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PREFACE

This standard describes the plans to be used in classifying and eval uating
positions in the Secretarial, Stenographic, Typing Goup, and in selecting
personnel for appointnment to them

The classification and eval uation plans provide a | evel determ nant nmethod for
establishing the relative value of positions in the Typist, Stenographer, Ofice-
Conposi ng- Equi pment Operator, and Court Reporter Sub-Goups, and a point rating
net hod for determning the relative value of positions in the Secretary Sub-
Group. The Selection Plan describes the nethod to be used for determning the
qualifications required of candi dates and assessing the extent to which they possess
them Bench-mark position descriptions are provided which serve both as a reference
for position evaluation and for sel ecti on.

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

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

Subsequent to the devel opment of a position descriptionit will be the
responsi bility of the personnel officers to ensure that |egislative and
del egated authorities are effectively discharged. Wherever feasible the
i ne manager or other line officers should actively participate in the
classification and staffing process.
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CATEGORY DEFI NI TI ON

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

January 1976 (iii)
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GROUP DEFI NI TI ON

For occupational group allocation, it is recommended that you use the Occupationa
Group Definition Maps, which provide the 1999 group definition and their
correspondi ng inclusion and exclusion statements. The maps explicitly link the
rel evant parts of the overall 1999 occupational group definition to each
classification standard.
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PART |

POSI TI ON CLASSI FI CATI ON AND EVALUATI ON PLANS

| NTRODUCTI ON

The Secretarial, Stenographic, Typing Goup is conposed of the followi ng five sub-
groups: Typist, Stenographer, Ofice-Conposing-Equi pment Operator, Court Reporter
and Secretary.

Al'l nmethods of job evaluation require the exercise of judgnent and the orderly
collection and analysis of information in order that consistent judgments can be
made. Rational discussion and resolution of differences in the judgnments require that
the rater have a thorough know edge of the jobs being evaluated. This classification
standard provides the criteria by which judgments are to be made in allocating
positions to the Secretarial, Stenographic, Typing G oup and sub-groups and in
determining the relative worth of positions.

This standard utilizes two nethods of job evaluation

(1) a level description nmethod to be used when considering positions allocated
to the Typist, Stenographer, O fice-Conposing-Equi pment Operator, and Court
Reporter Sub-groups, and

(2) a point rating nethod to be used when considering positions allocated to
the Secretary Sub-group.
Sub- gr oups

Thi s occupational group includes positions for which the duties and responsibilities
are heterogeneous in relation to many other positions in the group. Those positions
which are simlar in nature have been grouped into honpbgeneous subgroups in order to
facilitate accurate nmeasurenent of relative differences between these occupations.
Use of the Level Determinant Classification and Evaluation Plans There are four

steps in the application of these plans.
1. Allocation of the position to the Category, Goup and sub-group is confirned
by reference to the definitions and descriptions of inclusions and excl usions.
2. The position description is studied to ensure understanding of the

duties and responsibilities of the position. The relation of the position
bei ng evaluated to other positions in the organization is also studied.
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3. Positions allocated to the Typist, Stenographer, Ofice-Conposing Equi pment
Qperator or Court Reporter Sub-groups will be evaluated against the | evel
determinants for that Sub-group. The | evel assigned to a position should be the
one with determnants which best correspond on the whole with the duties and
responsibilities of the position.

4. The descriptions of bench-mark positions illustrating the level selected are
conpared wi th the description of the position being evaluated as a check on the
validity of the |evel selected.

Use of the Point Rating Cassification and Eval uati on Pl an

There are six steps in the application of this plan.

1. Allocation of the position to the category, group and sub-group is confirmed by
reference to the definitions and the descriptions of inclusions and excl usions.

2. The position description is studied to ensure understanding of the position as
a whol e and of each factor.

3. Tentative degrees of each factor in the job being rated are determ ned by
conmparison with degree definitions in the rating scales. Uniformapplication of
degree definitions requires frequent reference to the descriptions of factors and
the notes to raters.

4. The description of the factor in each of the bench-mark positions exenplifying
the degree tentatively established is conpared with the description of the factor
in the position being rated. Conparisons are also made with descriptions of the
factor in bench-mark positions for the degrees above and bel ow the one tentatively
est abl i shed.

5. The point values for all factors are added to determine the tentative total
poi nt rating.

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

January 1976 | -2
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Bench- mark Positions

The bench-mark position descriptions included in this classification standard for
each sub-group are an integral part of the evaluation plan and are to be used to
confirm eval uati ons of positions and to ensure consistency in applying the

cl assification standard.

January 1976 1-3
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RATI NG SCALES

SECRETARY SUB- GROUP

FACTORS
Know edge
Educati on
Experi ence
Compl exi ty

Consequence of Error
Cont act s

Super vi si on

PO NT BOUNDARI ES

LEVELS

ST-SCY 1
ST- SCy 2

ST-SCY 3

ST-SCY 4

January 1976
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260

12-4

VEI GHTS

410

250
100

200

40

1,000 points

PO NTS

265- 400
401- 550

551-700
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SUB- GROUP DEFI NI TI ONS AND EVALUATI ON PLANS

Typi st Sub- G oup

Notes to Raters

1. The duties of a typist nmay be performed in a pool or on an assigned basis
to provide continuing assistance to one or nore officers. However, in considering
the allocation of a position to this subgroup, raters should determ ne whether the
primary purpose of the position is to provide typing or secretarial services.

2. The | evel assigned to a position should be the one with determ nants which
best correspond on the whole with the duties and responsibilities of the position.

January 1976 I -5



Secretarial, Stenographic, Typing

SUB- GROUP DEFI NI TI ONS AND LEVEL DETERM NANTS

Sub-group Definition: TYPIST (TYP)

The primary duties of positions in this sub-group are to type material from
manuscript, typed or printed copy, or voice recordings, on paper, card stock
and duplicating media. A nunber of clerical functions such as filing, receiving
visitors, answering tel ephone enquiries and record keeping may be perforned as
addi ti onal duties.

Level Determinants - 1

- Work requires the operation of a typewiter and famliarity with the
of fice routines and procedures of the work group
- Duties consist nainly of direct copy typing or typing froma voice

recordi ng
- Subject matter of work normally contains comon terni nol ogy of governnent

busi ness and repetitive ternms relative to a specialized function. - Wrk is set
up according to established format and standard procedures. - Work is perforned

under supervi sion.
- Errors cause delays in conpleting assignnents and |loss of tinme required for
correction

Level Determ nants - 2

- Work requires the operation of a typewiter and a good know edge of accepted
of fice routines and procedures, and a general understanding of the functions of
the organi zati on.

Duti es consist of typing fromhandwitten or printed copy or typing froma voice
recording

- Work requires familiarity with subject matter content. Subject matter is
normal |y characterized by difficult, specialized termnology, as in

| egal, nedical, scientific or technical reports and correspondence.

- Work normally requires |ocating, extracting and assenbling information

froma nunber of sources.

Presentation of work, such as conplex tables and graphic material, is varied and
requires judgnent in selecting nethods of arrangenent and spacing of nmateri al

- Work is normal ly perfornmed under general supervision

- BErrors cause delays in conpleting assignments and may result in inconveni ence or
enbarrassnent to others.

- Supervisionis limted to such matters as explai ni ng work assi gnnents, nethods
and procedures, and checking conpl eted work of other enployees.
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St enogr apher Sub- Group

Notes to Raters

January 1976

1. The duties of a Stenographer may be performed in a pool or on an
assi gned basis to provide continuing assi stance to one or nore officers.
However, in considering the allocation of a position to this subgroup, raters
shoul d determne whether the primary purpose of the position is to provide
stenographi c or secretarial services.

2. The | evel assigned to a position should be one with

determ nants

whi ch best correspond on the whole with the duties and responsibilities of
t he position.
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Sub- group Definition: STENOGRAPHER ( STN)

The primary duties of positions in this sub-group are to take dictation and transcribe
correspondence, reports and other matter from shorthand notes and voice recordings. A
nunber of clerical functions, such as filing, receiving visitors, answering tel ephone
enquiries and record keeping may be perfornmed as additional duties.

Level Determnants - 1

- Work requires taking dictation and transcribing from shorthand notes
and familiarity with the office routines and procedures of the work group.
- Subj ect matter of work normally contains common term nol ogy of
gover nment business and repetitive terns relative to a specialized
functi on.
- Work is set up according to established format and standard procedures.
- Work is performed under supervision
- Errors cause delays in conpleting assignnents and | oss of time required for
correction.

Level Determinants - 2

- Work requires taking dictation and transcribing fromshorthand notes and a
good know edge of accepted office routines and procedures, and a genera
under st andi ng of the functions of the organization

- Work requires famliarity with subject matter content. Subject matter
is normal ly characterized by difficult, specialized term nology, as in
| egal, medical, scientific or technical reports and correspondence

- Work normally requires |l ocating and extracting information to be incorporated
in the body of reports and correspondence

- Presentation of reports and correspondence is varied and requires
judgnent in selecting nethods of arrangenment and spacing of material.

- Work is normally perforned under general supervision

- Errors cause delays in conpleting assignnents and may result in
i nconveni ence or enbarrassnment to others.

- Supervision is limted to such matters as expl ai ni ng work assi gnnents, mnethods
and procedures, and checking conpl eted work of other enployees.

January 1976 -8
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Sub- group Definition: OFFI CE- COMPCSI NG EQUI PMENT OPERATOR ( OCE)

The primary duties of positions in this sub-group are to operate one or nore types
of proportional spacing or changeable font or other nodified or automatic typing
machi nes equi pped to utilize the capabilities of a nagnetic or paper tape nmedi um
magnetic-cards, or conputer for storage, retrieval and revision of information. A
nunmber of clerical functions, such as checking and stripping copy, filing and

mai ntai ning records may be perfornmed as additional duties.

Level Determinants - 1

- The operation of proportional -spacing or changeable font, or other nodified
or automatic typing machines.

- A know edge of office methods and procedures is required.

- Work requires preparation of plain text and tabular naterial, with

requi renent for variation of spacing and arrangenent.

- Wrk is perforned according to detailed instructions and established
priorities and deadli nes.

- Work is performed under supervision

- Duties may include showi ng other enpl oyees how to perform specific tasks.

Level Determ nants - 2

- The operation of proportional spacing or changeable font, or other nodified
or automatic typing nmachines, requiring adjustnments to equi pnent.

- A know edge of office practices and procedures and famliarity with subject
matter content and printing termnology is required. Fanmiliarity with encoded
machi ne instructions may al so be required.

- Preparation of the work, such as conplex tables, graphic material and nanual s
requires judgnment in the arrangenent and spacing of materi al

- Wrk is perfornmed according to instructions and established priorities and
deadl i nes.

- Work is perforned under supervision.

- Errors cause delays in conpleting assignments and may result in inconvenience
or enbarrassnment to others.

- Duties include showi ng other enpl oyees how to perform specific tasks.

January 1976 1-9
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Level Determ nants-3

- The operation of proportional spacing or changeable font or other nodified or
automatic typi ng nmachines, requiring a considerable

or frequent adjustment to equi pment to performa variety of functions.

- A good know edge of office practices and procedures, a know edge of

subj ect matter content and printing termnology is required. A know edge of

the coding of nachine instructions nmay al so be required.

- The work requires considerable judgnent in planning spacing and

arrangenents for various type sizes and styles, page sizes, insertions, diagrans

and illustrations.

- Work is performed according to general instructions to neet format and | ay-

out requirenments of the user and established priorities and deadlines.

- Work is perfornmed under general supervision.

- Errors result in costly delays in conpleting assignments and nmay result

ininefficient utilization of time, material and equi pment.

- Supervisionis linmted to such matters as expl ai ni ng work assi gnnents,

met hods and procedures, and checking conpl eted work of other enpl oyees.

January 1976 1-10
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Sub-group Definition: COURT REPORTER ( COR)

The primary duties of positions in this sub-group are to record verbatimin shorthand
or by machi ne, proceedi ngs of neetings, conferences, boards of inquiry, comm ssions or
courts of law. The proceedings may take place under difficult conditions and require
the recording of testinony given indistinctly and under stress. The reproduction and
certification of an accurate and conplete record of the proceedings, and the performance
of other clerical and adm nistrative support duties are also required.

Level Determinants - 1

- Records verbatimin shorthand or by machi ne, proceedi ngs of special enquiries as
directed by the presiding official. Transcribes or arranges for the transcription
of records, and certifies the accuracy of transcripts.

- The work requires initiative and judgnent in maintaining safe custody of docunentary
evidence and files, and in providing routine clerical assistance to the presiding
official.

- Contacts are normally with individuals inside and outside the public

service and require the exercise of verbal skills, tact and discretion.

- Errors result in costly delays in conpleting work and may cause enbarrassnent

to others.

- Supervisory responsibility is usually not present at this |evel.

Level Determ nants - 2

In addition to the determ nants for |evel one, the followi ng features are usually
present at this |evel:

- The nature of the proceedings are generally of a greater conplexity.

- The presiding official is usually at the | evel of a senior admnistrator,

or trial judge or judge of the supreme court |evel.

- The work requires, a nore thorough know edge of the methods and procedures

of legal and quasi-I|egal proceedings of conferences, boards of enquiry,
conmi ssions or courts of |aw

- The work al so requires the provision of general admnistrative support and may
require the supervision of other enployees.

January 1976 1-11
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SECRETARY SIIK-CROW'

Notes to Raters

1. The evaluation plan for this Sub-group was devel oped on the basis that
the full range of secretarial responsibility will be vested in one person who
is directly responsible to one or nore individuals. However, in some cases the
i ndi vi dual (s) has administrative, clerical or specialized assistants who, by
the nature of their work, may affect the duties normally perforned by the
secretary. These cases nust be considered in evaluating secretarial positions.

2. VWhile it is possible, due to organizational or workload requirenents,
for one individual to require two or nore secretaries, it is unlikely that the
secretarial positions will provide the sane degree of assistance

January 1976 1-12
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Sub- Group Definition: SECRETARY ( SCY)

The primary duty of positions in this Sub-group is to provide secretari al
assi stance to one or nore individuals by performng a variety of adm nistrative
support functions.

I ncl usi ons

Included in this Sub-group are positions which have primary responsibility for a
majority of the foll ow ng:

- taking and transcribing dictation or typing from voice recordings and
manuscri pts;
- receiving and distributing incomng mail;
- conposing replies and reviewi ng outgoi ng correspondence; - maintaining files,
records and reference materi al
- liaising on behalf of the individual (s) with others, both
nsi de and outside the organization, to provide and obtain
nf or mati on;
arrangi ng appoi ntments, neetings and conferences;
- making travel arrangenents and conpl eting associ ated accounting records;
- performng sinple research or analyzing basic data not requiring expertise
- providing receptionist services;
- supervising support staff.

Excl usi ons

Exc

uded fromthis Sub-group are positions in which

- the primary function is the operation of a typewiter or the taking and
transcribing of dictation;

- the primary function is the operation of proportional spacing, changeable font or
other nodified or automatic typi ng machi nes;

- the primary function is the verbati mrecording of proceedings of courts, conferences
and neeti ngs.

January 1976 [-13
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KNOW.EDGE FACTOR

This factor is used to neasure the know edge
required to effectively performthe duties of
the position. This know edge i s considered
under two el enents: "Education" and
"Experience".

Educati on El enent

The "Education Elenent"” is a neasure of the formalized know edge necessary to
fulfill the requirenents of a position in a satisfactory manner.

Notes to Raters

1. I n evaluating positions under the Education El ement, all positions
wi Il be assigned the basic 40 points. Additional points will be added to
the basic rating for additional know edge required to effectively perform
the day-to-day duties.

2. Degree B will be added to the basic points for those positions which
i ndi cate the requirenent for a higher |evel of formal education to perform
nor e demandi ng duties, such as those detailed in the degree definition.

3. No credit will be given if the use of specialized termnology is
restricted to typing fromcopy, or if the use is characterized by a limted
nunber of recurring ternmns.

4. Tentative points assigned according to degree definitions will be
confirmed by conparison with the appropriate bench-mark position
descri ptions.

