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Def ence Scientific Service

PREFACE

Thi s standard describes the plan to be used in evaluating and cl assifying Defence
Scientists and Defence Science positions, and in selecting personnel for appointnment
to the group and to positions in the group.

The classification and evaluation plan is a | evel description plan against which the
relative |l evel of performance and job responsibility of individual scientists nay be
judged and positions classified where applicable. The selection plan describes
the method to be used for determning the qualifications required of candi dates
and assessing the extent to which they possess them

The standard is designed for the use of classification officers, staffing
officers and |ine managers.
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Def ence Scientific Service

CATEGORY DEFI NI TI ON

Cccupational categories were repeal ed by the Public Service Reform Act (PSRA),
effective April 1, 1993. Therefore, the occupational category definitions have

been del eted fromthe classification standards.
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GROUP DEFI NI TI ON

For occupational group allocation, it is reconmrended that you use the
Cccupational G oup Definition Maps, which provide the 1999 group definition and
their corresponding inclusion and exclusion statenents. The maps explicitly link

the relevant parts of the overall 1999 occupational group definition to each

classification standard
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PART |

LEVEL DETERM NANT AND POSI TI ON
CLASSI FI CATI ON PLAN
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Def ence Scientific Service

| NTRODUCTI ON

This part of the standard consists of an introduction, a glossary of terns and
| evel determinants for the group.

The standard is a | evel determ nant standard which incorporates sonme inportant
differences fromthose normally associated with position classification. It provides

| evel s which accormbdate the wide varieties of duties and responsibilities characteristic
of the activities of defence scientists and the varyi ng degrees of nmnageria
responsibility associated with positions in the laboratories and in staff, advisory and
liaison activities.

The work performed within the defence research organi zations requires frequent
formul ati on and di ssolution of nultidisciplinary teans of scientists and reassi gnnent
of duties in response to changi ng departmental priorities and objectives. To neet this
requi renment the scientists nust be given an opportunity to acquire broad experience
to function at the full level of their capacity. This standard is intended to assi st
in making valid judgnments about the worth of scientists even though the nature of their
wor k may change frequently and they may devel op professionally at varying rates.

Wthin the particular Research and Devel opnent conmunity covered by this standard, a
variety of full tinme |liaison advisory and evaluation activities are closely
associated with laboratory activities and are nanned on a rotationa

basis by research scientists with rel evant know edge, experience and capabilities.

Al t hough such duties mght be identified and eval uated separately, the rotationa
nature of the assignnent and their role in career devel opnent nmakes this inadvisable.
In practice candi dates are chosen for the ability to fill a particular need at a
point in time and therefore may nove to assignnents w thout an autonmatic change in
desi gnati on.

This standard will be applied as a person oriented systemin which the assessnent of
the scientist's achievenents and such characteristics as nay be required by the
responsibilities of the position will determine the position's level. Classification
specialists in the departnment are not involved in deternining the classification

|l evel for a scientist except on a consultant basis to Managerment Conmi ttees which
have formal responsibility for this activity. As a consultant, the classification
specialist is required to advise on the relationship of an assignnment to one or nore
of the classification |level characteristics.
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Use of Classification Level Characteristics

As indicated in the group definition, the duties of nenbers of this group

woul d i nvolve the follow ng kinds of work: scientific research and devel opnent,
scientific analysis, scientific |iaison, scientific advice, scientific policy and
eval uation, and scientific information services. The duties of an individual may

i nvol ve these kinds of work both concurrently and consecutively. The degree of conplexity and
responsibility in all of these kinds of assignnments tend to increase as the enpl oyee
matures, i.e., as know edge and abilities develop with experience. The assignnments
and expected performance described for each classification I evel include only those
features that are useful in describing a quality distinction for successfully higher
classification levels. It is not intended that each individual would necessarily
contribute in respect of all of these features; nor does the order in which they are
presented inply relative i nportance.

Cl assi fying Positions and | ncunbents

The correct allocation of an enpl oyee or a position to this occupational group is of
fundanental inportance to the managenent and adm nistration of this group. The nmethod to
be enployed is as foll ows:

a) \When an authorized man-year is to be utilized for enploying
a defence scientist, a statenent is to be prepared by managenent
in summary form describing the primary purpose for which the
position is established. The summary description should include
the follow ng kinds of information:

(i) a statenent of the duties and responsibilities of the job
enconpassi ng responsibility and authority for policy and program
formul ation, advice, direction and control; speciali st
responsibilities; scientific direction and control of R&
activities, projects, studies, etc., contracting, consultative or
adm nistrative assignnents in relation to both in-house and
contracted R&D and rel ated defence scientific activities should
be included where applicable.

