

- screening al1 outgoing correspondence for accuracy; 

- supervising other office sian; 

- acting on mutine malters affecting the day-to-day operation of an organization in the supervisor's absence. 

Note: For a detailed explanation of additional ski11 levels, see par. 4.15. 

Class 3 -Typisîs 

Junior Typkt -This is an entry level position requiring individuals with good typing skilis of at least Ievel 3. The 
individual has good grammar, spelling and punctuation but requires some supervision and assistance in the 
performance of his/her duties. 

Typicai Dutîes 
- producing cornpondence or reports from a variety of sources; 

- making minor edits to documents; 

- sîoring and filing text; 

- recalling, retrieving and printing text 

Intermediate Typist -This individual must have very good typing skilis (60 words per minute, i.e. level4) with a 
maximum e m r  rate of 5%. This individual must have good grammar, spelling and punctuation and can work with 
limited supervision. 

Typical Duties 
- typing reparts, correspondence from a variety of sources (i.e. handwritten or printed documents); 

- performing major editing and revising functions. 

Senior TypLrL -This individual must have very good typing skiiis (60 words per minute) with a maximum error 
rate of 5% and can perform al1 of the functions expected of the junior and intermedirite typists. The individuai must 
have very good grammar, spelling and punctuation and be able to work with limited supervision. Work is performed 
according to established prionties and deadlines. 

Typicai Duties 
- intermediate Typist duties, plus; 

- proofreading his/her own work and making required corrections; 

- supervising the activities of other typists in the unit. 

Class 4 -Word Procesor Operator 

Junior Word Processor Opemtor -This is an entry level position requmng an individual with good typing skills 
of at least level 3, and the ability to perfomi basic word pmcessing functions on the machine. The individual has 
good grammar, speUing and punctuation but requires some supervision and assistance in the performance of hisiher 
duties. Word processing skilis correspond to WP1 in Appendix A. 

Typical Duties 
- using basic word processing functions to produce correspondence or reports from a variety of sources; (i.e. 

handwritten or printed documents) 

- making minor edits to documents; 

- storing and filing text; 

- recallig, retrieving and pnnting text. 
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Intermedi<rta Wonl Processor Operotor -This individual must have very good typing skills (60 words per minute 
- level 4) with a maximum error rate of 5% and can perform ali of the functions required of a junior word 
pmcessor operaior. Hdshe also has the abiiity to perform complex word processing and other functions on the 
system. mis  individual must have good grarnmar, spelling and punctuation and can worlr with limited supervision. 
Word processing skills wmspond to WP2 or WP3 as in Appendix A. 

Subgroups 
1 .  intermediate Word Rocessor Operata WP2 

2. intermediate Word Rocessor Operata WP3. 

TypicalDluies 
- using basic word pmcessing functions to type reports, correspondence h m  a variety of sources (Le. 

handwritten or printed documents); 
- performing major editing and revising functions; 

- performing system maintenance tasks. 

Senior Word Processor Operotor -This individual must have very good typing skiils (60 words per minute) with 
a maximum emor rate of 5% and can perform ail of the functions expected of the junior and intennsdiate word 
processor operators. Helshe also has the ability to perform complex word pmcessing functions on the machine. The 
individual must have very good grammar, spelling and punctuaîion and be able to work with limited supervision. 
Work is performed according to established Morities and deadlines. Word processing skills correspond to WP3 as in 
Appendix A. 

Subgroups 
1 .  Senior Word Processor Operator WP2 

2. Senior Word Processor Operator WP3. 

TypicalDuties 
- using speciai feahires of software packages; 

- performing other specialized functions; (i.e. using graphies. system troubleshooting, etc.); 

- using basic word pmcessing functions to prepare reports, cmspondence from a variety of sources; (Le. 
handwritten or printed documents); 

- proofmding hisher own wark and making required corrections; 

- training other individuals in the use of the system; 

- supe~s ingthe activities of other word pmessor operators in a word processing unit. 

Class 5 -Data Entry Operator -Sets up and operates key-driven data entry machines to transcribe data from 
source materiai onto cards. tapes, disks and diskeîtes. and other recording media, in a f m  suitable for computer 
proce*g. 

Subgroups 
Junior Data Entry Operator 

Viewed as an entry level position. a junior operator is expected to have some experience in openting data entry 
equipment. Waking under direct supervision, hdshe must be able to enter routine, nonçomplex data. 

Intcrmediate Data Entry Operata 

This level requires experience in openting data entry equipment under general supervision, to record and verify 
&ta frorn a variety of complex and nonçornplex source documents. Operators may be required to code 
documents prior to input. 