January 1976 1-14
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KNOWLEDGE FACTOR

EDUCATI ON ELEMENT

BASI C PO NTS

Required to perform basic duties,

e.g. type from copy, proofread

own material, conmpose routine

correspondence, maintain sinple A 40
files, records and statistics,

operate standard office equipnent,

such as cal cul ators, photocopiers,

tel ex machines, facsimle transmtters.

PLUS
One or nore of the foll owing degrees if applicable in
accordance with the degree definition

DEGREE BENCH- MARK POSI TI ON PO NTS

Required to perform nore denmandi ng
duties, e.g. conpose summary

m nutes of neetings, draft
difficult correspondence, edit

out goi ng correspondence for 111-19.2 50

conposition and style, conpile B 111-22.2

conplicated reports or statistics, H-27.3

extract data from various sources

Required to type from voi ce C 111-17.2

recor di ngs. 111-21.2 10
111-25.2

Required to record dictation 111-16.2

using a nethod of manual short- D 111-25.2 25

hand/ speedwriting or machine 111-27.3

short hand.

Requi red to use and understand 111-17.2

| egal, medical, technical or E 111-22.2 15

scientific term nol ogy. 111-26. 3

Required to operate specialized
equi prent, such as automatic = 111-15. 2 10
or conputer-terminal typewiters

January 1976 | -15 (Maxi mum 150 points)
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KNOW.EDGE FACTCOR EXPERI ENCE ELEMENT

This element is used to measure the | ength and nature of experience necessary to
effectively performthe duties of the position

Notes to Raters

1. Raters nust consider the requirement for know edge of the organization,
policies, regulations, procedures, practices and lines of conmunication
necessary for the effective perfornmance of the duti es.

2. I n evaluating the Experience Elenent, the points to be assigned to a
position should be determined by conparison with the bench-mark position
descri ptions.

January 1976 1-16
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Degree of Experience

January 1976

Typi ng

KNOWN.EDGE FACTOR

EXPERI ENCE ELEMENT

Bench-mark Position

111-15.
111-16.
111-17.

111-18.
111-19.
111-20.

111-21.
111-22.
111-23.

111-24.
111- 25.
111- 26.

111- 27.

NN DN

NNDN

wWww

www

Poi nt s

60

110

160

210

260
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COVPLEXI TY FACTOR

This factor is used to measure the difficulty of the duties in terns of the
"Cui del i nes" provided and the "Nature of Duties" perforned.
Notes to Raters

1. "Gui delines" refer to the framework of established nmethods, procedures,
instructions, rules and regul ations and the direction or supervision provided within
whi ch the duties are performned.

2. "Nature of Duties" refers to the relative conplexity of the assigned
responsibilities.

3. In determ ning the correct degree of both the "Guidelines" and the
"Nature of Duties", raters are to assign the degree that best corresponds on the whol e
with the duties of the position

Degree definitions

duties are routine, repetitive and straight

forward. There is occasional need to search
for data and information. The subject matter
area is limted

Little Conplexity

Conpl ex - duties are generally less routine; sone are
non-repetitive and sonewhat involved. There is
normal |y a need to search for precedent,
data and information. The subject matter area
is many faceted, but rel ated.

Hi ghly Conpl ex - duties are conplicated, with many which are
non-recurring. There is a regular need to
search for precedent and to extract and
summmari ze i nformati on. The subject matter
area is diverse, involved and unrel ated.

January 1976 1-18
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NATURE OF
DUTI ES
Little
Conpl exi ty
A
Conpl ex
B
H ghly
Conmpl ex
C

St enogr aphi c, Typing

Met hods and procedures
are prescribed in
detail or are

st andar di zed.

Gui dance is readily
available. Linmted
scope for initiative
and judgnent.

COVPLEXI TY FACTOR

90
111-15.°2
111-16.2
111-17.2
140
111-21.3
111-22. 3

January 1976

GUI DELI NES

Met hods and procedures
are normal ly well

defi ned. Unusual
problens are referred
for guidance.

Moder at e scope for
initiative and

j udgment .
2
120
111-18.3
111-19.3
111-20.3
170
111-23.3
220
111-25.3
I-19

Met hods and procedures
are adapted, nodified
or devised to solve
difficult problens.
Policy matters are
referred for guidance.
W de scope for
initiative and

j udgment .

200

111-24.3

250

111-26. 3
111-27.3
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CONSEQUENCE OF ERROR FACTOR

This factor is used to nmeasure the responsibility of the position for the
exercise of care in terns of the probable consequence of errors.

Notes to Raters

1. Raters are to consider the consequence of an error that may occur despite

the exercise of care by a conpetent enployee. The possible inpact of neglect,

i nconpetence or the indiscreet disclosure of classified information is not to
be consi dered.

2. Considerations under this factor should

include only those errors that are
qui te possible and shoul d not

i nclude those that are only renotely possible.
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CONSEQUENCE OF ERROR FACTOR

Consequence of Error and Degree

Errors would be minor in nature due to

the type of work performed and may cause
mnimal loss of time for correction, A
or may cause slight annoyance or

i nconveni ence.

Errors woul d have noderate consequences,
e.g. may result in sone |loss of tine on
the part of several enployees for correction
may cause inaccuracies in record

or reports and have a limted effect on
activities based on these reports, may
result in mnor |loss of goodwill, nay be
enbarrassing to the individual for whom
secretarial services are being provided
or to others inside or outside the
Publ i c Service.

Errors woul d have serious consequences,

e.g. My cause inaccuracies in reports

or records and result in faulty information
upon whi ch deci sions are nade, may cause
substantial delay or considerable |oss of
work time or productivity, may have serious
adverse effects on relationships with the
public, may cause considerable | oss of

goodwi I'| indicated by a series of c

conpl aints, may be enbarrassing to the
Departnment or to the governnent generally.

January 1976 I- 21

Bench-mark Position

111-15.
111-16.
111-109.

WNN

111-20.
111-22.
111- 24.
111-25.

Wwww

111-26. 4
111-27.3

Poi nts

35

70

100
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RESPONSI BI LI TY FOR CONTACTS FACTOR

is used to measure the difficulty and inportance of contacts that occur as
an integral part of the day-to-day work and the requirenents inposed upon the

i ncunbent to communicate in person, by tel ephone, or in witing. The two el ements of
the factor are: "Nature or Purpose of the Contact" and "Persons Contacted".

This factor

Notes to Raters

contacts in witten formwi |l be assigned only to positions whose

1. Points for
as the

i ncunbents have responsibility for drafting and signing correspondence, or,
supervisor's secretary, for signing correspondence prepared by the supervisor's

subor di nat es.

2. Contacts characterized by their infrequency or rarity are not to be rated.

3. Contacts with work associ ates (other nenbers of the supervisor's subordinate
staff located in the imediate work area) will be rated at the m ni mum (40).

4. AI'l other contacts will be evaluated, and the highest point value obtained wll

be assigned to the position

5. Bench-mark position descriptions are used to exenplify the "nature or purpose"

of the contact.

Definition of Terns

Junior/Internedi ate enployees - up to and including *PM5 or
equi val ent ;

Seni or enpl oyees - *PM 6 or equival ent or higher;

- m ddl e managenent positions and
hi gher in outside organizations.

*T.B. letter dated July 5, 1972 re Levels of Enpl oyees Supervised
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PERSONS CONTACTED

Juni or/ I nternedi ate
Enpl oyees in Oan
Depart nment

Juni or/Internedi ate
. Enpl oyees in Q her
Depart nent s,

Agenci es or Qutside
O gani zati ons

Seni or Enpl oyees in
Onn Depart ment

Menbers of the
Ceneral Public

Seni or Enpl oyees

in Cher

Depart nent s,

Agenci es or Qutside
Or gani zati ons

January 1976

RESPONSI Bl LI TY FOR CONTACTS FACTOR

Typi ng

To give or obtain

i nformation
requiring ordinary
court esy
(notify, relay,
reply, tell,
transmt)
A
40
55
70
111-17.2
111-19.3
85
111-15.2
111-16.3
100
111-21.3

NATURE OR PURPCSE OF CONTACT

To give or obtain
i nformation
requiring limted
expl anati on.

90

111-18.3

105

120

135

111-22. 3

150

111-20. 3

| -23

To give or
obt ai n

i nformation
requiring

di scussi on,

el aborati on
and
under st andi ng.

C
140
155
170
111-23.4
111-24.3
111-25.4
185
200
111-26. 4
111-27. 4
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SUPERVI SI ON FACTOR

This factor is used to neasure the nature and extent of responsibility for the
control and co-ordination of work perfornmed by others

Notes to Raters

1. "Supervision" refers to the extent to which the position has responsibility
for the control of the quantity and quality of work, work assignnent, staff
al l ocati on, performance evaluation and training of support staff, which would
ot herwi se be the i mmedi ate responsibility of the supervisor. Degree B definition
pr esupposes the performance of duties contained in Degree A.

2. No points will be assigned under this factor unless the position has a
substantive and conti nui ng supervisory responsibility.
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Degree of Responsibility

Shows ot her enpl oyees how
to performtasks or
duties; assigns work and
checks work for

accuracy.

Di stri butes work
accordi ng

to priorities and
wor k1 oad;

ensures that established
standards for quality and
quantity of work are

mai nt ai ned; sol ves wor k
probl ens; discusses

per f or mance of
subor di nat es

wi th supervisor.

January 1976

Typi ng

SUPERVI SI ON FACTOR

1-25

Bench-mark Position

111-23.4

111-27.4

Poi nt s

20

40
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PART 11

SELECTI ON PLAN
| NTRODUCTI ON

The Sel ection Plan includes the Selection Standard for this G oup,
devel oped pursuant to Section 12 of the Public Service Enploynment Act,
with instructions for adapting it to the requirenents of individua
positions in the formof a Statenent of Qualifications.

Section 6 of the Public Service Enploynent Regul ations requires that a
St at ement

of Qualifications be prepared for each position to which an appoi nt ment
is to be made. Each Statenent of Qualifications is to specify and
differentiate between those qualifications that are essential and those
qualifications, if any, that are desirable for the performance of the
duties and responsibilities of a position.

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

As qualifications vary with the job content requirenments of individual
positions they nmust 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 form of
a Statement of Qualifications. These qualifications then becone the
criteria against which selections are nmade for that staffing action.

The followi ng pages contain an explanation of the various parts of a
Statement of Qualifications, a description of qualifications for
positions in this Goup, a Rating CGuide and a description of the nethods
to be used in assessing the qualifications of candidates for these

posi tions. Exanples of Statenments of Qualifications for positions in
this Group based on Bench-Mark Position Descriptions are presented in
Part 111 of this Standard.

January 1976 -1



Secretarial, Stenographic, Typing

STATEMENT OF QUALI FI CATI ONS

Structure

The basic structure of a Statenent of Qualifications is as follows:
ESSENTI AL QUALI FI CATI ONS

BASI C REQUI REMENTS

- Educati on Factor

- Cccupational Certification Factor
- Achi everrent, Skills or Aptitudes Factor

- Language Requirenment Factor

- Experi ence Fact or

RATED REQUI REMENTS
- Know edge Fact or

- Abilities Factor

- Personal Suitability Factor

DESI RABLE QUALI FI CATI ONS

- (I'ndividual qualifications that are desirable, if any)
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Definitions

A Statenent of Qualifications consists of two components:

ESSENTI AL QUALI FI CATI ONS

Thi s conponent provides for the inclusion of qualifications which a person nmust possess
in order to adequately performthe duties and responsibilities of a position. It
consi sts of two sub-conponents.

BASI C REQUI REMENTS - Thi s sub-conmponent provides for the inclusion of
those essential qualifications that are used for initial screening purposes. Applicants
nmust neet the Basic Requirenents before consideration can be given to their other
qualifications. Basic Requirements are mninumcriteria and are not rated by
degree. Basic Requirenments include the following five Selection Factors:
Educati on —
(a) Refers to a background in academ c, vocational or technical studies and
training which is recogni zed through the actual or immnent conferring of a
degree, diploma, certificate or other official docunent by an approved educati ona
institution or agency.

(b) An alternative, when specified, may be acceptable perfornance on tests
prescribed by the Public Service Comnr ssion

Cccupational Certification - Refers to the possession of or eligibility for
occupational credentials in the formof a license, certificate, registration
letter, papers or other documents which constitute official recognition of
occupati onal conpet ence.

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

Language Requirement - Refers to the need for a know edge of either the English
| anguage, the French |anguage, either one or the other, or both in relation to the
performance of the duties and responsibilities of a position
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Experience - Refers to actual participation or practice in activities related to
the duties and responsibilities of a position. It means the acquisition or
exerci se of knowl edge or abilities in vocational or a vocational circumstances
i ncluding voluntary work; and it is conditioned by the achi evenent realized
during its acquisition and by the environnent in which it is gained. Experience
requi rements nust not be expressed in terns of a specific nunber of years.

NOTE: Pre-enploynment nedical examination requirenents are to be in
accordance with Appendix 13 of the Staffing Manual, and are not to be
included in the Statenment of Qualifications.
RATED REQUI REMENTS - Thi s sub-conponent provides for the inclusion of those essentia
qual ifications which are used for the rating and ranking of candi dates who have net
the Basic Requirenents. Rated Requirenents 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 performance of
the duties and responsibilities of a position.

Abilities - Refers to conpetence in the use of tools, materials,

and equi pnent 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

Thi s conmponent provides for the inclusion of qualifications which,

al t hough 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 nust not be used for screening purposes. Wen
they are applicable, they are to be included in the Statement of Qualifications at
the same time as the Essential Qualifications are specified, and they are to be
assessed only as part of the rating and ranking of candi dates who have net both the
Basi ¢ Requirenents and Rated Requirenents for the position. Any job-related
qual i fications 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 - SECRETARI AL, STENOGRAPHI C, TYPI NG GROUP

Qualifications applicable to positions in the Secretarial, Stenographic,
Typing Group are as foll ows:

ESSENTI AL QUALI FI CATI ONS

BASI C REQUI REMENTS Educati on Fact or

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

The m ni num educati on qualification for the Secretarial, Stenographic, Typing G oup

is:

Successful conpl etion of two years of secondary school education according to

provi nci al standards.

Achi evement ,

NOTE: (a) Possession of this qualification is normally to be

determ ned on the basis of information provided on applications or in
personnel inventories. Further evidence, if required, may be found in
docunents such as a school |eaving certificate or an official school report
card. An acceptable alternative is required performance on PSC

Exam nation 1.

(b) Wrkers with experience related to the duties and responsibilities of the
position being staffed, who do not possess the formal education prescribed
above, may be accepted on the basis of an equival ent conbi nati on of education,
trai ni ng and experi ence.

Skills or Aptitudes Factor

This factor is applicable to positions in the Goup where a prescribed | evel of occupational
achi everrent, or proficiency in certain skills or possession of relevant aptitudes is to be
assessed by exanminations or tests.

Based on the duties and responsibilities of the position, include in the Statenent of
Qualifications a description of applicable achievenent, skill or aptitude requirenents, or the
nane or type of examnation or test by which they will be assessed.
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The follow ng mnimum qualifications are applicable to positions in this
G oup:

For all positions in this G oup:

- Proficiency in the use of grammar, spelling and punctuation in English or French
or both English and French i s mandatory.

For positions in the Typist Sub-G oup:

- Typing skill in English or French or both English and French at a speed of at
| east 40 words per nminute with not nore than a 5 percent error rate is
required.

For positions in the Stenographer Sub- G oup:

- Typing skill in English or French or both English and French
at a speed of at |east 40 words per mnute with not nore than a 5 percent error
rate i s required.

- Skill intaking dictation in English or French or both English and French by
nmanual or nachi ne shorthand at a speed of at |east 80 words per nminute and in
transcribing with not nore than a 5 percent error rate is required.

For positions in the O fice-Conposi ng- Equi pnent Operator Sub- G oup:

- Typing skill in English or French or both English and French at a speed of at
| east 40 words per nminute with not nore than a 5 percent error rate is
required.

For positions in the Court Reporter Sub-G oup:

- Typing skill in English or French or both English and French at a speed of at
| east 40 words per minute with not nore than a 2 percent error rate is
required.