(ii) the nature and scope of the qualifications and defence
scientific expertise required;

(iii) the extent of scientific | eadership available to the
i ncumbent of the position;
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(iv) the extent of scientific |eadership expected to be
provi ded by the incunbent;

(v) the relationship of the position to the career devel opnent
and rotational assignments of menbers of this group

b) The position may be allocated to this group provided it satisfies the
category and group definition but the classification level is not formally
assigned at this stage.

c) The candidate is appointed by staffing action at a designated
classification level inrelation to the characteristics of the work to be
perfornmed and individual qualifications of the candi date.

d) A matching classification level is formally assigned to the position
This conpletes the classification action.

e) When a position incunbent is progressed in his or her-own position to
the next higher classification |evel, the position classification will be
adj usted to correspond, to ensure coincidence between i ncumbent and
position |evel.

f) When a position classified in this group is vacated, nanagenment

nmust reconsider the classification, level and future utilization of the
aut hori zed man-year before the position is filled.
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THE DEFENCE
SCI ENCES

RESEARCH

GLOSSARY*

(a) For this group, research and experinmental devel opment work enconpasses
all of the natural sciences including

t he biol ogi cal sciences - studying the origin, devel opnent, structure
function and interaction of biological naterials;

the medi cal sciences - involving the identification, treatment and cure of
di seases and disabilities;

t he physical sciences - the study of the material universe and its phenonena;

the mat hemati cal sciences - enploying |ogical reasoning in the theoretica
design of nethods and systens used to generate data and in the interpretation of
dat a;

the engi neering sciences - generating and applying integrated scientific and
engi neeri ng know edge in the devel opnent of prototypes, systens or processes scal ed-
up to operational effectiveness.

I nvestigations in many subject-matter areas interrelate conbi nati ons of these

sci ences, and possibly sone other specialties as well, to varying degrees.
Furthernmore, the interactions between nmen and nmachines, mlitary forces and
operational systens and men and their environments (physical and hunman) are
critically inmportant to mlitary activities and therefore defence science and
technol ogy enconpasses sone areas of the human sciences, e.g.

i nvestigations, studies, and research and devel opnent in those aspects of
psychol ogy, sociol ogy, human perfornmance, operational research, political

sci ence, economcs, etc., that are relevant to defence and mlitary problens.

(b) For this Group, no distinction is made between "basic" or "applied"
research in the natural sciences. Al aspects of creative work are included,
the primary purposes of which may range the conplete spectrum i.e., from -

* Terms in this Gossary that are not used in the standard are provided for the
sake of consistency in preparation of sunmary job descriptions.
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(Exploratory) contributing to the accunul ated, objective and systenatic know edge
of the inherent properties and interactions of matter, space, energy,
nat ural phenonena or bi o-systens;

utilizing scientific processes, phenonmena or nethods to acquire new

(M ssi on- know edge, and appl yi ng such know edge to achi eve pre-determ ned
Ori ent ed) practical or operational objectives.
R&D (c) Research and experinmental - devel opment (R&D) is creative

work systematically undertaken to add to the existing
body of scientific and technol ogi cal know edge and to
use such know edge in new applications. The centra
characteristic of R&D is an appreci abl e el enent of

novel ty - new know edge (new information integrated into
exi sting hypot heses; new hypot heses derived from new facts;
the re-eval uati on of known data) or new products or
processes are sought.

MAKE (d) Mssion-oriented R& that is supplied using the enpl oyees
and facilities of the federal governnment departments.

BUY (e) Mssion-oriented R& that is purchased by the federa
governnent from external sources, i.e., industry,
busi ness enterprises or individuals.

MAKE OR BUY (f) A detailed conparison of the advantages/di sadvant ages of

ANALYSI S the Make option with the advant ages/ di sadvant ages of the
Buy opti on.

AUTHORI TY (g) Authority refers to the extent of the powers del egated

to the incunbent of a position to enable himto discharge
his responsibilities effectively. Del egated authority
carries with it commensurate accountability.

SCI ENTI FI C (h) I'n the process of contracting R&D, the scientist in the
AUTHORI TY operating departnment who has prinary responsibility for

FOR CONTRACTED all scientific and technol ogical matters and for bringing
R&D the contracted R&D project to conpletion, is the Scientific

Aut hority. The followi ng are specific responsibilities
of -the Scientific Authority:
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- determining the scientific objective, scope of work, specifications,
met hods and project description;

- evaluating and advising on Make or Buy Analysis, costing, publicity
aspects, capability of external R&D sources and proposals for R&D
project tenders from external sources;

- monitoring, co-ordinating and controlling the scientific and
technol ogi cal content of contracted project, and approvi ng changes
in the scope of the work as required, during its progress;

- interpreting results obtained where the contractor is not capable of
doi ng so;

- evaluating the scientific results and the overall conduct of the
contract in relation to objectives, specifications and ot her
prescribed requirements; and

- recommendi ng acceptance or qualified acceptance of the product and
paynment for work done ranging frompartial to conplete product of
the contract.

POLI CY (i) Policy refers to a declaration of ains and intent established by
| egislation or mnisterial authority to guide future courses of action

PROGRAM (j) A programis a mjor departnmental function designed to achieve
general objectives that have been authorized by Parlianment. It is also the
| evel at which Parliament will vote funds. A programincorporates the
general plans designed to achieve the objectives determ ned by the
departnent to neet the ainms and intent of policy.

ACTIVITY (k) An activity is a major segnment of a program
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PRQJECT/ STUDY

PRQJECT
LEADER

MANAGER

MANAGERI AL
CONTROL

March 1976

(I') These are segnents of a programor activity for which specific

obj ecti ves have been defined; which are circunscribed by distinct budgetary
controls, time limts and resources conmtted; and which are subject to
periodic progress reviews. A project or study can be the work of one
scientist or a teamof scientists under the | eadership of an

experi enced scientist.