Senia Data Enüy Operator 

Must have substantiai experience in operating a variety of data entry equipment andla enter data to multiple 
screens, may supervise and control the quality of data entry. 
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4.5.2 Typicai D&s 
- loading machine with data entry media such as tapes, car& and disks; 

- assembling information to be ûanscribed in prescribed ordec 

- setting machine guides, switches a keys; 

- operaCing keyboard device to input data; 

- verifying accuracy of own or other recorded data; 

- adhering to privacy, confidentiality and security standards., 

- correcthg work and editing content and format of recorded data as required; 

- unioeding machine afîer operation; 

- may operatekeyboard to îransmit &bed data; and 

- may prepare source documents for entry and supervise and coordinate activities of other operatm. 

4.6 Clsps 6 -Machine and Peripheral Equipment Operator - Sets up and operates one or more types of 
mainframe, mini a micmmputer peripherai machines, such as pnnters, tapes and disk drives, and character 
recognition machines that convert &ta from one form to another and sort. tabulate, read and print data, to enable 
accurate and timely input and output of informaîion. 

4.6.1 Subgroups 
1. Junior Machine Operator 

An enby level worker with some expenence in operating computer penpheral machines is required. The 
operatof will be working under direct supervision. 

2. Intermediate Machine Operator 

'ibis level requires experience in operating a variety of data production' equipment. Genenl supervision is 
normally provided. 

3. Senia Machine Operator 

Substantial experience in operating a variety of machines is required as the incumbent will be expected to work 
w i h t  supervision for varying penods. Operaion may, in some insiances, be required to provide instruction 
and supervision to other machine operators. 

4.6.2 Typicai Duâies 
loading data processing input and/or output material, such as cards, tapes, output forms and vouchers into 
holding device on peripheral machine(s); 

positioning guides, switches and keys according to specified operaîing instructions to align machine(s); 

starting machine(s), and monitoring operation to check for accuracy and quality; 

maintaking machine(s) and reporting major malfunctions; 

ensuring daîa processing media (di&, tapes. cards) are in worlùng order; 

stopping machine(s) on completion of operation; 

unloading printed, punched, sorted, tabulated or read maîerial, and preparing distribution; 

mainiainhg operational records and controlling stock of computer supplies used for processing; 

performing routine remedial operations such as handling paper breaks and jams; 

compiling error logs for statistical purposes; and 

assisting in the tape library. 

4.7 Cl- 7 -Mainframe Console Operatw -Operates, controls and schedules mainframe computers to process 
business, scientific, engineering or other data according to predetermined instructions. Organizes, regulates and 
monitors the flow of work through a computer configuration from a master console. 
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Subgroups 
1 .  Junior Mainframe Console ûperator 

Subtantial experience in aperating a variety of computer peaipherai equipment is required. Previous experience 
Ui operating a mainframe computer console is also a prerequisite. 

2. intermediate Mainframe Console Operaior 

The individuai will be required to effectively operate a computer console and monitor system performance. The 
supervision of peripheral machine operators is another requirement for this level. 

3. Senia Mainframe Console ûperatar 

The individual must be able to operate the mainframe computer console, perform the planning and conml 
functions associated with the operation of the computer, resolve operating problems, and write new operationai 
procedures and working schedules. In addition, this level assumes the overall responsibility for the supervision 
and direction of machine opedors. 

Typical Dutics 
- setting up computer configuration equipment; 

- operathg computer consde; 

- monitoring performance of software and hardware, and taking corrective action as required; 

- supervising and directing @enphetal) machine operators: 

- perfonning maintenance tasks associated with assigned computer configurations; 

- monitaing overaii system performance; 

- preparing schedules and perfming other planning and controiüng functions associated with the operation of 
computers; and 

- supe~s ingand cmrdinating activities of peripheral machine operators. 

Class 8 - Micmcomputer Operator - Perfms a variety of office and administration tlisks using 
micmcomputers equipped with appropriate business software program. Spends the predominant portion of time 
operating microcomputing equipment. 

Subgroups 
1 .  Junior Microcomputer Opeiator 

Some experience in operating micmcomputers in a business setting is required. This normally involves 
perfming routine, nonamplex tasks. 

2. intemediate Microcomputer Operator 

Experience in working with microcornputers and business programs is required. A variety of complex and non-
complex ta& are canied out under minimal supervision. 

3. Senia Microcomputer Operator 

Substantiai microcomputing experience is required. It is expected that individuais in this category be able to 
p e r f m  ail business computing tasks without supervision. 

Typicol Duties 
- setting up and operating business and personai computers: 

- selecting and mning appropriate software packages: 

- inputting, storing and reûieving business information; 

- editing and revising texts: 

- producing business correspondence and documents in mailable form; 

- creating statistical charts; 
- maintainhg production and inventory records, and, 

- carrying out a variety of other office adminisiration operaiions using microcomputers. 
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4.9 C b  9 - lksktop Publishing Operator -Operates integraîed word pmcessing microcornputer-based system 
equipment to produce manuais, brochures, pamphlets, newsletters, and other in-house publications. Employs 
specialized software to prepare and print a variety of typeset a near-typeset quality documents. 