For positions used for court reporter trainees, the basic recording and
transcribing skill requirenments are:

- SKkill in recording verbatimin English or French or both English and French at a
speed of at least 100 words per mnute by manual or nachine shorthand and in
transcribing with not nore than a 2 percent error rate.
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For positions requiring experienced court reporters, the basic recording and
transcri bing skill requirenments are:

- At classification level 1 - Skill in recording verbatimin English or French
or both English and French at a speed of at |east 120 words per mnute by manual or
nmachi ne shorthand, and in transcribing with not nmore than a 2 percent error rate.

- At classification level 2 - Skill in recording verbatimin-English

or French or both English and French at a speed of at |east 140 words per mnute by
manual or nachi ne shorthand, and in transcribing with not nore than a 2 percent
error rate.

In addition, for positions at either classification |evel which require the use of
steno mask equi pment - Skill in recording verbatimin English or French or both
English and French at a speed of at |east 200 words per minute by steno mask, and in
transcribing with not nore than a 2 percent error rate is required.

For positions in the Secretary Sub-G oup:
- Typing skill in English or French or both English and French at a speed of at |east 40

words per minute with not nore than a 5 percent error rate is required.

In addition, for positions in the Secretary Sub-Q& oup which have a requirenent for
shorthand dictation duties - Skill in taking dictation in English or French or both
English and French by nmanual or mnachi ne shorthand at a speed of at |east 80 words per
mnute and in transcribing with not nore than a 5 percent error rate is required.

NOTE (a) Possession of typing and shorthand qualifications for all Sub Groups is to be
determ ned on the basis of:

- required performance on PSC Typing Tests and PSC Shorthand Tests used by the Nati onal
Capital Regional CGifice; or

- required performance on typing tests and shorthand tests used by Canada Manpower
Centres; or
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- a graduation diplom, a certificate or equival ent docunent
i ssued by an approved training organization.

(b) Possession of grammar, spelling and punctuation qualifications is
to be determ ned on the basis of:
- required performance of the PSC Granmar, Spelling and
Punctuation Test used by the National Capital Regional Office.

Experi enced persons having proven conpetence in the qualifications referred to
in (a) and (b) above may be accepted w thout testing.
Language Requirenent Factor

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

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

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

the French | anguage is essential for this position.

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

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

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

Based on the duties and responsibilities of the position, include in the Satenent of
Qualifications a description of the Experience considered necessary. Following is an
exanpl e of an Experience qualification:

"Experience - Experience in preparing typed copy such as correspondence, nenoranda
and reports fromshorthand notes and voi ce recordi ngs. "
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NOTE: (a) To raise Basic Requirenments for positions in this G oup above the
m ni ma prescribed, perm ssion nust be obtained fromthe Public Service
Conmi ssi on.

(b) Wen used in regard to Basic Requirements, terns such as "recogni zed"
"eligibility", "approved", "acceptable", "accredited", or "equivalent"
refer to acceptability for staffing purposes as regul ated by the Public
Servi ce Conmi ssion through the PSC Staffing Program concer ned.

(c) The assessnent of Basic Requirenents is to be based on performance
denonstrations involving the use of tests or exam nations, educational or
occupational credentials, or other evidence available at the tine of the
screeni ng process

RATED REQUI REMENTS

Know edge Fact or

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

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

"Know edge - Know edge of procedures for making travel arrangenments.”

Abilities Factor

This factor is applicable to all positions in this group except those used for
devel opi ng i nexperi enced personnel

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

"Abilities - Ability to conpose routine correspondence."

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 Statement of Qualifications a
description of the Personal Suitability considered necessary. Following is an
exanpl e of a Personal Suitability qualification

"Personal Suitability - Tact, initiative and dependability."
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DESI RABLE QUALI FI CATI ONS

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

"-Know edge of the organization and responsibilities of the Division."
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PREPARATI ON OF A STATEMENT OF QUALI FI CATI ONS

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

1. Gai n 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 Statenments of Qualifications presented in Part

Il of this Standard in order to become famliar with the format and sorts of qualifications
required for positions in this G oup.

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

NOTE: The exanples of Statenents of Qualifications provided in this Standard are
for illustrative purposes only. It is not necessary, therefore, to adhere to the

qualifications specified in the exanples when staffing positions on which the Bench-
Mark Position Descriptions are based, or when staffing positions of a simlar nature.

In deternining 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 accessibility for selection purposes; and
(c) their value in differentiating between candi dates.
In arranging qualifications wthin each Selection Factor they should be laid out in a
style and in patterns that:
(a) conmbine closely-related qualifications;

(b) obviate unnecessary duplication and verbi age;

(d) enmphasi ze salient features; and

(e) facilitate assessnment and sel ecti on.
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The conpleted Statenent of Qualifications specifies the qualifications for staffing
the position, and the contents be used as a basis for:

(a) advertising notices;
(b) initial screening of applicants;
(c) developing a selection rating guide; and (d) rating and ranking of

candi dat es.

RATI NG GUI DE

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

Following is an illustration of a format for a selection rating guide using  qualifications
contained in the Exanple of a Staterment of Qualifications for BMPD No. 17. Basic

Requi renments are not included in the rating guide, since, as mnimumcriteria, they wll
have been taken into account during the initial screening to determne which applicants were
qualified for further consideration. The ranking of the remining candidates is
acconpl i shed

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

st af f ed.

Suggest ed For mat

ALLOTTED PASS  MAXI MUM
RATI NG RATI NG RATI NG

A. RATED REQUI REMENTS

Know edge Fact or

Know edge of:

1. The organization and functions of
the Division.

2. Procedures for making travel arrangenents.

Total Know edge Fact or
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ALLOTTED PASS

MAXI MUM

RATI NG RATI NCRATI NG

Abilities Factor

Ability to:
1. Maintain files.

2. Collate data for reports and
nmeet i ngs.

3. Communicate with Senior officials in
gi ving or obtaining information.

Total Abilities Factor

Personal Suitability Factor

1. Alertness, tact and reliability.

Total Personal Suitability Factor

Total Rated Requirenents

B. DESI RABLE QUALI FI CATI ONS
Know edge of:

1. Technical and scientific
t er mi nol ogy. N A

Total Desirable Qualifications
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ALLOTTED PASS MAXI MUM
RATI NG RATI NG RATI NG

Rating for

Rat ed Requirenents

Desirable Qualifications

COMBI NED RATI NG

COMMENTS
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ASSESSMENT | NSTRUCTI ONS ESSENTI AL QUALI FI CATI ONS

BASI C REQUI REMENTS

Basi ¢ Requirenents are assessed as minimumcriteria on a pass/fail basis and are not
to be rated by degree. Applicants nust neet at |east the mininum standard required
for each applicable Selection Factor, or they are elinmnated fromfurther
consi der ati on.

RATED REQUI REMENTS

The relative inportance of Selection Factors and Qualifications related to the duties
and responsibilities of the position being staffed is determ ned by those adm nistering
the selection process. The wei ghtings which may be applied to Selection Factors and
Qualifications in the case of a nunerical rating plan, and the differences in enphasis
whi ch may be assigned to Sel ection Factors and Qualifications when a narrative rating
plan is used, nust be applied consistently throughout the assessnent process.

I n assessing Rated Requirenments candi dates must achi eve an overall pass rating on the
aggregate of Qualifications contained within each Sel ection Factor. Were a numerical
rating plan is used candi dates nust achi eve a pass nmark of at |east sixty per cent on
each applicable Selection Factor. In the case of a narrative rating plan candi dat es nust
nmeet at |east the m ni num degree of Qualifications required for each applicable

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

DESI RABLE QUALI FI CATI ONS

Once candi dates have nmet the Rated Requirements, 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 assessment. As credit given for
Desirable Qualifications has an effect on the ranking of individuals, Desirable
Qualifications nust be assessed with the sane care and consistency as that given to

Rat ed Requirenents.

The total nmaxi num marks allowed for Desirable Qualifications must not exceed ten percent of
the total maximum marks all owed for Rated Requirenents. This percentage nay al so serve
as a guide in establishing the degree of enphasis that may be given to Desirable Qualifications
when a narrative rating plan i s used.
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PART 111

BENCH- MARK PQSI TI ON DESCRI PTI ONS

AND
STATEMENTS OF QUALI FI CATI ONS

| NTRODUCTI ON
The Bench-Mark Position Descriptions included in the classification standard for the Typi st,
St enogr apher, O fice Conposi ng Equi pment Operator and Court Reporter Sub-Goups are an
integral part of the evaluation plan and are to be used to confirmeval uati ons of positions and
to ensure consistency in applying the classification standard. Bench Mark Position
Descriptions for the Secretarial Sub-Goup are intended to exenplify the degrees of
each classification factor and el enent in the position evaluation and classification
pl an. They are based on actual positions allocated to the Secretarial Sub-Goup but,
because they serve to exenplify degrees, their value for that purpose continues even
when the actual positions undergo changes.

The contents of Bench-Mark Position Descriptions serve to illustrate the types of infornation
used as a basis for the classification of positions and the devel opnent of Statenents of
Qualifications for the selection of people to fill those positions.

Exanpl es of Statements of Qualifications are intended to illustrate the selection factors and
qualifications provided for in the selection plan which are relevant to the Bench- Mark
Position Descriptions. Wien staffing a position on which a Bench-Mark Position
Description is based, the exanple of a Statenent of Qualifications provided for that Bench-
Mark Position Description may be used as shown or nodified to reflect current

requi renents. For other positions, a suitable Statement of Qualifications nust be

pr epar ed.
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Sub- gr oup
Typi st

St enogr apher

O fi ce- Conposi ng

Equi prent
Qper at or

Court Reporter

BENCH MARK POSI T1 ON DESCRI PTI ON. AND

EXAMPLE STATEMENT CF QUALI FI CATI ONS | NDEX

Descriptive Title

Copy Typi st
Typi st

St enogr apher
St enogr apher

Paper - Tape Typewiter
Qper at or
Magnet i c- Card
Typewiter Qperator
Proporti onal - Spaci ng
Machi ne Qper at or
Magnet i c- Tape
Typewiter Qperator
Al phat ext Term nal Qperat or,
Typi ng and Transcri bi ng
Uni t
Magnet i c- Tape

Conposer Qper at or

Al phat ext Term nal Operat or,
Publ i cati ons

Varitype Qperator,
Publ i cati ons

Court Reporter
Court Reporter

*Al'l page nunbers refer to Part I1I1.
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111-(b)

BVPD BWPD Sof Q
S of Q No Page* Page*
1 1.1 1.2
2 2.1 2.2
3 3.1 3.2
4 4.1 4.2
5 51 5.3
6 6.1 6.3
7 7.1 7.3
8 8.1 8.3
9 9.1 9.3
10 10.1 10. 4
11 11.1 11.3
12 12. 1 12. 3
13 13.1 13.3
14 14. 1 14. 3

LEVEL
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BVPDY BWD S of Q Total

Sub- gr oup Descriptive Title S of Q No Page* Page* Poi nt s
Secretary Secretary 15 15.1 15.4 320
Secretary 16 6.1 164 335

Secretary 17 17.1 17. 4 345

Secretary 18 18.1 18. 4 405

Secretary 19 19.1 19. 4 465

Secretary 20 20.1 20.4 550

Secretary 21 21.1 21. 4 595

Secretary 22 22.1 225 g5

Secretary 23 23.1 23.5 715

Secretary 24 24.1 24.5 750

Secretary 25 25.1 25.5 795

Secretary 26 26.1 26.5 890

Secretary 27 27.1 27.5 965

*Al'l page nunbers refer to Part 111.

January 1976 I11-(c)



Secretarial, Stenographic, Typing
B.MP.D. No. |

BENCH- MARK POSI TI ON DESCRI PTI ON

Sub- group: Typi st Level: 1

Bench-mark Position Nunber: 1

Descriptive Title: COPY TYPIST

Sunmmar y

Under supervision, types narrative and tabular material fromhandwitten, typed and printed
copy, types narrative naterial fromvoice recordings, and perforns ot her duties.
Duti es % of Time

- Types letters, reports, charts and tables onto paper,
cards, forns and stencils fromhandwitten, typed or 65
printed copy.

- Types correspondence and nenoranda from voi ce recordi ngs. 10
- Arranges and spaces typed naterial in accordance with

establ i shed format. 10
- Proofreads typed material and corrects errors. 10

- Performs other duties such as recording daily production
figures based on standard productivity measuremnent
and operating a sinple photocopy nachi ne. 5

Di sti ngui shing Features

Skill is required to operate a typewiter and transcribe information froma voi ce recording
machi ne. A know edge of grammar, spelling, punctuation and famliarity with conmon
vocabul ary of governnent business is needed. The work is set up according to
established format.
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Secretarial, Stenographic, Typing
S of QNo. 1

EXAMPLE OF A
STATEMENT OF QUALI FI CATI ONS

FOR

B.MP.D. No. 1: COPY TYPIST (TYP 1)

ESSENTI AL QUALI FI CATI ONS

BASI C REQUI REMENTS

Successful conpletion of two years of

Educati on . .

e secondary school education according
to provincial standards.

Achi evenment, Skills or - Required proficiency in the use of

Apti tudes grammar, spelling and punctuation in the
Engl i sh | anguage.

- Typing skill in English at a speed of
at |east 40 words per minute with not
nore than a 5 percent error rate.

Language Requi renment - A know edge of the English |anguage is

essential for this position.

RATED REQUI REMENTS
Abilities - Ability to set up typed copy in accor

dance with established formt.

- Ability to proofread and correct errors.

Personal Suitability - Alertness, perseverance and thoroughness.

January 1976 111-1.2



Secretarial, Stenographic, Typing
B.MP.D. No. 2

BENCH- MARK PGSI TI ON DESCRI PTI1 ON

Sub- group: Typi st Level: 2
Bench-nmark Position Nunber: 2

Descriptive Title: TYPIST
Summar y

Under general supervision, types a variety of narrative and tabular material from
handwritten, typed and printed copy or voice recordings, and perforns other duties.

Duti es % of Tine

- Types letters, reports, nenoranda, tables and charts on a 65
nunber of subject-matter areas onto paper, cards, forms
and stencils fromcopy or voice recordings.

- Selects the nost suitable nethod of arranging and spaci ng 10
typed material.
- Locates and extracts infornation froma nunber of specified 10

sources and incorporates it into the body of typed
mat eri al according to general instructions.
- Proofreads typed material and corrects errors. 10

- Performs other duties, such as show ng new enpl oyees how
to performspecific tasks, and assigning and checki ng
wor k of junior enployees.

Di sti ngui shi ng Feat ures

Skill is required to operate a typewiter and transcribe information froma voice-

recordi ng machi ne. A good know edge is needed of how to incorporate, arrange and
space material. Resourcefulness is required in |ocating, extracting and
incorporating information into typed material. Wirk assignments are usually of a
nore difficult and conplex nature, requiring initiative and judgment in the set up and
presentation of material .
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Secretarial, Stenographic, Typing S
of Q No. 2
EXAMPLE OF A

STATEMENT OF QUALI FI CATI ONS
FOR

B.MP.D. No. 2: TYPIST (TYP 2)

ESSENTI AL QUALI FI CATI ONS

BASI C REQUI REMENTS

Educati on - Successful conpletion of two years of
secondary school education according
to provincial standards.

Achi evenent, Skills or Required proficiency in the use of

Apti t udes grammar, spelling and punctuation in
both the English | anguage and the
French | anguage.

- Typing skill in both English and French
at a speed of at |east 40 words per
m nute with not nore than a 5 percent
error rate.

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

- Experience in typing a variety of narrative
and tabular material such as letters,
menor anda, reports and tabl es.

Experi ence

RATED REQUI REMENTS

Know edge - Know edge of voice recordi ng machi nes.

Abilities - Ability to |l ocate and extract information
to be incorporated into typed materi al

Ability to proofread and correct errors.

Personal Suitability - Initiative, alertness and thoroughness.
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Secretarial, Stenographic, Typing
B.MP.D. No. 3

BENCH- MARK POSI TI ON DESCRI PTI ON

Sub- group: Stenographer Level: 1

Bench-mark Position Nunber: 3

Descriptive Title: STENOGRAPHER
Sunmmar y

Under supervision, takes dictation and transcribes fromshorthand notes, types narrative and
tabular material fromcopy or voice recordings, and perforns other duties

Duti es % of Tine

- Takes dictation by shorthand notes and transcribes letters, 50
reports and nenoranda from notes.