(m A project |eader plans and organi zes work; and co-ordi nates the work
activities of other enployees, the use of facilities and the selection and
application of methods required to achieve results that are consistent with
proj ect objectives. A project |leader is responsible for quality and
gquantity of work output but has limted authority for the admi nistration
of ot her enpl oyees.

(n) A manager controls an organization, and is accountable for achieving
the objectives set for the organization and for adm nistering the
financial, personnel and material resources conm tted. The nmanager

pl ans, organi zes and allocates these resources; advises and consults with
superiors as to the policies, priorities and objectives; negotiates
contracts for the provision of supplies or services; and eval uates the
out put of the organization, and of individuals in the organization, for
ef fectiveness of contribution toward achi evenent of objectives. The
manager is also the intermediary for all influences affecting the
organi zation fromthe outside. One or nore project |eaders normally
report to a manager.

(o) The superior-subordinate relationship in an organization: The
following terns describe the spectrum of control received ranging from
the least to the greatest degree of individual freedom Under Supervision
descri bes the control received by an acadenmically qualified but

i nexperi enced enpl oyee during the initial |earning stages; an overvi ew
that involves appropriate assessnents of the work while in progress. The
enpl oyee' s assi gnnments, objectives, work plan and tasks are prescribed by

t he supervisor but the enployee is responsible for proficient and tinely
execution of his/her
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assignnents. The work results will be reviewed at intervals
during execution and on conpletion in terns of quality, quantity, tineliness
and conformty with the supervisor's gui dance and advi ce.

Under General Supervision describes the control received by an enpl oyee during
the | earning process; an overviewthat does not intimtely bear upon the
details of the work. The enployee is responsible for acconplishing
prescribed objectives within prescribed tinefranes, with

freedom from overvi ew by superiors while work is in process except at his
own request. The enployee is expected to solve nost problens of detail
but to refer any unusual problems to the superior. The work results are
revi ewed by superiors at critical stages and on conpletion for scientific
validity, and for conpliance with such general instructions as are inherent in
the work plans for the project(s) and the rel evant operating procedures of the
or gani zati on.

Under Direction describes control received by an enpl oyee who is
responsi bl e for achi eving agreed-upon objectives within agreed-upon

ti meframes. Organi zi ng the work and determ ning the methods of
producing the desired results are the enployee's responsibility. He is
expected to overcone all scientific and technical problens and to

sol ve ot her probl ems through sel ection and application of guidelines

and rel evant operating procedures of the organization. On general
probl ems of wider scope he is expected to consult with colleagues and to seek
advi ce and deci sions fromsuperiors. Although maki ng no deci sions that
directly affect a departnental program there may be a requirenent to nmake
recommendations that affect programplanning as it relates to the

organi zati on of area of work. Project |eaders and managers bel ow t he
senior officer level normally work under direction.



Def ence Scientific Service

Under General Direction describes a kind of broad control received that takes
the form of consultation and di scussion with other senior officers on
general nanagenent matters. The enpl oyee is responsi bl e for decisions nornally

i nvol ving al | ocati on and expenditure of substantial sunms of noney and for the
ef fective planning and conduct of the overall program Contributions to
policy formulation and depart mental programstrategies are nornally

expect ed.

SURVEY (p) The systemmtic accunul ation of scientific observations,
speci mens or sanpl es by known or standardi zed net hods
of observations, analysis or sanpling.

TEST (q) The evaluation, conparison or screening of a series of
materials, products, processes, methods of phenomena using
known defining characteristics and known or “standardized
t echni ques

SPECI ALI ST (r) A specialist is an experienced individual who, regardless
of his managerial abilities, is recognized by his superiors
and peers as an authority in a scientific field or
subj ect-matter area

CONSULTATI ONS (s) Responsiveness by a specialist to the needs of the program
in a consultative capacity, often external to the
enpl oyi ng organi zati on. The expertise of the specialist
is applied to provide interpretations and advi ce ranging
fromthe scientific aspects of governnment policy issues
to specific scientific problens. Routine nonitoring
or surveillance is not included.

TECHNOLOGY (t) Aterm nal phase of a R&D project to assure effective

TRANSFER operational, industrial or commercial application, and
understandi ng by clients, of the products and processes
that have been derived fromthe proven in principle
through R&D efforts.
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CLASSI FI CATI ON STRUCTURE AND

LEVEL DETERM NANTS

DS-1

DS- 2

DS-3

DS- 4

DS-5

DS- 6

DS-7

DS-8
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DEFENCE SCI ENTI ST LEVEL 1

CGeneral Characteristics

This is the recruiting and | earning |l evel for nenbers of the group who possess

a bachel or's degree or a bachelor's degree and limted experience. The work i s done
under supervision either as a nmenber of R&D teans or as an assistant to nmore seni or nenbers of
the group. The level is also used for term appointments of university graduate students
who denonstrate an interest in continuing enploynent within the group on conpl etion of their
graduat e studies.

Characteristic Duties and Responsibilities

Participates in research and devel opnent projects and studies, feasibility studies, field
trials, tests and experiments; in operational research and scientific analysis projects
and studies; in scientific and technol ogi cal evaluation of foreign mlitary activities,
capabilities and equipnent; in the identification, |ocation, and selective acquisition of
scientific and technol ogi cal information fromclassified and propriety sources.

Responsibilities are restricted in scope, conplexity and requirement for
i ndependent interpretation. Supervisory responsibilities are Ilimted to
gui dance and supervi sion of technical or support staff.