1. Junior desktop publishing operator 

2. Intermediate -top publishing operator with K2 

3. Intermediate desktop publishing operata with K3 

4. Senia desMop publishing operator with K2 

5. Senia desktop publishing operator with K3. 

4.9.1.1 Junior Deskrop Publishing Operator -This is an enûy level position. The operator has level K1 keyboarding skills 
(par. 2.4.4). Heishe must have word p e s s i n g  skills and be able to formai text within the desktop publishing and 
word processing packages king used (includes page break, underline, boldface, cut and copy text, font changes and 
side by side colurnns). The individual must be able to format text and have a general knowledge of the operation of 
the computersperating system (ex. for IBM compatible PCs -knowledge of DOS). 

4.9.1.2 Typical Dun'es 
- stating program a related programs; 

- preparing and editing text for desktop publishing; 

- formatting and manipuiating texts within the desktop publishing program; and 

- saving and backing up files. 

4.9.1.3 Intenneâiate Desktop Publishing Operator -Hdshe should have a knowledge of word processing and a knowledge 
of the operating system. The individual must have the ability to size and sa le  pichires and graphics within the 
desictop publishing program as weU as the ability to set up tables, headers, footers and footnotes, generate a table of 
contents and index, start relateû programs and save and back up files. Keyboarding skills are to be either K2 or K3 
(par. 2.4.4) as specified in the order. 

4.9.1.4 Typical Dulies 
- preparing text f a  desktop publishing; 

- formatting disks within deslrtop publishing; 

- pfeparing page iayouts under supervision; and 

- finishing off documents by inclusion of footnotes. 

4.9.1.5 Senior Deskrop Publishing Operator -This individuai has the skilis as outlined for the foregoing two levels plus, a 
good knowledge of graphics and design layout, a good knowledge of al1 relaîed packages to the desktop publishing 
package king used (for ex. for the IBM environment this would include the foiiowing programs: Lotus 1.2.3; D-
Base 3, WordPerfect; Multi-mate; MS Word PC;Gem Draw; Gem Graph; Gem Paint; Corel Gnphic Progms; for 
the MacIntosh, Pagemalter and Quark Express). The individual has k e y b d i g  skills at K2 or K3 (par. 2.4.4). 
He/she must be able to p e r f m  letter tracking, kerning, produce multi-chapter publications, and install ail rehted 
software. To p e r f m  this function, a h u g h  knowledge of file management, computer openting systems, laser 
printm, various printing methods within the printing industry and of al1 related desktop publishing related utility 
programs is requed. 

4.9.1.6 Typical Dulies 
- al1 duties as per the junior and intermediate level plus; 

- supervising deskiop publishing production; 

- producing fuial dmft of publications. 

4.10 Class 10 -Cornputer Application Support Specialist -Provides support to users of microcomputers, their 
peripheral equipment and associated software, for the purpose of increasing efficiency and productivity. The support 
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provided may be in the fonn of advice, instniction, anaiysis, application, installation, testing, implementation and 
documentation reiating to the users' hardware and software. 

Typical tasks would be: configuration of existing or newly acquired hardware and software. hard disk management, 
disk operating system; configuration, implementation and use of application utilities, menus design; security 
~ ~ g u r a t i o n ;problem analysis; isolation and comtion; sofîware and hardware evaiuation. 

4.10.1 Subgroups 

1. Junior Application Support Specialist 

Working in a single user environment, this individuai should have a sound basic knowledge of the 
preâaminanîly used software, relevant hardware and operating systems and should be able to insîruct users, 
analyse, isolate and correct simple problems. 

2. intennediate Application Support Specialist 

Working in a single user or file sharing environment, this individuai should have a thorough knowledge of the 
predominanîly used software and relevant hardware and operating systems, commensurate with the capability of 
enabling the systerns to be used to a high degree of potential efficiency and productivity. 

3. Senia Application Support Specialist 

Working in a networking environment, this individual should be capable of configuring network software 
ensuring compatibility of ail relevant programs, utilities. hardware and peripherals. 

A detailed knowledge of the predominantly used software, operating systems, communication protocols, 
commensurate with enabling the systems to be operated to theû maximum efficiency and productivity. 

4.11 Class 11-Receptionist -Greets visitors, clients and callers, determines the nature of their business, and directs 
them to the appropriate person(s) or place(s). Answers inquiries and provides information regarding activities 
canieû on insi& or outsi& the organization. Receptionists' duties Vary greatly according to the needs of the 
organization employing them. 

4.11.1 Subgroups . 

1. Junior Receptionist 

Junior receptionists require some experience in greeting the public and answering enquiries in person or by 
telephone. 

2. Intermediate Receptionist 

mis  level requires direct experience in greetik people coming into offices and establishments, ascertainhg 
their needs and directing them to appropriaîe persons or directing them to appropriate persons or locations. 

3. Senia Receptionist 

Personnel supplied require substantial experience in perfonning receptionist duties. In addition, the individual 
requires sirong communication skills, a personal presentation suited to the organization, and the necessary tact 
and judgement to deal with ail levels of visitors. 