- Types letters, reports, nmenoranda, forns and stencils 30
from copy or voice recordings.

- Arranges and spaces typed material in accordance with 5
establ i shed format.

- Proofreads typed material and corrects errors. 10

- Perforns other duties such as recording daily production
figures based on standard productivity measurenent.

Di stingui shi ng Features

The work requires the ability to take dictation in shorthand, operate a typewriter and
transcribe information froma voice recording machi ne. A know edge of grammar,
punctuation, spelling and famliarity with common vocabul ary of government business is needed.
Material is set up according to established formt
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Secretari al,
of Q No. 3A

St enographic, Typing S

EXAMPLE OF A

STATEMENT OF QUALI FI CATI ONS

B.M P.D. No.

FOR

3: STENOGRAPHER (STN 1)

ESSENTI AL QUALI FI CATI ONS

BASI C REQUI REMENTS

Educati on

Achi evenent, Skills or

Apti tudes

Language Requirenent

RATED REQUI REMENTS

Knowl edge

Abilities

Personal Suitability

(Note: The above exanple is for

an inexperienced stenographer;

- Successful conpletion of two years of
secondary school education according
to provincial standards.

- Required proficiency in the use of
granmar, spelling and punctuation in
the French | anguage.

- Typing skill in French at a speed of
at |l east 40 words per minute with not
nore than a 5 percent error rate.

- Skill in taking dictation in French
by manual or machi ne shorthand at a
rate of at | east 80 words per mnute
and in transcribing with not nore than
a 5 percent error rate.

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

- Know edge of voice recordi ng machi nes.

- Ability to set
with established fornmat.

- Ability to proofread and correct errors.

- Al ertness,

see next

page for an exanpl e of experienced stenographer requirements.)
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Secretarial, Stenographic, Typing S
of QNo. 3 B

EXAMPLE OF A

STATEMENT OF QUALI FI CATI ONS
FOR

B.MP.D. No. 3: STENOGRAPHER (STN 1)

ESSENTI AL QUALI FI CATI ONS

BASI C REQUI REMENTS

Educati on - Successful conpletion of two years of secondary
school education according to provincial standards.

Achi everent, Skills or Aptitudes - Required proficiency in the use of

grammar, spelling and punctuation in the English
| anguage.

- Typing skill in English at a speed of at |east 40
words per minute with not nore than a 5 percent error
rate.

- Skill in taking dictation in English by manual or
machi ne shorthand at a speed of at |east 80 words per
mnute and in transcribing with not nore than a 5
percent error rate.

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

Experi ence - Experience in preparing typed material
from shorthand notes and voice re-
cordi ngs.

RATED REQUI REMENTS

Know edge - Knowl edge of common vocabul ary used in
gover nment or busi ness.

Abilities - Ability to set up and prepare typed material in
accordance with established fornat.

- Ability to maintain office files.

Personal Suitability

Al ertness, thoroughness and dependability.
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Secretarial, Stenographic, Typing
B.MP.D. No. 4

BENCH- MARK PCSI TI ON DESCRI PTI ON

Sub- group: STENOGRAPHER Level : 2

Bench-mark Position Number: 4

Descriptive Title: STENOGRAPHER

Sunmmary

Under general supervision, takes dictation and transcribes from shorthand notes, types

a wide variety of reports, correspondence, charts and tables from copy or voice
recordi ngs, and perforns other duties.

Duti es % of Tine

- Takes dictation by shorthand notes and transcribes letters, 40
reports and menoranda from notes.

- Types material such as reports, manuscripts, charts and 25
tabl es from copy or voice recordings.

- Sel ects the nost suitable nethod of arrangi ng and spacing 10
typed materi al

- Locates and extracts information froma nunber of specified 10

sources and incorporates it into the body of typed
mat eri al according to general instructions.

- Proofreads typed material and corrects errors. 10
- Perfornms other duties, such as showi ng new enpl oyees how to 5
perform specific tasks, and assigning and checking the
wor k of junior enployees.

Di sti ngui shi ng Features

Skill is required in taking dictation in shorthand, operating a typewiter and transcri bing

i nformation from a voi ce-recordi ng machi ne. A good know edge of specialized
term nol ogy of the organization and of the nethods of incorporating, arranging and
spacing material is needed. Resourcefulness is required in locating, extracting and
incorporating information into material. Wirk assignnents are usually of a nore difficult

and conplex nature, requiring initiative and judgnent in the set up and presentation of
nateri al
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Secretarial, Stenographic, Typing
S of Q No. 4
EXAMPLE OF A
STATEMENT OF QUALI FI CATI ONS
FOR

B.M P.D. No. 4: STENOGRAPHER (STN 2)

ESSENTI AL QUALI FI CATI ONS

BASI C REQUI REMENTS

Educati on - Successful conpletion of two years of
secondary school education according
to provincial standards.

Achi evement, Skills or - Required proficiency in the use of
Apti tudes grammar, spelling and punctuation in

both the English | anguage and the
French | anguage.

- Typing skill in both English and
French at a speed of at |east 40 words
per minute with not nore than a 5 per
cent error rate

- Skill in taking dictation in both
Engl i sh and French by manual or
machi ne shorthand at a rate of at
| east 80 words per minute and in
transcribing with not nore than a
5 percent error rate

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

_Experi ence - Experience in preparing a variety of
typed material such as correspondence
reports and tables from shorthand notes_
and voi ce recordings.

RATED REQUI REMENTS

Know edge - Know edge of the specialized term nol ogy
of the organization.
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Secretari al,

St enogr aphi c,
S pf QNo. 4

Typi ng

Abilities

- Ability to proofread and correct
errors.

- Ability to |l ocate and extract information
to be incorporated into typed nateri al

Personal Suitability

- Alertness, tact and reliability.
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Secretarial, Stenographic, Typing
B.MP.D. No. 5

BENCH- MARK POSI TI ON DESCRI PTI ON

Sub- group: O fice-Conposi ng- Equi pment Oper at or Level: 1

Bench-mark Position Nunber: 5

Descriptive Title: PAPER-TAPE
TYPEWRI TER OPERATOR
Sunmary

Under supervision, operates input and out put paper-tape automatic typewiting
machi nes (Fl exowiter) and associ ated sel ective reader console (Select Data) to

transcribe repetitive information onto fornms, cards, letterhead, etc., and perforns
ot her duti es.

Duti es % of Tine

- Operates an input paper-tape automatic typewiting
machi ne to produce a punch-coded information tape
- by obtaining production batch for processing and
checking it for conpleteness, sequence and type
of program
- by inserting a punched-paper programtape into the
reading station on the machine
- by inserting and aligning forns, cards, blank paper
etc., in carriage of input machine to obtain
wor ki ng copy, 35
- by locating and extracting appropriate information
from source docunents, and
- by typing-in information and operating machi ne
controls to produce a punched- paper information
tape for use on the output machine.

- Operates an output paper-tape automatic typewriting
nmachi ne and a sel ective reader console to transcribe
repetitive information onto forns, cards, |etterhead, etc.
- by selecting programtape and inserting it into the
readi ng station of the nachine and inserting the 35
information tape into the selective reader unit,
- by inserting and aligning continuous forns, cards,
letterhead, etc., in carriage of output nachi ne or

by feeding themin individually to obtain finished
copi es,

January 1976 111-5.1



Secretarial, Stenographic, Typing
B.MP.D. No. 5

% of Tine

- by operating nmachine controls to autonatically
transcribe information from punched- paper tape
according to formatting and spaci ng arrangernent
of the programtape,

- by stopping the automati c operation of the nachine
and typing in specific information as required, and

- by renoving tapes and finished copies from machine,
and stanping information such as docunent numnber,
date, etc., on finished copies.

- (Checks conpl eted work for accuracy to ensure that correct
information is transcribed in proper places on the forns,
etc., nmakes corrections to copies or information tape
as necessary, and reassenbl es and forwards conpl et ed
producti on batch to next processing stage.

15

- Perforns other duties such as re-creating punched- paper
program tapes and meki ng m nor changes to programed infornation
such as dates, splicing paper tapes, keeping records of daily production
and other information, operating standard el ectric typewiters, cleaning
nmachi nes and nmaki ng m nor adjustnents, and obtaining materials and
suppl i es.

15

Di sti ngui shing Features

Skill is required to operate an electric typewiter with paper-tape reading and punchi ng
stations and a sel ective reader console. A know edge of machi ne and consol e
controls, coding and proper handling of paper tapes is required.
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Secretarial, Stenographic, Typing
S of QNo. 5 A
EXAMPLE OF A

STATEMENT OF QUALI FI CATI ONS
FOR

B.M P.D. No. 5: PAPER-TAPE TYPEWRI TER OPERATOR (OCE 1)

ESSENTI AL QUALI FI CATI ONS

BASI C REQUI REMENTS

Educati on

Successful conpletion of two years of
secondary school education according
to provincial standards.

Achi evenent, Skills or - Required proficiency in the use of
Apti t udes granmar, spelling and punctuation in
the English | anguage.

- Typing skill in English at a speed of
at least 40 words per mnute with not
nore than a 5 percent error rate.

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

RATED REQUI REMENTS

- Know edge of automatic typewiting

Abilities - Ability to proofread and correct errors.

Personal Suitability Initiative, thoroughness and dependability.

(Note: The above exanple is for an inexperienced operator; see next
page for exanpl e of experienced operator requirenents.)
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Secretarial, Stenographic, Typing S

of Q No. 5B

EXAMPLE OF A

STATEMENT OF QUALI FI CATI ONS

FOR

B.M P.D. No. 5: PAPER- TAPE TYPEWRI TER OPERATOR ( OCE-1)

BASI C REQUI REMENTS

Educati on

Achi evenent, Skills or

Apti t udes

Language Requirenent

Experi ence

RATED REQUI REMENTS
Know edge

Abilities

Personal Suitability

January 1976

ESSENTI AL QUALI FI CATI ONS

Successful conpletion of two years of
secondary school education according
to provincial standards.

Required proficiency in the use of
granmar, spelling and punctuation in the
Engl i sh | anguage or the French | anguage.

Typing skill in English or French, at a
speed of at |east 40 words per minute
with not nore than a 5 percent error
rate.

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

Experience in operating an automatic
typewiting nmachi ne and associ at ed
sel ective reader console.

Know edge of procedures for handling and
correcting paper tapes.

Ability to proofread and correct errors.

Ability to maintain production records.

Al ertness, thoroughness and reliability.
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Secretarial, Stenographic, 'typing
B.MP.D. No. 6

BENCH- MARK POSI TI ON DESCRI PTI ON

Sub- group: O fi ce- Conmposi ng- Equi pnent Oper at or Level: 1

Bench-mark Position Nunber: 6

Descriptive Title: MAGNETI C- CARD
TYPEWRI TER OPERATOR

Sunmar y

Under supervision, operates an electric typewiter and a nagnetic-card console to type a
variety of narrative and tabular material in specified format, and perforns ot her duties.

Duti es % of Tine

- Operates an electric typewiter and a magnetic-card 20
console to record or revise narrative and tabul ar
mat eri al .

- Types a variety of reports, menoranda, correspondence,
charts and tables according to specified text and format, 60
using electric typewiter and nmagnetic-card consol e,
- by planning the spacing and arrangenent of material
to meet format and | ayout requirenments,
- by setting up forns, blank paper or letterhead in
typewiter to obtain desired format and presentation,
- by selecting magnetic cards with specified pre
recorded information,
- by inserting cards in consol e and activating autonatic
typi ng sequence, and
- by stopping autonatic typi ng sequence as necessary to
type in additional information using typewiter
keyboar d.

- Proofreads copy and operates electric typewiter and
nagneti c-card consol e to nmake corrections or nake revisions 10
as required by originator.

- Perforns other duties, such as naintaini ng nagnetic card
reference files, operating other nmanual or electric 10
typewiters, and dermonstrating the operation of equipnent.
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Secretarial, Stenographic, Typing
B.MP.D. No. 6

Di sti ngui shing Features

Skill is required to operate an electric typewiter and a nagnetic-card console. A
know edge of consol e controls, some coding and proper handling of nagnetic cards is
necessary. Judgnment is required in planning the spacing and arrangi ng material for
attractive presentation.
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Secretarial,

St enogr aphi c,
of Q No. 6A

B.M P.D. No.

Typing S

EXAMPLE OF A
STATEMENT OF QUALI FI CATI ONS

FOR

6: MAGNETI C- CARD TYPEWRI TER OPERATOR (OCE-1)

BASI C REQUI REMENTS

Educati on

Achi evenent, Skills or
Apt it udes

Language Requirenent

RATED REQUI REMENTS

Know edge

Abilities

Personal Suitability

( Not e:

The above exanmple is for

ESSENTI AL QUALI FI CATI ONS

- Successful conpletion of two years of

secondary school education according
to provincial standards.

Requi red proficiency in the use of

granmar, spelling and punctuation in
the French | anguage

- Typing skill in French at a speed of at

| east 40 words per minute with not nore
than a 5 percent error rate.

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

Know edge of a mmgnetic-card consol e.

Ability to maintain files and records.

Ability to proofread and correct errors.

- Alertness, thoroughness and reliability.

an i nexperienced operator;

see next
page for exanpl e of experienced operator requirerents.)
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Secretarial, Stenographic, Typing S

of Q No. 6B

B.M P.D. No.

EXAMPLE OF A

STATEMENT OF QUALI FI CATI ONS

FOR

6: MAGNETI C- CARD TYPEWRI TER OPERATOR ( OCE- 1)

BASI C REQUI REMENTS

Educati on

Achi evenent, Skills or

ESSENTI AL QUALI FI CATI ONS

Apti tudes

Language Requirenent

Experi ence

RATED REQUI REMENTS

Knowl edge:

Abilities

Personal Suitability

January 1976

- Successful conpletion of two years of
secondary school education according
to provincial standards.

- Required proficiency in the use of
granmar, spelling and punctuation in
the English | anguage.

- Typing skill in English at a speed of
at least 40 words per minute with not
nore than a 5 percent error rate.

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

- Experience in operating a nmagnetic-card
consol e.

- Knowl edge of console controls and
procedures for handling nmagnetic cards.

- Ability to plan spacing and | ayout of
mat eri al .

- Ability to correct and revise magnetic
cards.

Al ertness, thoroughness and dependability.
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71. 4



Secretarial,
B. M P. D. No.

St enogr aphi c, Typing
7

BENCH- MARK POSI TI ON DESCRI PTI ON

Sub- group: O fi ce- Conposi ng- Equi pnment Oper at or

Bench-mark Position Nunber: 7

Descri pti

Sunmmary

Under supervi si on,

ve Title: PROPORTI ONAL- SPACI NG
MACHI NE OPERATOR

Level :

2

operates proportional -spacing typewiters to produce justified

text, detailed tabulations and charts for reproduction in a variety of publications; and

oper at es

Duti es

a varitype machine to revise printed text.

- Operates proportional -spacing typewiters to produce

justi

fied text, detail ed tabul ations and charts for

reproduction in a variety of publications

by review ng specifications or sanple provided by

the user to determine the required format, paper
size, headings to be typed or inserted, indentations,
desired placenent of tables, charts or other

di agrammatic material,

by counting lines and using a rule and unit spacer

to plan the best spacing and arrangenent for a
bal anced page,

by typing draft copy, noting the nunber of units of
space required to even each I|ine,

by marking the draft copy to indicate the | east
conspi cuous points for decreasing or increasing the
space between words and re-arranging the set-up of
tabular or illustrative material as necessary, and

by re-typing copy in final formfor proofreadi ng and
reproducti on.