O her Level Deterninants

Denonstrat ed conpetence in conparison with established standards of conpetence for
scientists of simlar academ c background and experience, and evi dence of pronise

of professional devel oprnent.
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CGeneral Characteristics

This is the recruiting and devel opnental |evel for those with a naster's degree or for nenbers
of the group with a bachel or's degree and research experience rel evant to defence

sci ence. The work is done under general supervision either as a nenber of R&D teans,
or as an assistant to nore senior nenbers of the group.

Characteristic Duties and Responsibilities

Participates in research and devel opnent projects and studies, feasibility studies,
field trials, tests and experinments; in operational research and scientific analysis
projects and studies; in scientific and technol ogi cal evaluation of foreign mlitary
activities, capabilities and equiprent; in the identification, |ocation and sel ective
acqui sition of scientific and technol ogical information fromclassified and
propriety sources.

Responsibilities are restricted either in scope, conplexity or requirenent for
i ndependent interpretation. Supervisory responsibilities are limted to
gui dance and supervi si on of technical or support staff.

Ot her Level Determ nants

Denonstrat ed conpet ence, conpari son with established standards of conpetence for
scientists with simlar relevant experience, evidence of prom se of professional
devel opnent .
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DEFENCE SCI ENTI ST LEVEL 3

CGeneral Characteristics

This is ajunior working | evel for those with the experience and expertise needed to
undertake i ndependent work in defence science and technology. It

is the entrance level for those with a doctorate degree and devel opnental |evel for those
with a bachelor's or master's degree and experience directly related to the field of
enpl oyment. Work will normally be done under general supervision and often as a
nmenber/of a team

Characteristic Duties and Responsibilities

Pl ans, organi zes and conducts research, devel opnent, investigations, studies,

eval uations, field trials and experiments requiring specialized know edge

in a professional discipline, of defence science and technol ogy or of mlitary operations
and defence problem areas. Plans and conducts eval uati ons of foreign science and
technol ogy and work in the area of scientific information.

Responsi bilities include accountability for evaluation, interpretation and reporting of
results and for judgments nmade in the conduct of work; for providing professional advice
to scientific and mlitary col |l eagues involved in the work. May be responsible for
coordi nati on of technical activities with internal and external elenents and for
responding in tinmely fashion to external requests for consultation and problem

sol ving. May represent the departnent on scientific and technol ogi cal issues.

Responsi bilities may include general supervision of junior professionals and
techni cal support staff.

Ot her Level Determ nants

Denonstrat ed conpet ence and capabilities, conparison with established standards of
conpetence for scientists with simlar relevant experience, evidence of prom se of
pr of essi onal devel opnent.
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DEFENCE SCI ENTI ST LEVEL 4

Ceneral Characteristics

This is the working | evel for experienced officers who have denonstrated the ability to
accept responsibility for and conduct successfully specific projects and

i nvestigations in specialized areas of defence science and technol ogy and who may
be required to plan and coordinate the work of project teams internally and with
external organizations. Wirk will be under general supervision or under direction
dependi ng on the individual's denonstrated ability.

Characteristic Duties and Responsibilities

In scientific research and devel opnent and scientific analysis plans, organi zes and
conducts investigative activities requiring current specialized know edge of defence

sci ence and technol ogy; accepts responsibility and accountability for the evaluation,
interpretation and reporting-of results; fornulates solutions for and provi des advice
on operational and equi prrent problens of the Canadi an Forces; supervises technical and
junior professional staff. In scientific liaison, maintains contacts and exchanges
i nformation with col |l eagues in defence organi zations in other countries, represents the
department as technical expert inlimted fields or as a junior nenber of an official
iaison element in other countries. Duties in scientific advice, scientific

pl anni ng and evaluation are normally limted in scope and outputs are intended for use
wi thin the department.

Ot her Level Determ nants

Denonstrat ed conpetence and capabilities, depth and scope of work being done and of
achi evenents, estimated potential for further advancenent and conparison wi th group
nmenbers with simlar rel evant experience.
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DEFENCE SCI ENTI ST LEVEL 5

CGeneral Characteristics

This is the senior working | evel for mature experienced officers who have established a
recogni zed reputation and professional conpetency and | eadership

in a conplex area of science and defence technol ogy. They must have consistently
denonstrated the ability to work under direction, to generate original and novel solutions
to problens, and to nmeet scientific and technol ogi cal objectives that are defined in broad
terns, subject only to policy, budgetary or other general managerial or mlitary
limtations.

Characteristic Duties and Responsibilities

In scientific research and devel opnent and scientific analysis plans, organi zes, conducts
and controls projects, studies, etc., that denmand | eadership and direction of work of

consi derabl e scientific and technol ogi cal scope and often invol ve several different
aspects of the R&D spectrum Work may require supervision of personnel and direction
of multi-disciplinary matrix-managenent type projects.

In scientific liaison maintains contacts with national and international science
communities and represents national and organi zational scientific and technol ogi cal
interests at national and international neetings. In scientific advice provides
conpr ehensive scientific and technical evaluations and advice and in scientific

pl anni ng and eval uati on formul ates and devel ops proposals on scientific and
technol ogi cal policies and research and devel opnent prograns and provi des

conmpr ehensi ve assessnments and eval uati on of existing R&D progranms and activities.
Duties in relation to the evaluation of foreign science and nmilitary technol ogy and
in scientific information activities are conprehensive and vari ed.