4. Executive Receptionist 

Working in a high profile environment, sometimes dealing with a multiplicity of nationalities, an executive 
receptionist carries out the duties of a senior receptionist and additionaily would usually be required to make 
travel arrangements, schedule appointments, meeting and conferences, using manual or computerized planning. 
recording and messaging systems. 

4.11.2 Typicai Duties 

- receiving clients and other visitors: 

- answering inquiries and providing information, by telephone and in person; 

- scheduling appointments and maintaining client recail system; 

- sorting mail and disûibuting messages; 

- receiving incoming, outgoing and inter-office cails; and 

- may perfonn other clerical duties. 
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4.12 Ciass 12 -Switchbaard Operator -ûperates manual or computer~~ntrolled telephone switchboyds to relay 
incoming. outgoing and inter-office d s .  Rovides information to callm and records messages. 

1. Junior Switchboard ûperator 

Requires some experience in operating telephone switchboards. Good communication skills are required. 

2. Intermediate Switchboard ûpemtor 

Requim experience in operaîing a variety of telephone switchboards. G d  communication skills are required. 

Requires substantial experience in operating a variety of manuai and cornputer-controlled telephone 
switchboards. Excellent communication skills are required as the operator will genenlly be dealing with 
executive and other senior level contacts. 

Typical Drrdcs 
- greeting callers and &terminhg nature and purpose of d; 

- relaying incoming, inter-office and outgoing d s ;  

- answering telephone inquiries; 

- recordhg and disüibuting messages; 

- maintaining record of incoming and outgoing calis; and 

- may perform other routine clerical duties. 

Class l3 -Rectptimist-Switchbmrd Operators -Receptionist-Switchboard Operators greet visitors entering 
an establishment and operate a telephone switchboard. They p e r f m  a combination of receptionist and switchboard 
operator duties as detennined by the organization employing them. 

Subgroups 
1. Junior Receptionist-Switchboard Operator 

Some experience in performing a combination of basic receptionist and switchboard operator duties is required. 

2. Intemediate Receptionist-Switchbûard Operator 

Candidates require experience in performing a variety of receptionist and switchboard operator duties as are 
&tennined by the establishment requiring the service. Good communication skills are required. 

3. Senior Receptionist-Switchborrrd ûperator 

Substantial experience in performing both receptionist and switchboard operator duties is required with 
cornmensurate communication skills. The make-up of duties will Vary according to the needs of the 
establishment requiring the service. However, senior receptionist-switchboard o p t o r s  are usually found in 
executive level offices and require considerable tact and judgement. 

T y p a  Duties -The typical duties are a combination of those defined in par. 4.1 1.2 and 4.12.2. 

Language Skills -See Appendix D. 

Additional Skill Levels 

Tpping -This skiil refers to typing on a standard typewriter as opposed to a word processor. There are four levels 
of typing skills as defined in par. 2.4.1. A level 3 or 4 typist is expected to be proficient in typing statistical data. 

WordPmcessing -For the purposes of this skill level, the use of any keyboard with a full screen, disk or tapes is 
considemi to be word processing. There are three levels: WP1,WP2 and WP3. Appendix A identifies in detail the 
functions thaî an individuai at each skill level must be able to perform. Appendix B identifies the documents that are 
usually associateci with each skill level. 
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Cornputer SküLP -For purposes of this skiil, there are three levels: Cl, C2 and C3. Appendix C provides a basic 
description of these skill levels. 

K 6 j ~ i n gSküLP -This ski11 refers to keyboarding for desktop publishing. There are 3 levels: KI,K2 and K3 
(see par. 2.4.4). 


Apart from the additionai skills identified in par. 4.15, other added and/or specialized capabiiities may be required 
or used for Cbss 1 (cl&) and Class 2 (secretmies). The specialization indicatm that in addition to the detailed 
quirements for these classes, special knowledge of the field indicated is required and it is expected that personnel 
supplied with îhese specializations will have previous experience in these areas.The specializations are defined as 
f0Uows: 

4.16.2.1 Accounting -Performs a variety of activities relating to accounting including calcuhting, posting and recording 
data. m i s  function can also involve activities such as preparing disbursements, vouchers, invoices, account 
statements, payroiis as weU as &bit and credit adjustments. 

4.16.2.2 Financiui Services -Are involved in activities such as reviewing insurance applications, calcuiating premiums and 
dividends. making insurance policy changes, processing applications for loans and mortgages, checking ledgers. 
ccnnpiiing rental or d e s  data relating to real estate. 

4.16.2.3 Materials Management (Stores) -Are involved in activities such as registering requisitions and checking them for 
ccnnpieteness and requisite authority, answering price and avaiiability enquiries, drafting purchase orders, making 
call-ups against standing offers, stocktaking and inventory control, gathering information on vendor performance, 
coding procurement documents, notwing unsuccessful bidders, and oîher support activities associakd with 
obtaining and maintainhg supplies. More experienced maîeriai management clerks are farniliar with selecting 
suppliers, based on historic information, (established source lists, catalogues and/or trade directories): as weli as 
with computing cost estimaies, considering cash and quantity discounts. transportation costs, duty and m, as 
applicable. 