- (perates a varitype nachine to revise printed text

January 1976

by checking the original copy for type size, horizonta
and vertical spacing, and margin w dths and neasuring
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Secretarial, Stenographic, Typing
B.MP.D. No. 7

% of Ti nme

the depth and width of space into which the revision
must be fitted,

- by selecting the matching type font and attaching 40
the font to the hol der,

- by selecting vertical spacing gear and attaching
it tothe platen to control spacing between |ines,

- by moving the horizontal spacing | ever to one of

four settings to control spacing between characters,

by setting stops to control the right margin,

by setting unit-space-count |ever to provide for an

autonmatic count of units during the first typing

of the line, and

- by re-typing the line to produce an automatically
justified margin.

Di sti ngui shing Features

Skill is required to operate proportional -spacing typewiters and varitype nmachi nes.
Fam liarity with printing term nology and the requirenents of the departnent is
needed.

The work requires the preparation of a variety of detailed tables and charts, or justified
text into which illustrative material may be inserted. Judgnent is required in
arrangi ng spacing, setting up and formatting material to conformw th specifications or

sanpl e copy.
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Secretarial, Stenographic, Typing S
of Q No. 7
EXAMPLE OF A
STATEMENT OF QUALI FI CATI ONS
FOR

B.MP.D. No. 7: PROPORTI ONAL- SPACI NG MACHI NE OPERATOR ( OCE- 2)

ESSENTI AL QUALI FI CATI ONS

BASI C REQUI REMENTS

Educati on - Successful conpletion of two years of
secondary school education according
to provincial standards.

Achi evenent, Skills or - Required proficiency in the use of
Apti t udes grammar, spelling and punctuation in
the English | anguage.

- Typing skill in English at a speed of
at | east 40 words per minute with not
nore than a 5 percent error rate.

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

Experi ence - Experience in produci ng machi ne tabu-
| ati ons and charts for reproduction.

RATED REQUI REMENTS

Know edge - Know edge of printing term nol ogy.

- Know edge of procedures for operating
a proportional -spacing machi ne and a
varitype machine

Abilities - Ability to plan spacing and | ayout of
material in accordance with required
format.

Personal Suitability - Alertness, thoroughness and cooperative
ness.
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Secretarial, Stenographic, Typing
B.MP.D. No. 8

BENCH- MARK POSI TI ON DESCRI PTI ON

Sub- group: O fice- Conposi ng- Equi pnent Oper at or Level : 2

Bench-mark Position Nunber: 8

Descriptive Title: MAGNETI C- TAPE
TYPEWRI TER OPERATCOR

Summary

Under supervision, operates an electric typewiter and a nmagnetic-tape console to
transcribe, record, revise and reproduce a variety of narrative and tabular materi al

specified format and type styles and sizes; proofreads typed material; and
performs other duties.

Duti es % of Tinme

- Operates an electric typewiter and a nagnetic-tape
console to record, edit or revise narrative and tabul ar
mat erial on magnetic tape and to transcribe from magnetic
tape onto forns, letterhead, etc.

- by planning spacing and arrangenment of materia
to meet format and | ay-out requirenents,

- by activating controls on tape consol e that
command systemto perform desired operations, such
as recording, searching or transferring information

- by transcribing textual and tabular informtion
from copy or voice recording

- by replacing typing elenments to obtain specified
type style and size,

- by setting up forns, blank paper or letterhead in 60
the typewiter carriage and initiating playback to
obtain finished docunent for direct use or draft
copy for originator, and

- by assigning reference coding to material for
storage and future identification purposes.

- Proofreads playback copy and operates electric typewiter
and magneti c-tape consol e to nake corrections or nmake
revisions as required by originator

- by locating reference tapes and inserting them
in tape consol e,
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Secretarial, Stenographic, Typing
B.MP.D. No. 8

% of Tinme

- by transferring information to anot her tape and
correcting or revising through play-out, re- 30
recording, inserting, deleting and recodi ng, and

- by initiating playback of transferred naterial and
proof readi ng and checking format during replay.

- Perforns other duties, such as maki ng m nor adjustnents
to equi pent, maintaining tape reference files, operating
ot her manual or electric typewiters, requisitioning 10
suppl i es, and denonstrating operation of equipmnent.

Di sti ngui shing Features

Skill is required to operate an electric typewiter and a magnetic-tape consol e.

A knowl edge of special keying requirenents, console controls and proper handling of nmagnetic
tapes is necessary. Judgnent is required in planning spacing and | ayout, and in

sel ecting correct nmagnetic-tapes and typing elenments. The work requires a know edge of
of fice practices and procedures and famliarity with subject-matter content.
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Secretarial, Stenographic, Typing
E de Q No. 8

EXAMPLE OF A
STATEMENT OF QUALI FI CATI ONS
FOR

B.MP.D. No. 8: MAGNETI C- TAPE TYPEWRI TER OPERATOR ( OCE- 2)

ESSENTI AL QUALI FI CATI ONS

BASI C REQUI REMENTS

Educati on - Successful conpletion of two years of
secondary school education accordi ng
to provincial standards.

Achi evenent, Skills or - Required proficiency in the use of
Apti t udes grammar, spelling and punctuation in
the French | anguage.

- Typing skill in French at a speed of at
| east 40 words per minute with not
nore than a 5 percent error rate.

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

Experi ence - Experience as a mmgnetic-tape typewiter
oper at or .

RATED REQUI REMENTS

Know edge - Know edge of the care of mmgnetic tapes
- Know edge of office practices and
procedures.
Abilities - Ability to plan spacing and | ayout of
material in accordance with required
format.
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Secretari al,

St enogr aphi c,
S of QNo. 8

Typi ng

- Ability to maintain tape reference
files.

- Ability to proofread and correct errors.

Personal Suitability

- Alertness, thoroughness and dependability.
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Secretarial, Stenographic, Typing
B.MP.D. No. 9

BENCH- MARK POSI TI1 ON DESCRI PTI ON

Sub- group: OFFI CE- COMPOSI NG- EQUI PMENT OPERATOR Level: 2

Bench-mark Position Nunber: 9

Descriptive Title: ALPHATEXT TERM NAL OPERATOR
TYPI NG AND TRANSCRI Bl NG
UNI'T

Sunmary

Under supervision, operates an Al phatext typewiter ternmnal which utilizes the
capabilities of a conputer systemto facilitate storage, revision and retrieval of a
variety of narrative and tabular material for direct use or reproduction purposes;
proofreads typed material; and perforns other duties.

Duti es % of Ti ne

- Operates an Al phatext typewiter term nal connected to a
conmputer to store, revise, conpose and retrieve narrative 60
and tabul ar materia

- by planning spaci ng and arrangenment of material to
neet format and | ay-out requirenents,

- by activating the termnal, and typing a series of
encoded operating instructions that command the conputer
systemto perform desired operations, such as recording
revising, conposing, retrieving or storing of materi al

- by transcribing narrative and tabular information from
copy, including encoded printing instructions, and

- by setting up fornms, blank paper or letterhead in the
terminal carriage and initiating playback to obtain
copy or finished docunent for direct use, or
by keying request for high-speed conputer printout or
camera-ready copy from conputer centre

- Proofreads pl ayback copy, high-speed printout or carera-
ready copy and operates termnal to make corrections or 30
meke revisions as required by originator

- Perfornms other duties, such as making mnor adjustments to
equi prrent, denonstrating operati on of equi pment, operating 10
manual or electric typewiters, estimating time required
for conpleting assignnents, and nai ntai ning records of
term nal operations.
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Secretarial, Stenographic, Typing B.MP.D. No. 9

Di sti ngui shing Feat ures

Skill is required to operate an Al phatext typewiter termnal. A know edge of
speci al keying requirements and control codes which activate the conputer is
necessary for the operation of the equipnent.

Judgrment is used in planning spacing and | ay-out of material. Planning and organizing the
work rust be done to ensure optinal utilization of conputer time and resources.

A know edge of office practices and procedures and famliarity with subject matter
content is required.
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Secretarial, Stenographic, Typing S
of Q No. 9

EXAMPLE OF A STATEMENT OF QUALI FI CATI ONS FOR

B.MP.D. No. 9: ALPHATEXT TERM NAL OPERATOR TYPI NG AND
TRANSCRI BI NG UNI' T ( CCE-2)

ESSENTI AL QUALI FI CATI ONS

BASI C REQUI REMENTS

Educati on - Successful conpletion of two years of
secondary school education according
to provincial standards.

Achi evement, Skills or - Required proficiency in the use of
Apti t udes grammar, spelling and punctuation in the
Engli sh | anguage.

- Typing skill in English at a speed of
at | east 40 words per minute with not
nore than a 5 percent error rate.

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

Experi ence - Experience in producing typed materia
to neet format and | ayout requirenents
for direct use or reproduction.

RATED REQUI REMENTS

Knowl edge - Know edge of Al phatext Term nal s.

Abilities N .
- - Ability to plan spacing and | ay-out of
mat eri al

- Ability to proofread and correct errors.

- Ability to organize and schedul e work.

Personal Suitability Al ertness, thoroughness and reliability.
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Secretarial, Stenographic, Typing
B.MP.D. No. 10

BENCH- MARK PCSI TI ON DESCRI PTI ON

Sub- Group: OFFI CE- COMPOSI NG- EQUI PMENT OPERATOR Level: 3

Bench-mark Position Number: 10

Descriptive Title: MAGNETI C- TAPE
COVPOSER OPERATOR

Sunmary

Under general supervision, prepares publications of the Departnent through the
producti on of camera-ready copy on a magnetic tape conposer by planning and
copymarking the text; recording it on magnetic tape using an electric typewiter
and associ ated consol e; proofreading and correcting copy; playing out the tapes on
the conposer; entering correct instructions at the control panel; laying out the job by a
nmake- up operation; and perforns other duties.

Duti es % of Tinme

- Assists with the design and format of docurents bei ng
prepared for printing 10

- by receiving verbal instruction on the general |ayout
desired by the originator,

- by maki ng recommendati ons and suggestions on |ayout,
such as type size, type style, weight of print, |eading,
density, etc.,

- by discussing with supervisor and/or the Manager
Publ ication Section, the general format to ensure
all printing requirenments such as paper size,
avail ability of graphic reduction, will be net,

- by preparing several "style sheets" illustrating the
effect of different designs and set-ups for easier
sel ection by the originator, and

- by selecting in conjunction with the originator
the basic design to be used

- Copymar ks manuscript to be processed for printing 40
- by using a conversion scale to deternne the size
of print (pica, horizontal neasure and points,
vertical measure),
- by calculating the length of lines and vertica

| ayout and totalling cal culations on an addi ng
machi ne,
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Secretarial, Stenographic, Typing
B.MP.D. No. 10

%of Tine

- by selecting one of several possible preconditioning
tapes on which to add conposing instructions, and

- by planning conposing instructions and marki ng the
manuscri pt for use of codes including left/right
justification, centre, dot |eader outline, measure,
stop, address, indents and fixed space, each of
whi ch perforns a distinctly different function in
the | ayout.

- Records nanuscript in accordance with planned instruction
on a magnetic tape by typing in record node on a magneti c- 15
tape typewriter to produce error free copy.

- Plays out recorded tapes to produce canera-ready copies
for printing 15
- by selecting and feeding into the console the
precondi ti oned tape on which the conposing instructions
were recorded,
- by feeding into the consol e nenory bank other information such as
node, if there is a nerger tape, |ine
count measure, |ine indent, paragraph indent, set up
| eader space, m nimumword spaci ng, naxi numword
spaci ng, and dead key, and
- by using output printer features such as inpression
control depending on font, tab control, velocity
control dial and dead key di sconnect.

- Prepares final graphic arrangement of naterial such as
text, statistical tables in accordance w th pre-determ ned
f or mat

- by ensuring photographs are on proper paper size
and conformto standard reproduction and bi ndery
t echni ques,

- by lining up French and English texts to read side
by side, and

- by cutting and pasting to add one line or nmake
I ast mnute changes with a mini num of del ay.

15

- Perforns other duties, such as determning the cause of
i ncorrect layout by using a preconditioned tape and
pl ayi ng recorded tape through it, conpleting |ayout
information sheets, and naintaining tape library.
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Secretarial, Stenographic, Typing
B.MP.D. No. 10

Di sti ngui shi ng Feat ures

Skill is required to operate a magnetic-tape typewiter, the conposer and associ at ed
controls. A thorough know edge of special keying and codi ng requirements, nagnetic-
tape consol e controls and conposer console controls is necessary. In addition operators mnust
have a good know edge of printing termnology and printing requirenents. Considerable
initiative and judgnment are required in planning and organi zing the work and in arrangi ng
naterial for publication.
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Secretarial, Stenographic, Typing S
of Q No. 10

EXAMPLE OF A

STATEMENT OF QUALI FI CATI ONS
FOR

B.M P.D. No. 10: MAGNETI C- TAPE COVPOSER OPERATOR ( OCE- 3)

ESSENTI AL QUALI FI CATI ONS

BASI C REQUI REMENTS

Educati on - Successful conpletion of two years of
secondary school education according
to provincial standards.

Achi evenent, Skills or - Required proficiency in the use of
Apti tudes grammar, spelling and punctuation in
both the English | anguage and the French
| anguage
- Typing skill in both English and French

at a speed of at |east 40 words per mnute
with not nore than a 5 percent error
rate.

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

Experi ence - Experience in operating magnetic-tape
conposi ng equi prent .

RATED REQUI REMENTS

Know edge - Know edge of special keying and codi ng
requi renents.

- Know edge of printing term nol ogy and
requi renents.

Abilities - Ability to plan lay-out and to copymark
manuscri pts for processing.
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Secretarial, Stenographic, Typing
S of 0 No. 10

- Ability to arrange material for publication.

- Initiative, cooperativeness, thoroughness

Personal Suitability
and reliability.

- Work effectively under the pressure of
deadl i nes.
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Secretarial, Stenographic, Typing
B.MP.D. No. 11

BENCH- MARK POSI TI ON DESCRI PTI ON

Sub- group: COFFI CE- COMPOSI NG- EQUI PMENT OPERATOR Level: 3

Bench- Mark Position Nunber: 11

Descriptive Title: ALPHATEXT TERM NAL OPERATOR,
PUBLI CATI ONS

Sunmary

Under general supervision of an Information Services (ficer, assists with editing and | ayout of
material for publication and determnes and narks copy with appropri ate encoded printing
instructions, followi ng style established by editors; operates a typewiter keyboard and
associ ated controls of an | BM system 360 Al phatext terninal to enter, edit, code according to the
Textran 2 system store, process, revise and produce narrative and tabul ar naterial in canera-ready
copy usi ng phot o-conposition process; cuts, strips-in and pastes up naterial to prepare for
publication; and performs other duties.

Duti es % of Time

- Assists with editing and | ayout of material for publication

- by preplanning and narki ng copy, spacing, selecting
line lengths to ensure typed naterial fits within
| ayout requirenents, and creating new | ayouts fol | owi ng
editors instructions or using own judgnent, 30

- by calculating space areas for illustrations, headi ngs
or other insertions,

- by encoding nmaterial, using the standard A phatext or
the Textran 2 system according to editors printing
instructions for type face and point size, colum width,
left/right hand justification, depth of copy on page,
headi ngs, | ocation of colums and pagi nati on, and

- by marking encoded printing instructions on copy.

- (perates an A phatext typewiter termnal connected to an
| BM syst em 360 conputer to enter, edit, code, store, process,
revise and produce narrative and tabul ar naterial in canera
ready copy utilizing conputer-conposition process
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Secretarial, Stenographic, Typing
B.MP.D. No. 11

% of Tinme

- by pressing specific keys to activate term nal and
typing a series of encoded operating instructions
that conmand the conputer systemto performdesired
operations such as recording, revising, conposing
searching, retrieving, or storing of material,

- by transcribing narrative and tabul ar information 50
from copy, including encoded printing instructions,

- by setting-up forns, blank paper or letterhead in the
termnal carriage and initiating playback to obtain
copy or by keying request for high-speed conputer
printout for proofreading,

- by proofreadi ng playback copy or high-speed printout
and operating terminal to make corrections or revisions
as required, and

- by keying request for canera-ready copy utilizing
conmput er conposition process.

- Quts and strips-in corrections and additions to information
and pastes up sections or insertions to prepare materi al 15
for publication
- by assenbling material in predetermned arrangenent,

and
- by inserting tables, charts, photographs, graphics
or other types of illustrations according to

instructions.