O her Level Determ nants

Denonstrated conpetence and capabilities, depth and scope of work being done and
of achi evenents, evidence of continued professional growth and devel opnent,
estimated potential for further advancenent and conparison with group nenbers with
simlar relevant experience.
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DEFENCE SCI ENTI ST LEVEL 6

CGeneral Characteristics

This is the select |evel of those who have consistently denonstrated exceptiona

scientific leadership and ability in highly conplex and significant fields of

defence science and technol ogy and scientific analysis, and/or in directing

and managi ng the work of multi-disciplinary groups of R&D personnel. This level is
al so associated with senior staff positions in headquarters and foreign offices which require
broad experience and exceptional ability to provide authoritative advice on the policy,

pl anni ng, eval uation, coordination, technology transfer, foreign liaison, intelligence and
information aspects of major national, international, and departnental prograns and

i ssues in defence research and devel opnent. Wde latitude is provided for the
application of independent scientific and technol ogi cal judgment.

Characteristic Duties and Responsibilities

In scientific research and devel opment and scientific analysis and normally under
direction on the objectives of the work, conducts and nmanages nwj or projects and
scientific investigations requiring outstanding | eadership abilities and perfornance
in major conplex areas of defence science, technology, mlitary operations and policies.
In scientific |liaison represents the departnment on major issues of defence science and
technol ogy both nationally and internationally and provi des support to national politica
and military representatives in foreign countries over the whol e spectrum of defence

sci ence and technol ogy. Provides advice to senior departnental personnel by the

anal ysi s, assessnment and review of highly compl ex and advanced fi el ds of defence

sci ence and technol ogy and of departmental research and devel opnent progranms and
activities. In the areas of foreign science and mlitary technol ogy and acquisition
of scientific and technol ogical information determ nes thrust, scope and depth of
activities within the prescribed broad policy and resource limtations.

Ot her Level Determ nants

Denonstrated conpetence and capabilities, depth and scope of work being done, of
achi everments, and of associated responsibilities, evidence of continued

prof essi onal growth and devel opnent, evidence of devel opnment of nmanagerial and
simlar skills and abilities, estimted potential for further advancement and
conmparison with other nmenmbers at this |evel.
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DEFENCE SCI ENTI ST LEVEL 7

CGeneral Characteristics

This level is prinmarily for those who have denonstrated exceptional ability

to manage the R&D activities of defence research and devel opment and scientific
anal ysi s organi zations and the resources - personnel, facilities, and operating funds
- allocated to those organizations and/or the coordination of R&D progranms or
activities including determning the nature and priority of objectives

wi thin such organi zations. Scientists with an exceptional record of achievenents and
scientific advisors in very senior advisory roles may also attain this | evel.

Duti es and Responsibilities

The managenent of defence research establishments and the coordination of major R&D
prograns and activities.

The direction and conduct of research and devel opnent at an exceptionally high | evel of
achi evenent .

The provision of defence scientific and technol ogi cal advice to the executive
| evel s of the departnent.
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DEFENCE SCI ENTI ST LEVEL 8

Ceneral Characteristics

This level is reserved for defence research positions with responsibilities for program
devel opnent and activities at the very senior |evel
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PART 11

SELECTI ON PLAN

| NTRODUCTI ON

The Selection P an includes the Selection Standard for this G oup, devel oped pursuant
to Section 12 of the Public Service Enpl oynent Act, with instructions for adapting
it tothe requirements of individual positions in the formof a Statenent of
Qualifications.

Section 6 of the Public Service Enpl oyment Regul ations requires that a Statenent

of Qualifications be prepared for each position to which an appointment is to be
made. Each Statenment of Qualifications is to specify and differentiate
bet ween those qualifications that are essential and those qualifications, if any,
t hat

are desirable for the performance of the duties and responsibilities of a position.

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

Qualifications vary with the job content requirements of individual positions.

They nust be identified for each position for which staffing action is intended. They are
to be based on the duties and responsibilities of the position concerned and expressed
in the formof a Statement of Qualifications. These qualifications then becone
the criteria agai nst which selections are nade for that staffing action.

The foll owi ng pages contain an expl anation of the various parts of a Statenent of
Qualifications, a description of qualifications for positions in this Goup, a
Rating Quide, a description of the nethods to be used in assessing the
qualifications of candidates for these positions, and two Exanpl e Staterents of
Qualifications.
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STATEMENT OF QUALI FI CATI ONS

Structure

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

ESSENTI AL QUALI FI CATI ONS

BASI C REQUI REMENTS

- Education Factor

- Occupational Certification Factor
- Productivity or Recognition Factor
- Language Requirenent Factor

- Experience Factor

RATED REQUI REMENTS

- Knowl edge Factor

- Abilities Factor

- Personal Suitability Factor

DESI RABLE QUALI FI CATI ONS

- (Individual qualifications that are desirable, if any)
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Definitions
A Staterment of Qualifications consists of two conponents
ESSENTI AL QUALI FI CATI ONS - This conponent provides for the inclusion of qualifications which

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

BASI C REQUI REMENTS - Thi s sub-conponent provides for the inclusion of those essenti al
qualifications that are used for initial screening purposes. Applicants nust neet the
Basi ¢ Requirements before consideration can be given to their other qualifications.
Basic Requirements are mninumcriteria and are not rated by degree. Basic
Requi renments include the following five Selection Factors:

Education - (a) Refers to a background in academ c, vocational or

techni cal studies and training which is recogni zed through the actual or i nmm nent
conferring of a degree, diplonma, certificate or other official docunent by an
approved educational institution or agency.