4.16.2.4 Tramport - Arranges for the movement of goods or people. This may involve determining and selecting or 
advising on appropriate methods of shipment. It may also involve activities such as assembling, packaging, loading 
and shipping of materials. This function requires knowledge of shipping of materiais, as well as of shipping 
procedures, routes, rates, custom clearance procedures, etc. 

4.16.2.5 Personnel -Are involved in compiiing and maintainhg records relaîed to activities such as recniitment. iraining, 
promotion, attendance, retirement and discharge of employees. 

4.162.6 Scienrific or Technical -Are involved in activities such as maintainhg records of chemicals or other supplies and 
equipment king used It may also involve preparing or verifying test sarnples, cleaning specialized scientific 
technical apparatus and saivaging such material for reuse. 

4.16.3.1 Dictaphone -See par. 4.2.2 

4.16.3.2 Shorthand -See par. 4.23 

4.16.3.3 Medical -This individual works in hospitals, clinics, government agencies and in physicians' offices. Helshe 
perfoms duties sirnilar to generai secretaries, utilizing knowledge of medical terminology, and hospital and 
laboratory procedures. Typical duties include transcribing case histories, medical reports and related 
correspondence, completing medical insurance claim forms for professionai and technical fees. Helshe may also 
perform other duties such as ordering office supplies, etc. 

4.16.3.4 Legal -mis  individuai perfms secretarial duties in law offices, land titie offices and in the legai departments of 
government, real estate and other business establishments; helshe perfms duties similar to those of general 
secretaries. utilizing knowledge of legal terminology, procedures and records. Activities could include transcribing 
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and typing deeds, affidavits, wilis, briefs and other legal documents, preparing petitions, subpoenas, contracts, 
deeds, mortgages and other legal documents. He/she may perform other duties including maintaining fuiancial 
records and supervising offie workers. 

4.16.3.5 Scientjfic or Technical - This individual performs secretaria1 duties in engineering, research or scientific 
establishments or offices; this work is simiiar to that of generai secretanes except that it utilizes icnowledge of 
engineering. rese;irch or scientific terminology, procedures or records. 

4.16.3.6 Statistical -This individual performs duties similar to those of general secretaries except that a substantiiû amount 
of tirne is spent entexing/typing numbers for statistical purposes. 

5. NOTES 

5.1 Ordering Information - The chart in Appendix E summarizes the various classes, levels, additionid skills, 
specializations and laquage combinations. When placing a request for services from a temporary placement f m .  
the information on Appendix F is to be pmvided to the supplier. 
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APPENDIX A 

WORD PROCESSING SKILL LEVELS 

A JUNIOR OPERATOR CAN: 

SEï üP T H E  SYSTEM 

tum machine cm and off 
use opcrator I.D. and password (sccurity 
codes) 
acceas word procesring from floppy disk. 
hard disk or shared systcm with direction 

KEYBOARD (TYPE) 
use alpha numeric keys O<cyboard 
familiarity) 
use code and fundion keys (undencorn, 
centre. boldface. etc.) 
use curror or locator keys 

CREATE DOCUMENTS 

name documents 
format (set tabs, margins, line spacing. pitch. 
etc.) 
use pranpts. messages and menus 
use stop codes (with repetitive documents) 
paginatelrepaginate 
hyphenate 
j u s t e  k a t  
use speilshecking features 
correct characteta and words while 
keyboarding 

MAKE MINOR EDITS 

s c d  (horizontaiiy and vertically) to nview 
text 
change margiru. tabs. line spacing, etc. 
delete. insert and replace k a t  (characters, 
words and lines) 
copy or m w e  text (within a document) 

STORFlFILE TEXT 

store newly created documents 
store more than m e  version of a document 
set up and maintain text files 

RECALUREïRIEVE TEXT 

use document indexldirectory 
access storcd texttdocurnent 
acess ("go to") spccific pgedsediona 
within a document 

PRINT TEXT 

startlstop printer, including laser p ~ t e r  
set up printer using menus or pnnt 
commands to print from screen or storage 
load paper 
modify print queues 
change ribbons or pMt  wheels 
operate automatic sheet feeder 

- - 

WPZ - INTERMEDIATE 

AN INTERMEDIATE OPERATOR CAN 
EXECUTE A U  BASIC FUNCïiONS AND 
CAN: 

S m  UP SYSTEM 

load the system/prognun disk 
load work disk 
acfesr word processing from floppy disk. 
hani disk or shared system 

CREATE DOCUMENTS 

use autanatic page numbering features 
set up rnulti-column text (as in a table or 
chan) 
use footnotes 
use headen and footen 
use decimal alignment 
use superscript and subscripî 
use outiine features 
work with proportiondy-spaced text 
(fonnatiing. setting up tables, etc.) 
merge standard documents (fom lerters) 
with variable lists 
create librarieslfolden 
use aitemate (stored) formats 