- Perforns other related duties, such as estinmating time for
perform ng jobs, preparing requests for printing estinmates;
conpleting requisition fornms for printing, graphics and 5
transl ation services; filing; and naintaining records

Di sti ngui shing Features

Skill is required to operate an Al phatext typewiter termnal. A know edge of
speci al keying requirements and control codes which activate the conputer is necessary for
the operation of the equipnment. A know edge of conputer codi ng such as Textran 2 used
for photo-conposing is required and a good know edge of printing term nology and editorial
synbols is also required. Considerable initiative and judgrment are required in planni ng
and organi zing the work and in arranging material for publication
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Secretarial, Stenographic,
S of Q No. 11

EXAMPLE OF A

STATEMENT OF QUALI FI CATI ONS

FOR

B.M P.D. No. 11: ALPHATEXT TERM NAL OPERATOR, PUBLI CATI ONS ( OCE-3)

BASI C REQUI REMENTS

Educati on

Achi evenent, Skills or

ESSENTI AL QUALI FI CATI ONS

Apti t udes

Language Requirenent

Experi ence

RATED REQUI REMENTS

Know edge

Abilities

January 1976

- Successful conpletion of two years of
secondary school education according
to provincial standards.

- Required proficiency in the use of
granmar, spelling and punctuation in the
Engli sh | anguage.

- Typing skill in English at a speed of at

| east 40 words per minute with not nore
than a 5 percent error rate.

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

- Experience as a conputer term nal type
writer operator.

- Know edge of conputer coding systenms such
as Textran 2.

- Know edge of printing term nol ogy and
editorial synbols.

- Ability to arrange material for
publi cati on.

- Ability to maintain files and records.
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Secretarial, Stenographic, Typing
S of Q No. 11

Personal Suitability - Initiative, cooperativeness, thoroughness
and reliability.

- Work effectively under the pressure of
deadl i nes.
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Secretarial, Stenographic, Typing
B.MP.D. No. 12

BENCH- MARK PCSI T1 ON DESCRI PTI ON

Sub- group: OFFI CE- COMPCOSI NG- EQUI PVENT OPERATOR

Bench- Mark Position Number: 12

Descriptive Title: VARI TYPE OPERATOR
PUBLI CATI ONS

Sunmary

Level : 3

Under general supervision of the Head, Publications Unit, plans fornat and | ayout
of various types of textual and tabular nmaterial to be produced; operates varitype machi ne

to produce justified text, detail ed tabulations and charts; perforns cutting,

and pasting to arrange final copy;, and performs other duties.
Duti es

- Plans format and | ayout of naterial such as brochures, charts
tables, lists, indexes, articles, etc., to be produced on
varitype machine

- by determning arrangenent and | ayout of naterial from
rough copy subnitted by originator or by visualizing
these requirements fromdi scussions with originator

- by arranging and drafting sanpl e copi es whi ch best
suit the requirenents of the originator, keeping
inmnd the capabilities of the varitype nachine, and

- by contacting originator for clarification, correction
or approval of format and | ayout.

- (perates varitype machine to produce justified text, detail ed
tabul ations and charts for reproduction in publications

- by selecting the appropriate font size and style and
attaching the font to the hol der,

- by adjusting the machine set-up to control spacing
bet ween characters and to accomdat e the horizonta
and vertical spacing required in texts or tables,

- by setting stops and unit-space-counter to provide for
automatic justification, and

- by typing and re-typing infornation, one line at a
time to produce justified text.

- Quts and strips-in corrections and additions to information
and pastes up sections or insertions to prepare nateri al
for publication, and cal cul ates enl argement or reduction

percentage of illustrations when required to fit the page
| ayout .
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Secretarial, Stenographic, Typing
B.MP.D. No. 12

% of Tine

- Perforns other duties such as filing, requisitioning materials
and supplies, and arranging for translation, printing and 5
graphi cs services.

Di sti ngui shing Features

Skill is required in the operation of a varitype nmachi ne, a thorough know edge

of the capabilities of the machine and a know edge of printing termnology is al so required.
Consi derable initiative and judgment are exercised in planning format and | ayout of
material and in arranging material for attractive presentation. A good know edge of the

requi rements of the organization is al so needed.
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Secretarial, Stenographic, Typing
S of Q No. 12

EXAMPLE OF A

STATEMENT OF QUALI FI CATI ONS

B.M P.D. No.

FOR

12: VARI TYPE OPERATOR

PUBLI CATI ONS ( OCE- 3)

ESSENTI AL QUALI FI CATI ONS

BASI C REQUI REMENTS

Educati on

Achi evenent, Skills or
Aptitudes

Language Requirenent

Experi ence

RATED REQUI REMENTS

Know edge

Abilities

January 1976

Successful conpletion of two years of
secondary school education according
to provincial standards.

Requi red proficiency in the use of
grammar, spelling and punctuation in the
French | anguage.

Typing skill in French at a speed of at
| east 40 words per minute with not nore
than a 5 percent error rate.

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

Experience in operating office conposing
equi prent .

Know edge of printing term nol ogy.

Know edge of the capabilities of a
varitype machi ne

Ability to plan format and | ayout of
mat eri al .

Ability to arrange final copy.

Ability to prepare requisitions and
mai ntain files.
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Secretarial, Stenographic, Typing S
of QNo. 12

Personal Suitability - Initiative, tact and reliability.

- Wrk effectively under the pressure of
deadl i nes.
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Secretarial, Stenographic, Typing
B.MP.D. No. 13

BENCH- MARK PQSI TI ON DESCRI PTI ON

Sub- group: COURT REPORTER Level : 1

Bench- Mar k Position Nunber: 13

Descriptive Title: COURT REPORTER

Sunmary

Under general supervision, records verbati mby manual or machi ne shorthand, the proceedi ngs
of boards of enquiry; transcribes or arranges for transcription of records, and certifies
accuracy of transcripts; and perforns clerical and admi ni strative support duties.

Duti es % of Time

- Records verbatim in shorthand or by machine, the
proceedi ngs of special boards of enquiry

- by attendi ng proceedings, identifying speakers
and recording the evidence, testinmny and all discussions
taki ng place, in shorthand or by operating
machi nes such as Stenotype, and 50

- by orally repeating specified portions of recorded
i nformati on as requested.

- Transcribes or arranges for the transcription of verbatim
records, and certifies accuracy of transcripts

- by typing transcripts fromshorthand notes or nachine
recordi ngs,

- by assigning work to typists to type transcripts,

- by checking transcripts for accuracy of content and
spel ling and punctuation, and

- by signing transcripts to certify their accuracy,

30

- Conpl etes docunentation forns for cases and naintai ns safe
custody of documentary evidence and files

- by typing prescribed forns such as Deportation O ders,
noti ces of appeal and bond docunents,

- by taking custody of docurentary evidence such as
passports, birth certificates, etc., introduced as 10
evidence in proceedings,

- by organizing "record" of cases for distribution to
appropriate parties, and
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Secretarial, Stenographic, Typing
B.MP.D. No. 13

% of Tine
- by maintaining files of enquiry cases.

- Perforns clerical and adninistrative support duties in
relation to the operation of the office
- by taking and transcribing dictation for the presiding
official or other officers of the departnent,
- by typing a variety of narrative and tabul ar materi al,
- by searching files and records for information required
by officials, and 10
- by arrangi ng appoi ntnments with |lawers and interpreters,

Di sti ngui shing Features

The work requires the ability to record verbatimand the ability to operate a typewiter.
Famliarity with court procedures, departrental |egislation and regulations is also
necessary. The proceedi ngs nay take place under difficult conditions and require the
recording of testinony given indistinctly and under stress. The work normally involves a
single subject-matter area, i.e. Immgration Special Enquiry hearings.
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Secretarial, Stenographic, Typing
S of Q No. 13A

EXAMPLE OF A
STATEMENT OF QUALI FI CATI ONS
FOR

B.M P.D. No. 13: COURT REPORTER (COR-1)

ESSENTI AL QUALI FI CATI ONS

BASI C REQUI REMENTS

Educati on - Successful conpletion of two years of
secondary school education according to
provinci al standards.

Achi evenent, Skills or - Required proficiency in the use of grammar,
Apti tudes spel ling and punctuation in the English
| anguage
- Typing skill in English at a speed of at

| east 40 words per mnute with not nore
than a 2 percent error rate.

- Skill in recording verbatimin English at
a speed of at |east 100 words per mnute
by manual or machi ne shorthand, and in
transcribing with not nore than a 2 percent
error rate.

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

RATED REQUI REMENTS

- Knowl edge of office practices and pro-

Abilities - Ability to maintain files and records.

Per sonal Suitability - Alertness, tact and thoroughness.

(Note: The above exanple is for a court reporter trainee; see next page for an
exanpl e of experienced court reporter requirements.)
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Secretarial, Stenographic, Typing S
of Q No. 13B

EXAMPLE OF A
STATEMENT CF QUALI FI CATI ONS
FOR

BMP.D No. 13 QORI REPCRTER (AR 1)

ESSENTI AL QUALI FI CATI ONS

BASI C REQUI REMENTS

Educat i on - Successful conpletion of two years of
secondary school education according to
provi nci al standards.

Achi everent, Skills or - Required proficiency in the use of
Apti t udes grammar, spelling and punctuation in the
Engl i sh | anguage

- Typing skill in English at a speed of at
| east 40 words per mnute with not nore
than a 2 percent error rate.

Skill in recording verbatimin English at
a speed of at |east 120 words per mnute
by manual or machi ne shorthand, and in
transcribing with not more than a 2
percent error rate.

Language Requi r enent

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

Experi ence - Experience as a court reporter.

RATED REQUI REMENTS

Know edge - Know edge of court procedures.

- Knowl edge of office practices and
pr ocedur es.
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Secretarial, Stenographic, Typing
S of Q No. 13B

Abilities - Ability to maintain files and records.

- Ability to proofread and correct errors.

Personal Suitability - Alertness, tact and reliability.
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Secretarial, Stenographic, Typing
B.MP.D. No. 14

BENCH- MARK PGSI TI ON DESCRI PTI ON

Sub- group: COURT REPORTER Level : 2

Bench-mark Position Nunber: 14

Descriptive Title: COURT REPORTER

Sunmary

Under direction, records verbati mby manual or machi ne shorthand or by Steno mask proceedi ngs of
neetings, conferences, boards of enquiry, commssions or courts of |aw transcribes or arranges

for transcription of records, and certifies accuracy of transcripts; and perforns clerical and
adm ni strative support duties

Duti es % of Tine

- Records verbati mby manual or machi ne shorthand or by
Steno nask proceedi ngs of neetings, conferences, boards of
enqui ry, conmm ssions or courts of |aw
- by attendi ng proceedings and listening to evidence,
testinony, discussions and all oral communications,
- by identifying speakers, and recording in shorthand 35
or by operating machi nes such as Stenotype or Steno nask
to record verbatim and

- by orally repeating specified portions of recorded
i nformati on as request ed.

- Transcribes or arranges for the transcription of verbatim
records, and certifies the accuracy of transcripts
- by typing transcripts fromshorthand notes or voice
recordi ngs,

- by assigning work to typists for typing of transcripts, o5
- by checking transcripts for accuracy of content and

spel ling and punctuation, and

by signing certification of accuracy of transcripts.

- Prepares | egal docunents and mai ntai ns saf e custody of
exhi bits used as evidence in proceedi ngs
- by conpl eting charge sheets, synopses of evidence and
conveni ng orders,
- by filling out and conpl eting | egal docunents such as
rel eases, affidavits, statutory declarations, |eases 10

and powers of attorney, follow ng relevant |egal texts,
and
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Secretarial, Stenographic, Typing
B.MP.D. No. 14

% of Tinme
- by taking custody of docunments and exhibits introduced
as evi dence in proceedings.
- Performs adninistrative support duties in relation to the
arrangenent and conduct of the proceedi ngs
- by arranging with local authorities for necessary
accommodation and facilities, 10
- by arrangi ng, when necessary, appoi ntnents for | ega
ai d,
- by introduci ng w tnesses and recording the taking of
oat hs, and
- by arranging for materials and supplies for the
pr oceedi ngs.
- Provides general admnistrative support to the presiding
official or to other officials of the departnent
- by taking and transcribing dictation,
- by typing a variety of narrative and tabul ar nateri al
- by searching files and records for information required 10
by officials,
- by answering tel ephones, receiving visitors and arrangi ng
appoi nt ments, and
- by maintaining files and keeping a library of |ega
texts, statutes and regul ations.
- Perforns other duties such as organi zing and assi gni ng work
to support staff providing clerical and adninistrative support
services, and instructing new enpl oyees in work mnethods and
procedures and assi gni ng and checki ng their work. 10

Di sti ngui shing Features

The work requires the ability to record verbatimat a high rate of speed and the ability to
operate a typewriter. A good know edge of the organization and functions of the
departnent, and the relationships with other departments, agencies and organi zations is
necessary. A know edge of |egal nethods and procedures and an ability to understand and
transcribe compl ex or unusual termnology is also required. The work may involve a nunber of
subj ect-matter areas. Judgnment is required in providing accurate and detailed court reporting
servi ces under various conditions or circunmstances in which the proceedings may take place.
The work of | ess experienced Court Reporters is assigned and checked.
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Secretarial, Stenographic, Typing S
of Q No. 14

EXAMPLE OF A
STATEMENT OF QUALI FI CATI ONS
FOR

B.M P.D. No. 14: COURT REPORTER (COR-2)

ESSENTI AL QUALI FI CATI ONS

BASI C REQUI REMENTS

Educati on - Successful conpletion of two years of
secondary school education according
to provincial standards.

Achi evement, Skills or - Required proficiency in the use of
Apti tudes grammar, spelling and punctuation in the

the English | anguage and the French | anguage.

- Typing skill in both English and French
at a speed of at |east 40 words per mnute
with not nore than a 2 percent error rate.

- Skill in recording verbatimin both English
and French at a speed of at |east 140 words
per minute by manual or machi ne shorthand,
and in transcribing with not nore than a
2 per cent error rate.

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

Experi ence - Experience as a court reporter.

RATED REQUI REMENTS

Know edge - Know edge of court procedures.
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- Know edge of governnent organi zations.

- Know edge of |egal nethods, procedures
and term nol ogy.
Abilities - Ability to maintain files and records.

- Ability to prepare | egal docunents.

- Ability to schedule and assign work and
train staff.

Personal Suitability

Al ertness, tact and reliability.
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Secretarial, Stenographic, Typing
B.MP.D. No. 15

BENCH- MARK POSI TI ON DESCRI PTI ON

Sub- group: Secretari al Level: 1

Bench- mark Position Number: 15 Poi nt Rating: 320

Descriptive Title: SECRETARY
Sumary
Provides secretarial services to a supervisor and staff of a snall organization responsible

for a specialized program
Duti es % of Tine

Types letters, menoranda and reports from prepared copy 35
and rough notes.

- Operates photocopier, calculator and conputer-termn nal 10
typewiter.
- (pens, date stanps, logs and distributes mail to addressee; 20

addr esses outgoing nail and checks for grammatical errors;
arranges for delivery by hand in urgent cases.

Prepares and sends routine acknow edgenents. 5

- Receives and directs visitors to the appropriate 5
i ndi vi dual s.

10
- Answers inquiries of a general nature, refers others of
a nore specific nature to the appropriate staff menbers.
- Arranges tinme and place of neetings in accordance with 5

specific instructions.

- Perfornms other duties, such as maintaining a small, subject
matter filing systemand a limted variety of reference
mat eri al including departrmental procedural manual s and
statistical data on regi onal programs; naintaining
attendance and | eave records; occasionally, as required,
maki ng travel arrangenents through Central Travel Services 10
and conpleting travel clains fromdraft copy; obtaining
of fice supplies fromthe stockroom arrangi ng for
addi ti onal services, e.g. typing, printing.

January 1976 111-
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Speci fi cati ons Degree Points

Know edge
Educati on

Required to type from prepared copy and rough notes,
letters, nenmoranda and reports of a general nature;

oper ate photocopi er, cal cul ator and conputer-term nal
typewiter; prepare interimreplies and routine
correspondence; maintain sinple files and statistical
dat a.