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

Occupational Certification - Refers to the possession of or
eligibility for occupational credentials in the formof a |icence,
certificate, registration, letter, papers or other docunments which
constitute official recognition of occupational conpetence

Productivity or Recognition - Refers to achievenent in the form of
aut hor shi p of published or unpublished reports, papers or other

comuni cations resulting from research, experinmental devel opnent, tasking
associ ated with operational equipnent and probl ens; operational research
and scientific analysis; planning, analysis and eval uation of national and
foreign prograns in research and devel opnent, assessnent and eval uati on of
policies affecting the planning, inplenmentation and utilization of defence
research. Includes devel opnental work leading to the i ssue of patents or the
creation of inproved varieties or designs; and recognition of research

achi evenent by the scientific coomunity.
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Language Requirenent - Refers to the need for a know edge of either the

English |anguage, the French language, either one or the other, or both in
relation to the perfornance of the duties and responsibilities of a position.

Experience - Refers to actual participation or practice in activities rel ated

to the duties and responsibilities of a position. It neans the acquisition
or exercise of know edge or abilities in vocational or a vocational circunstances
including voluntary work; and it is conditioned by the achi evenent realized during
its acquisition and

by the environnent in which it is gained. Experience requirenments nust not
be expressed in terns of a specific nunber of years.

NOTE: Pre-enpl oynent nedical exam nation requirenents are
to be in accordance wth Appendix 13 of the
Staffing Manual, and are not to be included in the
St atement of Qualifications.

RATED REQUI REMENTS - Thi s sub-conponent provides for the inclusion of those
essential qualifications which are used for the rating and ranking of candi dates who
have met the Basic Requirenments. Rated Requirenments include the follow ng

three

Sel ection Factors:

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

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

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

cations which, although not essential, may further contribute to or enhance a candidate's
performance of the duties and responsibilities of a position. The use of Desirable
Qualifications is optional, but they must not be used for screening purposes. \Wen they
are applicable, they are to be included in the
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Statement of Qualifications at the sane time as the Essential Qualifications are specified, and
they are to be assessed only as part of the rating and ranking of candi dates who have net both the
Basi ¢ Requirenments and Rated Requirenents for the position. Any job-related
qualifications other than know edge of a second official |anguage nay be used as
Desirable Qualifications, but they should be used sparingly, if at all.
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SELECTI ON STANDARD - DEFENCE SCI ENTI FI C SERVI CE GROUP

Qualifications applicable to positions in the Defence Scientific Service Goup are as
foll ows:

ESSENTI AL QUALI FI CATI ONS

BASI C REQUI REMENTS

Educati on Factor

This factor is applicable to all positions in this Goup. Based on the
duties and responsibilities of the position, include in the Statenent of
Qualifications a description of the Educati on considered necessary.

- Qaduation with an acceptabl e degree froma recogni zed university with
special i zation in engineering, chemstry, physics, biology, economcs,
soci ol ogy or some other specialty relevant to the position is the ninimm
educational qualification for the Defence Scientific Service G oup.

For positions at classification level 1, the m nimum educational qualification is:

- Qaduation with an acceptabl e bachel or's degree froma recogni zed university with
specialization in engineering, chemstry, physics, biology, econonics, sociol ogy
or sone other specialty relevant to the position.

For positions at classification |level 2, the mninum educational qualifi-
cations are:

- QGraduation with an acceptabl e master's degree froma recogni zed university wth
speci alization in engineering, chem stry, physics, biology, economcs, sociol ogy
or some other specialty relevant to the position; or graduation with an acceptabl e
bachel or' s degree froma recogni zed university with specialization in engineering,
chem stry, physics, biol ogy, econom cs, sociology or sone other specialty
rel evant to the position coupled with experience as specified under the heading

Experi ence.

For positions at classification level 3, the mninum educational qualifi-

cations are:

- QGaduation with an acceptabl e doctoral degree froma recogni zed university with
speci ali zation in engineering, chem stry, physics, biology, economcs, sociology
or some other specialty relevant to the position; or graduation with an
acceptabl e master's degree or an acceptabl e bachelor's degree froma recogni zed
uni versity with specialization in engineering, chem stry, physics, biology,
econonmi cs, sociology or some other specialty relevant to the position coupled with
experience as specified under the headi ng Experience.
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NOTE: Enpl oyees who were "grand fathered" into this QG oup under the provisions of
the paragraph entitled "M ni mum Qualifications" on page (v) of this
Standard will be deened to have net the minimumqualifications for
appoi ntrment to other positions classified in this Goup requiring the sane
m nimumqual i fications as those which served as the basis for the initial
grand fatheri ng.

Productivity or Recognition Factor

This factor is applicable to positions in this group in which there is a requirenent for
evi dence of authorship of research reports or papers, devel opmental work or
scientific recognition. Based on the duties and responsibilities of the position,
include in the statenent of qualifications a description of applicable productivity or
recognition requirenents. Following is an exanple of a Productivity or Recognition
qualification:

"Productivity or Recognition - Recognhition in the international defence
community as an effective contributor to
research and devel opnent in one or nore of
the follow ng technol ogies: electronics,

t el ecomruni cati ons, radar or signal
processing."