DO MAJOR EDITING AND REVISING 

reformat documents (margins. tabs, etc.) 
move or copy/duplicate blocks of text or 
documents (from document to document or 
disk to disk) 
delete, insen or replace blocks of text 
move or copy columns 
delete, insert or replace wlumns 
delete documents (fran librarylstorage) 
use global search and replace 
use document/paragraph assembly features 
(boilerplaies) 

PROGRAM SPECIAL FüNCMONS AND 
SYSïEM MAINTENANCE TASKS 

perform general housekeeping (archive. 
delete multiple documents. etc.) 
use a laser printer 
work with primaty operating commands 
use directories 
mail merge 
create and work with dual column text 
(newspaper/paraUel) 
select laser printer defmitions andlor fonts 

WP3 - SENIOR 

A SENIOR OPERATOR CAN EXECUTE 
A U  BASIC AND INTERMEDIATE 
FUNCllONS AND CAN: 

USE SPECIAL FEATURES AND 
SOFTWARE PACKAGES 

use math features 
SOT( and select (records. list processing or 
work with data bases) 
set up and maintain data files 
merge with ides 
use canmunication features 
write glossary. keystroke save. and otlier 
keystroke meniory routiiie iiiacros 
create sysirm dictioiiary 
use f i e  conversion 

PERFORM OTHER SPECIALIZED 
FUNCTlONS 

use graphics 

perform system traiblesbooting 
integraie different software packages 
(spreadsheet with word processiiig. etc.) 
interface with photocompositioii. sc.anniiig 
and faaimile devices. etc. 

PERFORM LEAD OPEKATOK 
FUNCTIONS 

set up and revise sysieni profiles 
set up printer and delinitions 
assign security codes uiider depniiiciii 
direction 
manage systeiii hwsekeeping (purge files, 
make backup copies of docunients, archives. 
etc.) 
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APPLICATIONS 
@OCUMENTs) 

Individd Pomi (Rcpecitive 
Le-i witb Stop Coda 

kbek and Envelopi 

S W n i  Letien Seleaivcly Mergd 
with F i s  or Daia Bua 

mRhB 
F i  in Formr 

New Fonna 

MULTI-PACE DOCUMENTS 

Asaunbied Doaunenb 

Pmpo4 i  and Studia 

Mmiulr and Handbodrs with Multi- 
Column Text 

Onginil Text. Documents Containing 
Cham n d  T e r  

Text Documents integnced with 
Spcial Software 

RECORDSILET PROCESSINC 
(WORKINC WrZlt DATA BASES) 

FUNCTiONS USED TO 
PRODUCE THESE DOCUMENTS 

Set up ryrtcm. cmte  documents f m n  bdwrit iui ,  rough c q y  a machine diation; 
m.l<e mina  edits; store and pMt oa k t tchd  

Set up ryscmi, cmte  original letter/documaitr from hndwriüm. mugh copy a 
machine dictatioa; inr t t  'stop coder" where unique infomutioa will bc inaeried, ftil 
in M  r  of eidi Idccrldocume~uby typing v u i d e  infonndon like nme. u f h s s .  
Mina due, &tu. etc.; nulre minor dits. sion? dprint on kttertierd (exmpler: 
put due nd ia r .  omtnar. ientilagrcunents. etc.). 
Set up ayrtcm; ut e n v d o p e ~ k lf a m e  inutt %riable inrtmctionr" where esch 
n m e  d addreu wiU be inuried, merge iirtr of nunes and rddmrur with 
eovelopnLbe1 foimat; rrorr and p  ~ t 
Set up rystcm; crute standard letter fmm hudwntten. migh capy or m&me 
diaition; k i t  "variable inrt&iW where unique infamatioa wül k imettcd; 
merge documents with lirt(r) of variables; make d i t s  to stan&rd letter necesrry to 
rca>mmod.ce "mcrged" infamiiiai; store and/or print on l e a c d t d  (examples: 
standard iieply kticn, m u r  msiiings. etc.). 
Set up ryrtem; cmte  standid leticr fmm hdwritten, m g h  copy or machine 
d i d o n ;  iiuett 'fk merge" inilnidiau whert fde daia wiil be in~i ted;aort and 
r ies t  rppmpnate rccipients. Le. cnrtanen in a -in r c g k  rupplien of cettain 
pmdudr; prorpedr of a rpecifi riz& by zip code for buik mailingr. postage discount, 
etc. 

Set up ryatem; retneve r t o d  format; fd in bknkr by iyping in variable information; 
mrke mina edicr; store and pMt on pie-pintai fomu (examples: inrumce ciaims. 
pwchue orden. quutionnaires, .pplicPtimi. etc.). 

Set up ryatcm; c m  form famat; type in variable information; make edits. store and 
print (exunples: q o t t  fonns. ipplicant logs. etc.). 