Experi ence

The job requires good know edge of the structure and
functions of a small organization responsible for a
speci al i zed program together with a know edge of
standard of fice procedures. Sone know edge of
departmental administration is required to make
travel arrangenents, obtain typing assistance or
suppl i es.

Compl exity

Duties are routine and repetitive. The subject matter is
restricted to a single specialty area. Work is done in Al 90
accordance with established practices or standardized

procedures.

Consequence of Error

Errors may cause loss of time in searching for and redirecting
nm spl aced correspondence. Inaccurate information given to A 35
i nquirers may cause SOnMe annoyance.

Cont act s

Contacts are within the Departnent at the clerical level to

obtain files, clerical assistance and supplies, at the

seni or enpl oyee level to arrange neetings, and wth nenbers Ad 85
of the public who wish to communicate with the supervisor.
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Degree Points

Supervi sion

The position has no substantive and continuing supervisory - -
responsi bility.
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EXAMPLE OF A
STATEMENT OF
QUALI FI CATI ONS FOR

B.M P.D. No. 15: SECRETARY (SCY-1)
ESSENTI AL QUALI FI CATI ONS

BASI C REQUI REMENTS

- Successful conpletion of two years of

Education secondary school education according
to provincial standards.

Achi evenent, Skills or - Required proficiency in the use of

Apti tudes granmar, spelling and punctuation in
the English | anguage.

- Typing skill in English at a speed of at
| east 40 words per minute with not nore
than a 5 percent error rate.

Language Requi rement - A know edge of the English |Ianguage is

essential for this position.

RATED REQUI REMENTS

Abilities

Ability to proofread and correct errors.

Personal Suitability - Cooperativeness and reliability.

(Note: The above example is for an inexperienced secretary; see next page_ for
an exanpl e of an experienced secretary requirenents.)
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S of Q No. 15B

B. M P.D. No.

EXAMPLE OF A

STATEMENT OF QUALI FI CATI ONS

FOR

15: SECRETARY (SCY-1)

BASI C REQUI REMENTS

Educati on

Achi evenent, Skills or

ESSENTI AL QUALI FI CATI ONS

Apti tudes

Language Requirenent

Experi ence

RATED REQUI REMENTS

Know edge

January 1976

Successful conpletion of two years of
secondary school education according to
provi nci al standards.

Requi red proficiency in the use of granmar,
spel ling and punctuation in the English
| anguage or the French | anguage.

Typing skill in English or French at a
speed of at |east 40 words per minute with
not nore than a 5 percent error rate.

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

Experience in typing letters and nmenoranda
fromrough notes and in perform ng duties
such as file maintenance and mail handling.

Know edge of the organizational structure.

Know edge of a conputer terminal typewiter.

Know edge of procedures concerning trave
arrangenents, recording and distributing
mai |l and maintaining files and records.
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Abilities - Ability to proofread and correct errors.

- Ability to set work priorities.

- Ability to prepare routine acknow edgenents.

Personal Suitability - Initiative, tact, cooperativeness and
reliability.
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B.MP.D. No. 16

BENCH- MARK PGSI TI ON DESCRI PTI ON

Sub- group: Secretari al Level: 1

Bench- mark Position Nunmber: 16 Poi nt Rating: 335

Descriptive Title: SECRETARY

Sunmmary

Provides secretarial services to the supervisor and staff of a snmall organization responsi bl e
for a single specialized program

Duti es % of Tine

- Takes dictation and types nmenoranda, letters, replies to
Questions in the House, a variety of standard fornms, charts
and reports fromrough notes, shorthand and prepared copy 40
involving a limted amount of specialized term nol ogy
peculiar to the function of the unit.

- Logs incomng material, such as letters, files, applications,
and passes to the supervisor or appropriate officer. 10

- Follows up in accordance with established procedures on
nmatters originated by the supervisor or on action docunents 10
to ensure tinely response or to deternine cause of del ay.

- Checks outgoing mail for conpl et eness and address, and
for conpliance with procedural instructions covering 5
the transmssion of classified material; logs files being
returned to Central Registry and other outgoing
mat eri al .

- Recei ves tel ephone and personal callers, provides factual
information and directs callers to the supervisor or 15
appropriate officer.

- Makes travel and accomopdati on arrangenments through Central
Travel Services, types requests for advances and drafts 5
travel clains fromthe supervisor's notes.

January 1976 111-
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% of Tine

- Performs other duties, such as maintaining a small subject
matter filing systemand a variety of procedural manual s
and directives; booking out the conference roomto staff 15
nenbers and entering date, tine and nane of person in the
control book.

Speci fications Degree Points

Know edge

Educati on

Required to take dictation and type nenoranda, |etters,

replies to Questions in the Huse, forns, charts and

reports fromrough notes, shorthand and prepared copy A D 65
involving a linted anount of specialized terninol ogy

peculiar to the function of the unit.

Experi ence

The job requires a good know edge of a snall organi zati on engaged
inasingle, specialized program together with a know edge of
the responsibilities of the various staff menbers. A good

know edge of the procedures applicable to the function of
- X . A 60
the unit and the relative role of the central agency is al so
required.
Conpl exi ty

Most of the duties are routine and highly repetitive. The

subject matter concerns a single specialty in the personnel

field. Duties are performed in accordance with prescribed Al 90
or standardi zed procedures. Quidance is readily avail able

when probl ens occur.

Consequence of Error

Due to the nature of the work errors nmay result in mnor
loss of time or cause nininmal annoyance or inconvenience. A 35
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Degree Points

Cont act s
Contacts are with senior enployees in own Departnent and

with menmbers of the general public to give or obtain Ad 85
i nformati on requiring ordinary courtesy.

Supervi si on

The position has no substantive and continui ng supervisory - -
responsi bility.
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EXAMPLE OF A STATEMENT OF QUALI FI CATI ONS FOR

B. M P.D. No.

16: SECRETARY (SCY-1)

BASI C REQUI REMENTS

Educati on

Achi evenent, Skills or

ESSENTI AL QUALI FI CATI ONS

Apti t udes

Language Requirenent

RATED REQUI REMENTS

Abilities

Personal Suitability

(Note: The above exanple is for

Successful conpletion of two years of
secondary school education according
to provincial standards.

Required proficiency in the use of
granmar, spelling and punctuation in the
French | anguage.

Typing skill in French at a speed of at
| east 40 words per mnute with not nore
than a 5 percent error rate.

Skill in taking dictation in French by
manual or machi ne shorthand at a speed

of at least 80 words per mnute and in
transcribing with not nore than a 5 percent
error rate.

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

Ability to proofread and correct
errors.

Cooperativeness and reliability.

an i nexperienced secretary; see next

page for an exanpl e of an experienced secretary requirenents.)

January 1976
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EXAMPLE OF A
STATEMENT OF QUALI FI CATI ONS
FOR

B.M P.D. No. 16: SECRETARY (SCY-1)

ESSENTI AL QUALI FI CATI ONS

BASI C REQUI REMENTS

Educati on - Successful conpletion of two years of
secondary school education according to
provi nci al standards.

- Required proficiency in the use of grammar,
spel ling and punctuation in both the English
| anguage and the French | anguage.

Achi evenent, Skills or
Apti tudes

- Typing skill in both English and French
at a speed of at |east 40 words per minute
with not nore than a 5 percent error rate.

- Skill in taking dictation in both English
and French by manual or machi ne shorthand
at a speed of at |east 80 words per minute
and in transcribing with not nore than a
5 percent error rate

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

Experi ence - Experience in taking shorthand dictation
and typing from shorthand and rough notes,
and in performng routine office duties
such as handling mail and maintaining files
and records.

RATED REQUI REMENTS

Know edge - Know edge of the organi zational structure.

- Know edge of the functions of the Division
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- Know edge of procedures for naking travel
arrangenents.

- Know edge of procedures for handling classi-
fied material.

Abilities - Ability to proofread and correct errors.

- Ability to maintain files, records and a
foll owup system for correspondence.

Personal Suitability - Tact, thoroughness, and reliability.
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BENCH MARK PCSI TI ON DESCRI PTI ON

Sub- group: Secretari al Level: 1

Bench-mark Position Nunber: 17 Poi nt Rating: 345

Descriptive Title: SECRETARY

Summar y

Provi des secretarial services to the supervisor and professional staff of a small unit
responsi bl e for a segnent of a specialized, research program

Duti es % of Ti me

- Takes dictation and types reports, nanuscripts, statistical
tabl es and correspondence from shorthand notes, prepared
copy and voi ce recordings involving a variety of technical 45
and scientific termns.

- Attaches background nmaterial to incoming mail, distributes
nail to addressee or as directed, and follows up in 15
accordance with instructions.

- Checks outgoing mail for attachnents, conpleteness and 10
conpliance with procedural instructions.

- Receives personal and tel ephone callers and directs callers

to the appropriate individuals or takes nessages in their 10
absence.
- (ol lates background naterial for neetings and types lists 5

of participants, agenda and m nutes.

- Mintains a file of technical reprints for use by staff
nenbers; assists in collating data for inclusion in reports. 5

- Makes travel arrangenents through Central Travel Services,
and types travel authorities and clai ns; occasionally
contacts airlines or other carriers concerning tinings,
reservations or cancell ations.
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Perforns other duties, such as operating photocopi er and
obtai ning of fi ce supplies from stockroom

Speci fications

Knowl edge:

Educati on

Required to take dictation and type reports,

manuscri pt s,

statistical tables and correspondence from shorthand
notes, prepared copy and voi ce recordings involving a

variety of technical

Experi ence

and scientific terns.

Duties require a good know edge of the personnel and

functions of a small

unit responsible for a segment

of a specialized research program together with a

know edge of a |inmted nunber of procedural

Conpl exity

instructions.

Duties are routine and repetitive. The subject matter is
[imted in scope to one aspect, wth several variables, of

a research project. Duties are performed in accordance
with well-established nmet hods and procedures.
readily avail abl e when probl ens are encountered. Limted
judgnent is required in locating and attachi ng background

information to inconing correspondence and in review ng
out goi ng correspondence for conpliance wth procedural

i nstructions.

Consequence of Error

Errors would be mnor in nature and coul d cause m ni nal
loss of time or little annoyance or inconvenience.

Cont act s

Gontacts are with senior enpl oyees in own Departnent and
wth the enpl oyees of airlines or other carriers to give

or obtain infornation requiring ordi nary courtesy.

January 1976
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Degree Points

Supervi si on

The position has no substantive and continuing supervisory - -
responsibility.
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B. M P.D. No.

17:

EXAMPLE OF A STATEMENT

OF QUALI FI CATI ONS FOR

SECRETARY ( SCY- 1)

BASI C REQUI REMENTS

Educati on

Achi evenent, Skills or

ESSENTI AL QUALI FI CATI ONS

Apti tudes

Language Requirenent

RATED REQUI REMENTS

Abilities

Personal Suitability

(Note: The above exanple is for

Successful conpletion of two years of
secondary school education according
to provincial standards.

Required proficiency in the use of
granmar, spelling and punctuation in the
Engl i sh | anguage.

Typing skill in English at a speed of at
| east 40 words per mnute with not nore
than a 5 percent error rate.

Skill in taking dictation in English by
manual or machi ne shorthand at a speed of
at | east 80 words per minute and in tran-
scribing with not nore than a 5 percent
error rate.

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

Ability to maintain files.

Cooperativeness, tact and reliability.

an inexperienced secretary; see next page for an

exanpl e of an experienced secretary requirenents.)
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EXAMPLE OF A STATEMENT

OF QUALI FI CATI ONS

FOR

B.M P.D. No. 17: SECRETARY (SCY-1)

ESSENTI AL QUALI FI CATI ONS

BASI C REQUI REMENTS

Educati on - Successful conpletion of two years of
secondary school education according
to provincial standards.

Achi evenent, Skills or - Required proficiency in the use of
Apti tudes granmar, spelling and punctuation in the

Engl i sh | anguage

- Typing skill in English. at a speed of at
| east 40 words per mnute with not nore
than a 5 percent error rate.

- Skill in taking dictation in English by
manual or nmachi ne shorthand at a speed of
at | east 80 words per minute and in tran-
scribing with not nore than a 5 percent
error rate.

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

Experi ence - Experience in taking shorthand dictation
and typing from shorthand notes and voice
recordings and in perform ng duties such
as receiving and directing callers and
meki ng travel arrangenents.

RATED REQUI REMENTS

Know edge - Know edge of the organization and functions
of the Division.

- Knowl edge of procedures for making trave
arrangenents.
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Abilities - Ability to maintain files.
- Ability to collate data for reports and
meet i ngs.
- Ability to communicate with senior officials
in giving or obtaining information.
Personal Suitability - Alertness, tact, and reliability.

DESI RABLE QUALI FI CATI ONS

- Know edge of technical and scientific
term nol ogy.
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Secretarial, Stenographic, Typing
B.MP.D. No. 18

BENCH- MARK PGSI TI ON DESCRI PTI ON

Sub- group: Secretari al Level: 2

Bench-mark Position Nunber: 18 Poi nt Rating: 405

Descriptive Title SECRETARY

Summary

Provides secretarial services to the supervisor and staff of a snall organization responsible for

a specialized program
Duti es % of Tine

- Types nenoranda, letters, contracts, reports and requisitions from

handwitten drafts and fromvoi ce recordings.
30

- Records, sorts and distributes incomng mail according to
addressee or nature of material and fol |l ows up according 10
to established procedures to ensure tinely response.

- Drafts routine correspondence, such as covering letters and
replies to job applications, for the supervisor's signature; 15
reviews outgoing nmail, submtted for the supervisor's
signature or approval, for grammatical and typographi cal
accuracy and conpliance wth established procedures;
addresses mail .

- Receives personal and tel ephone callers, answers inquiries
of a general nature requiring a linted know edge of
techni cal termnol ogy, and directs other callers to the 10
appropriate staff officer.

- Makes appoi ntrents, subject to confirnation, for all staff;
reserves boardroomfor meetings as directed, types agenda

and list of participants, and arranges for slide projector 5
and screen when required.

- Makes travel and accommodation arrangenents through Central
Travel Services, conpletes travel authorities and 5

requi sitions for advances, and drafts expense cl ai ns.
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% of Tine

- Maintains all general and project files as well as a variety
of reference material, including financial, personnel, 5
procedural and techni cal nanuals, Treasury Board Travel
directives and supply catal ogues.

- Retains for use by the staff various reports and records,
i ncl udi ng budget allocations and expenditures, nonthly
nmanpower strength reports, |eave and attendance, project 10
tine sheets, invoices and cheque requisitions.

- Performs other duties, such as operating photocopier,
di stributing pay cheques, maintaining confidential files, 10
requi sitioning general office supplies, providing procedural
advice to staff nenbers regarding the drafting of nenoranda and letters,
assigning work to the typing pool and expl ai ning any special requirenents,
checking conpl eted work for accuracy.

Speci fi cati ons Degr ee Poi nt s

Know edge

Educati on

Required to type nenoranda, |etters, contracts,

reports and requisitions fromhandwitten copy and

voi ce recordings, draft routine correspondence A, C 50
and review outgoing material for grammatical and

t ypogr aphi cal accuracy.

Experi ence

The job requires a good know edge of the operation

and the relative responsibilities of the supervisor's
organi zation, which is engaged in carrying out a

speci alized program to distribute nail, mintain
project files, answer routine inquiries, direct

callers and retain various accounts and records.

Know edge of procedures applicable to travel and

B 110
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Degree Points

the drafting of letters and nenoranda is al so
required, together with know edge of key personnel
in units providing adm nistrative services.

Compl exi ty

Duties generally are routine and repetitive and perforned in

accordance with established procedures. The subject

natter is linmted to a single specialty area concerned wth

internal administration. Sonme initiative and judgnent are

required in distributing mail, directing callers, assigning

work to the typing pool, naking tentative appointnents, A2 120
answering general inquiries, maintaining all general and

project files, and in providing procedural advice to staff

nenbers regarding the drafting of menoranda and | etters.