Language Requirenent Factor

This factor is applicable to all positions in this Goup.

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

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

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

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

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

Experi ence Factor

This factor is applicable to positions in this Goup for which it is necessary
to have had previ ous experience related to the duties and responsibilities

i nvol ved. Based on the duties and responsibilities of the position include
inthe Statenent of Qualifications a description of the Experience

consi dered necessary. Following is an exanple of an Experience

qual i fications:
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"Experience - Experience in the conduct of applied research or
devel opnent in the physical or social sciences.

NOTE: (a) To raise Basic Requirenents for positions in this Group
above the mnima prescribed, special pernission nust be obtai ned
fromthe Public Service Comm ssion.

(b) When used in regard to Basic Requirenents, terns such as
"recogni zed", eligibility", "approved", "acceptable",
"accredited", or "equivalent" refer to acceptability for staffing
pur poses as regul ated by the Public Service Comm ssion through the
PSC St af fi ng Program concer ned.

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

RATED REQUI REMENTS

Knowl edge Fact or

This factor is applicable to all positions in this Goup except those used for
devel opi ng i nexperienced personnel.

Based on the duties and responsibilities of the position, include in
the Staterment of Qualifications a description of the Know edge consi dered
necessary. Following is an exanple of a Know edge qualification:

"Know edge - Know edge of the principles and practices of scientific
i nvestigation."

Abilities Factor

This factor is applicable to all positions in this Goup except those
used for devel oping inexperienced personnel .

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 a an Abilities qualification:

"Abilities -Ability to conduct briefings and neetings and

prepare scientific reports, technical papers and
correspondence. "
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Personal Suitability Factor

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

Based on the duties and responsibilities of the position, include in the Statenent of
Qualifications a description of the Personal Suitability considered necessary.
Following is an exanple of a Personal Suitability qualification:
"Personal Suitability - Wrk effectively under the pressure of dead-
lines.”

DESI RABLE QUALI FI CATI ONS

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

"-Experience in admnistration, or conpletion of an approved course
i n mnagenent."
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PREPARATI ON OF A STATEMENT OF QUALI FI CATI ONS

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

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

2. Revi ew the Sel ection Plan carefully.
3. Exam ne the exanples of Statements of Qualifications presented on pages
I1-15 and I1-17 in order to becone famliar with the fornat 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 under the appropriate

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

NOTE: The exanpl es of Statenents of Qualifications provided in this Standard
are for illustrative purposes only. It is not necessary, therefore, to
adhere to the qualifications specified in the exanpl es when staffing
positions of a simlar nature. For other positions, a suitable Statenent
of Qualifications nust be prepared.

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

(a) their relevancy to the duties and responsibilities of the position;
(b) their assess ability for selection purposes; and
(c) their value in differentiating between candi dat es.
In arranging qualifications within each Selection Factor they should be | ai d out
in a style and in patterns that:
(a) conmbine closely-related qualifications;
(b) obviate unnecessary duplication and verbi age;

(c) enphasi ze salient features; and

(d) facilitate assessnment and sel ection.
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The conpleted Statement of Qualifications specifies the qualifications for staffing
the position, and the contents are to be used as a basis for:

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

and (d) rating and ranki ng of candi dates.

RATI NG GUI DE

In assessing the qualifications of candidates for a position, a narrative or
nunmerical rating plan nmay be used.

Following is anillustration of a format for a selection rating” guide using qualifications
contained in the Exanple of a Statenent of Qualifications presented on pages I1-17 and
I1-18. Basic Requirenments are not included in the rating guide, since, as mnimum
criteria, they will have been taken into account during the initial screening to determ ne
whi ch applicants were qualified for further consideration. The ranking of the

remai ni ng candi dates is acconplished through rating themon the Rated Requirenents,
and the Desirable Qualifications, if any, that are specified in the Statenent of
Qualifications for the position being staffed.

Suggest ed For mat

ALLOTTED PASS  MAXI MUM
RATI NG RATI NGRATI NG

A. RATED REQUI REMENTS

Know edge Fact or

Know edge of:

1. The organi zati ons and activities
of the international science
comunity, particularly in
relation to electronic technol ogy.

2. The organi zation structure, policies
and functions of NDHQ, CRAD branch
and its Defence Research Establish
nments.
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ALLOTTELC PASS MAXI MUM
RATI NG RATI NCRATI NG

3. Current technol ogy applicable
to the activities of the
Def ence El ectronics Division.

4, Budget preparation and
control.
5. Personnel adm nistration.

Total Know edge Fact or

Abilities Factor
Ability to:

1. Pl an for, organize, co-ordinate
and control a defence science
research program

2. Schedul e and assign work,
set priorities, resolve
wor k problens, train staff, and
assess staff perfornmance.

3. Conduct briefings and neetings,
and prepare scientific reports
techni cal papers and corre
spondence.

Total Abilities Factor

Personal Suitability Factor

1. Ef fective interpersonal relation
ships, particularly in dealing
with members of the internationa
scientific conmmunity or senior
mlitary personnel
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2. Thor oughness, reliability, tact
and persuasi veness.