Set up ryrtcm; crute document frun huidwriticn. rwgh copy or machine diation; 
capy andla move text within documents; paginate, hyphenate. jus* text; make 
mina  edits; store and p M t  
Set up syrtcm; crule new tex$ rclcicve ind uremble blocks of rtored text 
Wkiplate); rcfomiat; do major editing and reviring; store and ML 
Set up rystcm; cmte  document fmm hndwrintn. mugh copy a machine didation; 
u u  hudcn and footen. autanatic page numbuing and ouLning; copy and m m  text 
frun other rtacd doamenta; do major editing and revising. including deleting ind 
replacing blockr of text; set up multi<dinnn (th- documents oftcn inclu& chmts 
and tablu; store d *nt. 

Set up rystcm; cmte  document frun hndwrintn. rough copy a machine diation; 
u r  haden  and footen, autunatic page wmkring and outlining; copy and move text 
fmm d e r  storod documents; ut up multicolumn (theu documents oftcn include 
chattr and tabler); do ms ia  editing and revising. indudiig inurling, deleting and 
Rpiuing blockr of text and moving cdumnr; fomut dualcolumn text; use keystroke 
mcmory f e r t m ;  store and p ~ f  

Set up syrcmi, cmte  document frun bdwr iaa i .  ruugh copy a machine didation; 
r u  up column; iruett, delete. m m  d replace columni; dign dech&. centre 
hadingr over cdumns. store and pMt (example: lengthy documents amtaining profit 
and lors rtatanents and baima shœts. likc uinual v a ) .  

Set up aystcm; text surroundhg chail</ tabler; integntc tpmdshœt datq 
c d c u k  mw and column totnlr; rcfonnat u necded; r t m  d print (exunpics: sales 
fommltr. budgets. etc.). 

Set up syrtcm; .cceri mords pmcusing a l d  data base program; i n s t ~ c t  the 
systcm to aort and select spccific m r d r  uid then c m  a liat of rcquestcd 
infonniiioa; und  thir new document to f k ,  to print. a boch. 

Set up sptcm; cmtc  documents from huidwriaai. rough copy or michine diftrtion: 
-si reconia pmceuing a l d  data bue progrni; inltrua the systern to sott and 
K ~ C Ispecifi füc idonnation; caripile it into a &ta rrpoit and merge that rcport -
at a apecific point -into the text doauneat; m d  thir rystcm-gawated =port to 
fde, to print. a both; cdit and refamit the repott now inside the "merged" 
documents u nec&& store and pMt the fuul document 

APPENDIX B 

DESiRED 

PROFICIENCY 
LEVEL 

WPl 

WP2 
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APPENDIX C 


COMPUTER LEVEL 1 

Basic 

At this level, some experience in 
operating computers in a business 
environment is required. The general 
expectation is that routine, non- 
complex ta& can be canied out 
with some access to manuals and 
minimal supervision: 

- tum worksîation on and off 
- load system/program software 
- use operator I.D.and password 
- pepare, initialize, f m a t  

disicettes 
- access h m  hard disk or shared 

application 
- save and narne documents - new 

and existing 
- use prompts, messages and menus 
- c m t  whiie keyboarding 
- scroli (horizontally and vertically) 

to review text and data 
- use h u m e n t  indexJdirectory 
- access and retrieve documents 

and &ta 
- siart and stop printer 

COMPUTER LEVEL 2 

Intermediate 

At the intermediate level, experience 
in working with microcomputers and 
a variety of software packages in a 
business environment is needed. 
Minimal supervision will be required 
for non-routine tasks, but otherwise, 
must be able to consult the manual 
very efficiently: 

- create directdes/folders 
-move or copy/duplicaîe blocks of 

text, data or documents (from one 
file to another) 

- delete, insert or replace blocks of 
text and &ta 

- delete documents ( b m  
library/storage) 

- use global search and replace 
functions 

- perfom generai housekeeping 
(archive. delete multiple 
documents, etc.) 

-work with operating system 
commands 

- create directories 
- build newiexisting reports 
- access specific pages/sections 

within a document 

COMPUTER LEVEL 3 

Advanced 

Senior proficiency entails working on 
a variety of complex business 
computing tasks with no supervision 
and ability to quickly and efficienîiy 
consult manuals. Expertise in trouble- 
shooting and the confidence and 
analytical abiiiiy to determine where 
problems exist and how they cm be 
fued can also be expected: 
-merge fües and documents xross 

platforms 
- use communication features 
- develop and use macros within 

application software 
- use file conversion features from 

one application to another 
- p e r f m  system üouble-shooting- 

printer and CPU 
- write speciai routines 
- convert documents to ASCII 

format 
- inkgrate different software 

packages 
- build new reports 
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APPENDIX D 


LEVEL.A 

Reading: 
Ability to understand texts on topics 
of limited scope; ability to 
understand very simple texts and 
grasp the main idea of texts about 
familiar topics; abiiity to r d  and 
understand elementary points of 
infofmation such as dates, numbers 
or names from relatively more 
complex texts in order to perform 
routine job-relaîed tasks. 