3. Work effectively under the pressure
of deadlines or peak work | oads.

Total Rated Requirements

B. DESI RABLE QUALI FI CATI ONS

1. Experience in adm nistration, or conpletion

of an approved course in managenent.

Total Desirable Qualifications

Rating for:
Rat ed Requirenents

Desirabl e Qualifications

COMBI NED RATI NG

COMVENTS:
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ASSESSMENT | NSTRUCTI ONS

ESSENTI AL QUALI FI CATI ONS

BASI C REQUI REMENTS

Basi ¢ Requirements are assessed as mnhimumcriteria on a pass/fail basis and are not to be
rated by degree. Applicants nust nmeet at |east the mininmum standard required for
each applicable Selection Factor, or they are elimnated from further consideration.

RATED REQUI REMENTS

The relative inportance of Selection Factors and Qualifications related to the duties and
responsibilities of the position being staffed is deternined by those adm ni stering the

sel ection process. The wei ghtings which may be applied to Sel ection Factors and
Qualifications in the case of a nunerical rating plan, and the differences in enphasis which nay be
assigned to Selection Factors and Qualifications when a narrative rating plan is used, must be
appl i ed consistently throughout the assessnent process.

I n assessing Rated Requi renents candi dates nust achi eve an overall pass rating on the
aggregate of Qualifications contained within each Selection Factor. Where a
nunerical rating plan is used candi dates nust achi eve a pass nark of at |east
sixty per cent on each applicable Selection Factor. In the case of a narrative rating
pl an candi dates nmust neet at |east the m ni mumdegree of Qualifications required for
each applicable Selection Factor. Candi dates who fail to gain an overall pass
rating on each applicable Selection Factor are elimnated fromfurther

consi der ati on.

DESI RABLE QUALI FI CATI ONS

Once candi dates have net the Rated Requirenents, any credit given for Desirable
Qualifications specified in the Statenment of Qualifications is to be added

to the rating for Rated Requirenents to reach a conposite assessnent. As

credit given for Desirable Qualifications has an effect on the ranking of

i ndi vidual s, Desirable Qualifications must be assessed with the sane care and

consi stency as that given to Rated Requirenents.

The total maxi mumnarks allowed for Desirable Qualifications nmust not exceed ten
percent of the total maxi mum marks all owed for Rated Requirenments. This
percentage nay al so serve as a guide in establishing the degree of enphasis that nay be
given to Desirable Qualifications when a narrative rating plan i s used.
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EXAMPLE OF A

STATEMENT OF QUALI FI CATI ONS

FOR DEFENCE SClI ENCE RESEARCH OFFI CER (DS- 2)

ENG NEERI NG AND DEVELOPMENT GROUP

ESSENTI AL QUALI FI CATI ONS

BASI C REQUI REMENTS

Educati on -

Language Requi renment -

Experi ence -

RATED REQUI REMENTS

Know edge -

Abilities -

Graduation with an acceptable master's

degree from a recogni zed university with

speci alization in engineering or physics

or some other specialty relevant to the
position; or graduation with an acceptable
bachel or's degree froma. recognized university
wi th specialization in engineering or physics
or sone other specialty relevant to the
position coupled with experience as specified
under the headi ng Experience.

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

Experience in the conduct of applied
research or devel oprment in the physical
or social sciences.

Know edge of the principles and practices
of scientific investigation

Ability to plan and conduct ori ginal
research.

Ability to perceive probl ens.

Ability to prepare a scientific report
or a technical paper.
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Personal Suitability - cooperativeness, thoroughness, dependability
and initiative.

- Work effectively under the pressure of deadlines.
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EXAMPLE OF A

STATEMENT OF QUALI FI CATI ONS FOR

DI RECTOR DEFENCE ELECTRONI CS DI VI SI ON ( DS-6)

DEFENCE RESEARCH ESTABLI SHVENT, OTTAWA

ESSENTI AL QUALI FI CATI ONS

BASI C REQUI REMENT

Educati on -

Productivity or Recognition -

Language Requi renment -

Experi ence

RATED REQUI REMENTS

Know edge -

Graduation with an acceptabl e degree from

a recogni zed university with specialization in
el ectrical engineering, physics or sone other
specialty relevant to the position.

Recognition in the international defence
community as an effective contributor to
research and devel opnent in one or nore

of the followi ng technol ogies: electronics
t el ecomruni cati ons, radar, or signal
processi ng

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

- Experience in the devel opnent and managemnent
of R and D projects or prograns.

Know edge of the organizations and
activities of the international science
comunity, particularly in relation to
el ectronic technol ogy.

Know edge of the organization structure,
policies and functions of NDHQ CRAD Branch
and its Defence Research Establishnments.
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- Knowl edge of current technol ogy applicable to
the activities of the Defence El ectronics
Di vi si on.

- Know edge of budget preparation and control.

- Know edge of personnel adm nistration

Abilities - Ability to plan for, organize, co-ordinate
and control a defence science research
program

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

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

Personal Suitability - Effective interpersonal relationships,

particularly in dealing with menbers of
the international scientific comunity or
senior mlitary personnel

- Thoroughness, reliability, tact and per-
suasi veness.

- Work effectively under the pressure of
deadl i nes or peak work | oads.

DESI RABLE QUALI FI CATI ONS

- Experience in admnistration, or conpletion
of an approved course in nanagenent.
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