Wnting: 
Ability to write very limited units of 
information in the second language; 
ability to write isolated words, 
phrases, simple statements or 
questions on very farniliar topics 
using words of time, place or person. 

Oral Interaction: 
Ability to ask and answer simple 
questions; ability to give simple 
directions or inshuctions; ability to 
handie simple work-related situations. 

LEVEL B 

Reading: 
Ability to understand most 
descriptive or facîuai material on 
work-related subjects; ability to grasp 
the main idea of most work-related 
texts, locate specific deîails and 
distinguish main from subsidiary 

Wnting: 
Ability to write short descriptive or 
facîual texts in the second Ïanguage; 
ability to write with sufficient 
mastery of grammar and vocabulary 
to deal with explicit information on 
work-reiated topics. 

Oral Interaction: 
Ability to give simple expianations; 
ability to give factuai descriptions (of 
people, places or things); ability to 
narrate events (put,present, future); 
ability to handie work-related 
situations with a complication. 

LEVEL C* 


Reading: 
Ability to understand texts dealinn 
with a wide variety of work-re&d 
topics; ability to understand most 
complex deîails, inferences and fine 
points of meanings; ability to read 
with good comprehension specialized 
or less farniliar material. 

Wnting: 
Ability to write explanations or 
descriptions in a variety of informal 
and formai work-related situations; 
ability to write texts in which the 
ideas are developed and ptesented in 

spelling are generally appropriate and 
require few corrections. 

Oral Interaction: 
Abiiity to give detailed expianations 
and descriptions; ability to handle 
hypothetic& questions;- ability to 
support an opinion, defend a point of 
view, or justify an action; ability to 
counsel and give advice; ability to 
huidle complex work-reiated 
situations. 

*LE= C+: Absolute proficiency in the ianauaae. 
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APPENDIX E 

SUMMARY FOR CLASS -LEVEL -SKILL -SPECULIWTlON -LANCUACE COMBINATIONS 
TOFACILITATE TEMPORARY HELP CALGUPS (SEE BELOW FOR EXPLANATION OF CODES) 

C U S S  PROHCIENCY 
NOMENCLATURE N OTHER LANGUAGE 

CLK 


SEC 

TYP 

WPO* 


DAO 

MPO 

M c 0  

MIC 

DTP 

CAS 

REC 

S B 0  

RSO 


*For these two catqorirs. ot the intermediate onà senior IrveIs. thcre is on option to select WP2 

4C. FI,MM, PE,TR. S'i 

or WP3for word pracessor onà K2 or K3 for 
&sibop pubüshing opcmtars (Snsection 2.42 o d  2.4.4) 

LEGENDS 

Leveis Additionai Skilis 

J 
1 
S 
EX 

= Junior 
= Intermediate 
= Senior 
= Executive 

T 
WP 
C 
K 

= 
= 
= 
= 

Typing 
Word Proœssing 
Computer Skilis 
Keyboardiig 

AC 
DT 
FI 
LE 
MD 
MM 

PE 
SH 
S 
ST 
TR 

Specifcations 

= Accounting 
= Dictaphone 
= Financiai Services 
= Legal 
= Medical 
= Materials Management 

and Stores 
= Personnel 
= Shorthand 
= Statistical 
= Scientificfïechnical 
= Transport 

Proficiency in Other Languages 

A = Basic working knowledge 
B = intermediate 
C = Fluent 
C+ = Absolute proficiency 

(capable of translating 
general texts) 
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TEMPORARY HELP CALL-UP FDRM 

ORDERiNG ORGANIZATION: Call-Up No.: 

Date: 

Contau: Telephone: 

Langunge 
Class Lcvel Additionai Ski& Specialization 

Abbrev. ( W o n a l )  (Optionai) Unilingual Bilingual 

E (English) Firsi I;ingu;ige: 

F (French) E F 

Second Languiipe 
Proficiency: 
A. B. C or C+ 

ADDITIONAL INFORMATION ABOUT REQUREMENTS AND WORK (as applicable): 

REASON FOR REQUEST: 

PERIOD REQUIRED: Days/Weeks/Monihs 
a.m. am.  

START DATE: Hours per &y: -fmm -p.m. to -p.m. 

REPORT M: 

USER'S ORGANIZATION: 

Contau: Telephone: 

INVOlClNG ADDRESS: same as Ordering Organizaiion rame as User's Organization 

Other: 

Attention: Telephone: 

HOURLY RATE: FINANCIAL CODING: 
(if known) 

REFERRAL Of Applicable): 

-

APPROVAL: 

Signature Date 

CALL-UP MADE: 

Date: Tune: 

Telephone Fax Mail Other 

, .  , 

CALL-UP ACKNOWLEDGED BY: 
(AWCY) 

Date and T i c :  Namc of Contact: 
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