Consequence of Error

Errors in distributing mail, directing callers or filing
reports may result in mnor |oss of tine or inconvenience. A 35

Cont act s

Gontacts are in own Departnent, wth senior enpl oyees to

give or obtain information requiring ordinary courtesy, and
with junior and intermnedi ate enpl oyees to give or obtain

i nfformati on or provi de advi ce regardi ng procedures requiring
limted explanation.

B1 90

Supervi si on

The position has no substantive and continui ng supervi sory - -
responsibility.
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EXAMPLE OF A STATEMENT OF QUALI FI CATI ONS FOR

B.M P.D. No. 18: SECRETARY (SCY-2)

ESSENTI AL QUALI FI CATI ONS

BASI C REQUI REMENTS

Educati on - Successful conpletion of two years of
secondary school education according
to provincial standards.

Achi evement, Skills or Required proficiency in the use of
Apti tudes grammar, spelling and punctuation in both
the English | anguage and the French | anguage.

Typing skill in both English and French
at a speed of at |east 40 words per mnute
with not nore than a 5 percent error rate.

Language Requirenent

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

Experi ence - Experience in typing a variety of materi al
such as nenoranda, letters, contracts and
reports fromhandwitten drafts; in drafting
routi ne correspondence and processing
i nconm ng and out goi ng i l

RATED REQUI REMENTS

- Know edge of the structure and responsi -
Knowl edge bilities of the Branch.

- Know edge of procedures for naking trave
arrangenments and requisitioning supplies.
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Abilities
Per sonal

Suitability

January 1976

Typi ng

Ability to maintain files and records.

Ability to review naterial and detect
grammti cal and typographi cal errors.

Ability to arrange appoi ntnents and
neeti ngs.

Initiative, tact, thoroughness and
dependabi lity.
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B.M P. D.

No. 19

BENCH- MARK POSI TI ON DESCRI PT1 ON

Sub- Group: Secretari al

Bench-mark Position Nunber: 19

Descriptive Title: SECRETARY

Sunmar y

Level :

Poi nt

2

Rati ng: 465

Provi des secretarial services to the supervisor of an organization responsible primarily for
a single programwi th closely-related activities.

Duti es

Takes dictation and types reports, letters and menoranda
fromspeedwiting notes, handwitten drafts and prepared copy
involving a variety of nedical and technical term nol ogy.

Locates and attaches, if not already attached, background

mat erial to incom ng correspondence directed to the
supervi sor; redirects correspondence not requiring the
supervisor's attention to the appropriate person or sub-unit.

Conposes and signs routine adm ni strative correspondence,
such as nenoranda indi cating change of address; checks,
for typographical errors, outgoing naterial being
submtted for the supervisor's signature and ensures that
background material is attached.

Recei ves personal and tel ephone call ers, answers general
inquiries; if necessary, redirects callers to the
appropriate officer, sub-unit or other units within the
Depart nment .

Makes tentative appoi ntments subject to the supervisor's
approval and confirns or advises those concerned of
alternative arrangenents.

Arranges tine and space for neetings or conferences in
accordance with general instructions, nakes hotel
acconmodation for out-of-tow participants, collates and

phot ocopi es material, takes notes of the proceedi ngs of
nmeetings and prepares and di stributes summary m nutes.
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Secretarial, Stenographic, Typing
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Makes travel arrangenents for the supervisor and other
staff nmenbers through Central Travel Services after
determning suitable flights and tinmes, types up
itineraries, requests advances, and conpiles travel clains
for supervisor.

Mai ntains a listing of all departnentally approved
specialists in Canada, adds or del etes names upon
recommendati ons fromthe Regional representatives, and
sends out notification forns to the individuals and the
Regi ona

O fices concerned.

Perforns rel ated duties, such as maintaining a subject-

matter file system requisitioning office supplies for

use by the staff from departnental sources; relaying test
results received fromthe | aboratory to Regional and

District Ofices by tel ephone and typing and transnmitting
confirmation reports; occasionally making | uncheon arrangements

at

| oca

restaurants in accordance with genera

i nstructions.

Speci ficati ons

Know edge

Educati on

Required to take dictation and type reports, letters
and menoranda from speedwiting notes, handwitten
drafts

and prepared copy involving a variety of nedical and
techni cal termninology; take m nutes of neetings and

A B, D E

prepare summaries; check for typographical accuracy and
attachments of all outgoing correspondence subnitted
for the supervisor's signature

Experi ence

Duties require a good know edge of the supervisor's
subordi nate organi zati on and of the respective
responsibilities of the various sub-units engaged
in a single program conprising several closely
related activities. Some know edge of the unit's
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B.MP.D. No. 19

rel ati onships with other units of the Departnent having
related interests is also required, together with a
general know edge of the operations of the Regional and

District Ofices.

Conpl exi ty

Duties generally are routine and repetitive and concern one
subj ect-matter area of interest throughout the country.
Sone initiative is required in | ocating rel evant background
naterial for incomng correspondence, naking arrangenents
for meetings and conferences, redirecting callers and
correspondence, and meking trave

are generally well established.

Consequence of Error

Errors would be mnor in nature and coul d cause nini na
| oss of tine or slight annoyance or

Cont act s

Contacts are with senior officers within the Departnent
torelay infornmation and within the supervisor's subordinate
organi zation to give or obtain information requiring
ordinary courtesy. Contacts are also with Centra
accommodat i on, and
with hotel clerks to reserve acconmodati on for out-of -town

Services to arrange travel and hote

partici pants.

Supervi sion

The position has no substantive and continui ng supervi sory

responsibility.
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Secretarial, Stenographic, Typing S
of Q No. 19

EXAMPLE OF A STATEMENT OF QUALI FI CATI ONS FOR

B.M P.D. No. 19: SECRETARY (SCY-2)

ESSENTI AL QUALI FI CATI ONS

BASI C REQUI REMENTS

Educati on - Successful conpletion of two years of
secondary school education according
to provincial standards.

Achi evenent, Skills or - Required proficiency in the use of
Apti t udes granmar, spelling and punctuation in the
Engl i sh | anguage.

- Typing skill in English at a speed of at
| east 40 words per minute with not nore
than a 5 percent error rate.

- Skill in taking dictation in English by
manual or machi ne shorthand at a speed of
at | east 80 words per minute and in tran-
scribing with not nore than a 5 percent
error rate.

- A know edge of the English |language is

Language Requirement essential for this position.

Experi ence - Experience in taking shorthand dictation
and typing from shorthand notes invol ving
medi cal or technical termn nol ogy.

RATED REQUI REMENTS

- Know edge of the organization and respon-

Know edge sibilities of the Division.

- Knowl edge of the procedures for meking
travel arrangements and requisitioning
of fice supplies.

January 1976 111-19.4



Secretarial, Stenographic, Typing S

of Q No. 19
Abilities - Ability to arrange neetings and
conf erences.
- Ability to take notes at neetings and
prepare mnutes.
- Ability to conpose routine correspondence.
Personal Suitability - Initiative, tact, reliability and

t hor oughness.

January 1976 111-19.5



Secretarial, Stenographic, Typing
B.MP.D. No. 20

BENCH- MARK PGSI TI ON DESCRI PTI1 ON

Sub- group: Secretari al Level: 2

Bench-mark Position Nunmber: 20 Poi nt Rating: 550

Descriptive Title: SECRETARY
Sumary

Provi des secretarial services to the supervisor of an organi zation responsible for the admnistration
and operation of Headquarters and District (fices engaged i n providing a service to the public.

Duti es % of Time

- Types reports, nenoranda, mninutes and correspondence from 30
voi ce recordings and handwitten drafts involving a linmted
amount of scientific/legal term nology.

- Records inconming nail, retrieves and attaches subject files 10
or avail abl e background material, tags urgent material,
records subsequent distribution, and follows up i n accordance
with established procedures to determne status or cause of
del ay.

- Drafts routine replies to correspondence received fromthe 10
public; checks outgoing nail for format, attachnents,
t ypogr aphi cal and grammati cal accuracy, and for correct
di stribution.

- Screens visitors and tel ephone call ers, determnes nature 15
or purpose of call, answers general inquiries and those
referring to status of applications and rates of benefits,
and refers others to the supervisor or to the sub-unit
head concer ned.

- Schedul es tentative appoi ntnents subject to the supervisor's
approval and confirns or advi ses those concerned of 5
alternative arrangenents; reserves space for neetings as
directed, types agenda and col | at es background naterial .

January 1976 111-20.1



Secretarial, Stenographic, Typing
B.MP.D. No. 20

% of Tinme

- Locates and extracts rel evant data to assist the supervisor 10
in the conpilation of reports, and occasionally conpiles
statistics and drafts charts or graphs.

- Maintains a variety of reference material including 5
scientific and policy manuals, staff instructions,
policy directives and various tables and statistical
reports; also maintains working files on natters of
current concern.

- Perfornms other duties, such as operating phot ocopi er and 15
calculator; relaying instructions to the supervisor's
subordi nat e heads; maintaining a snall quantity of
confidential material; making travel and accommodati on
arrangenents as directed and typi ng associ ated accounti ng
records; review ng Hansard, Proceedings and Oders of the
House of Commons and Senate and flagging natters of
interest for the supervisor.

Speci fications Degree Points

Know edge

Educati on

Required to type reports, nenoranda, mnutes and A, B, C, 100
correspondence fromvoi ce recordi ngs and handwitten

drafts involving a limted nunber of recurring

scientific/legal terns; reviewoutgoing mail for

format and for typographical and grammatical accuracy;

draft routine replies to correspondence; |ocate and

extract data to assist in the conpilation of reports

and occasional ly conpile statistics and draft charts

and graphs.

Experi ence

Duties require a good know edge of the supervisor's B 110
organi zati on and adm ni strative/operational responsibilities at
both the Headquarters and District

January 1976 111-20. 2



Secretarial, Stenographic, Typing
B.MP.D. No. 20

Degree Points

Office levels, and the inter-workings between the
supervi sor's organi zati on and the investigative arm

a good know edge of administrative procedures, and
limted subject-matter know edge in a single specialty
ar ea.

Conpl exi ty

Mbst duties are routine and repetitive; however, a few are
non-recurring. The subject-nmatter area concerns and is
limted to income benefits. Judgnment is required in

. ) o . . ; A2 120
replying to inquiries concerning the status of applications

and rates of benefits, in tagging urgent material, and in

schedul i ng tentative appoi ntnents for the supervisor.

Consequence of Error

Errors in providing information to inquirers, such as

menbers of the public and officials of representative B 70
organi zations, may cause enbarrassnent to the supervisor

Cont acts

Contacts are with senior officials in the organization

to arrange neetings and to give and obtain infornation, with

the supervisor's subordinates to obtain infornation and

relay instructions, and with Menbers of Parlianent, B5 150

of ficials of representative groups and nenbers of the public
to answer inquiries regarding the status of applications
and rates of benefits, requiring limted expl anation

Super vi si on

The position has no substantive and conti nui ng supervi sory - -
responsi bility.
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Secretarial, Stenographic, Typing
S ot Q No. 20

EXAMPLE OF A STATEMENT OF QUALI FI CATI ONS FOR

B.M P.D. No. 20: SECRETARY (SCY-2)

ESSENTI AL QUALI FI CATI ONS

BASI C REQUI REMENTS

Educati on Successful conpletion of two years of
secondary school education according to

provinci al standards.

Achi evenent, Skills or Required proficiency in the use of
Apti tudes granmar, spelling and punctuation in both
the English | anguage and the French | anguage

Typing skill in both English and French
at a speed of at |east 40 words per minute
with not nmore than a 5 percent error rate.

Language Requirenent

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

- Experience in performng secretarial duties
such as drafting routine correspondence,
mai ntai ning a control and foll ow up system
on mail and maki ng travel arrangenents.

Experi ence

RATED REQUI REMENTS

Know edge - Know edge of the operation and responsi -
bilities of the Branch.

- Knowl edge of the subject matter re inconme
benefits regul ati ons.

- Know edge of procedures for handling mail
and maki ng travel arrangenents.

January 1976 111-20. 4



Secretarial, Stenographic, Typing
S of Q No. 20

Abilities - Ability tolocate and extract data to
assist in the conpilation of reports.

- Ability to arrange neetings, set up
agenda and col | at e background materi al

- Ability to conmunicate with senior
officials in giving and obtaining
i nformation.

Personal Suitability - Tact, cooperativeness and reliability.

January 1976 111-20.5



Secretarial, Stenographic, Typing
R MP.D. No. 21

BENCH- MARK PGSI TI ON DESCRI PTI ON

Sub- group: Secretari al

Bench-mark Position Nunber: 21

Descriptive Title: SECRETARY

Summary

Provi des secretari al

for several related admnistration prograns w thin departmnental

Duti es

Takes dictation in both official |anguages and types
nenoranda, letters and reports fromshorthand notes, tape
recordi ngs and rough drafts.

Reads inconming nail, |ocates and attaches referenced
background material and distributes nail to the
appropriate officer; records registered nail and
mnisterial inquiries; follows up in accordance wth

est abl i shed procedures to ensure that necessary actions
have been taken or to deternine reasons for del ay.

Conposes and signs routine correspondence, such as interim
replies, acknow edgenents, covering letters, and requests
for special items for staff.

Level : 3

Poi nt Rating:

services to the supervisor and staff of a snall organization res

headquarters.

Mai ntai ns an al pha/ nunerical filing systemfor correspondence,

projects and reports; a bring-forward systemfor the
supervisor's use; a variety of reference manuals, circulars
and bull etins.

Checks all outgoing naterial, submtted for the supervisor's

signature or approval, for format and accuracy of detail in
accordance with prescribed procedures, and for grammati cal
and typographi cal accuracy.

Recei ves personal and tel ephone callers, directs callers
to the appropriate officer, provides information of a
factual nature and redirects calls requiring nore
substantive replies.

January 1976 111-21.1
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Secretarial, Stenographic, Typing
BMP.D. No. 21

% of Tinme

- Schedul es appoi ntnents as directed and ensures that the
supervi sor has necessary background nateri al . 5

- Arranges neetings involving departnental officers and
officials fromthe private sector in accordance wth
instructions, reserves accomodation, types and distributes 5
agenda, naintains records of neetings, occasionally takes
notes at neetings and prepares summary ninutes.

- Mkes all air, train, rent-a-car and hotel reservations
through Central Travel Services and the departnental
travel section; conpletes travel authorities, advance 5
forns and itineraries; types expense clains ensuring that
travel directives have been followed, addition is accurate
and the information conpl ete.

- Perforns other duties, such as naintaining the unit
organi zation charts; keeping a record of taxicab expenses
and reporting to Accounts Payabl e the amounts owi ng to each
conpany; sorting, photocopying and distributing notices for 20
posting; naintaining office supplies for the unit;
nai nt ai ni ng attendance reports; advising the supervisor's
subor di nat es concerning procedures to be followed in
preparing correspondence and forns.

Speci fications Degree Points

Knowl edge

Educat i on

Required to take dictation in both official |anguages and to

type nenoranda, letters and reports from shorthand notes,

rough drafts and tape recordings; conpose and sign routine

correspondence; check for granmmatical and typographi ca

accuracy and for accuracy of detail all outgoing naterial

subnitted for the supervisor's signature or approval; occa- A B, C D 125
sional |y take notes of neetings and prepare sunmary mi nut es.

January 1976 111-21.2



Secretarial, Stenographic, Typing
B.MP.D. No. 21

Degree Points

Experi ence

Duties require a good know edge of a small organization

responsi ble for several related adm nistrative prograns,

some know edge of the overall organization of the

Departnent and how the unit's administrative prograns

relate to it, a good know edge of departnmental and

unit procedures as they relate to the specialized

functions of the unit, and sone know edge of ot her C 160
units, both inside and outside the Departnent, having

interrelated functions.

Compl exity

Sone of the duties are involved and there is a frequent

requi rement to obtain data and infornation in connection

with the several related adninistrative programs carried

out by the organization. There is limted scope for
initiative as nost duties are covered by standard practices
and established procedures and probl ens not covered are
referred to the supervisor.

Bl 140

Consequence of Error

Errors in the handling of correspondence concerning

enpl oynent applications or in the transmssion of B 70
informati on nay cause enbarrassnent to the supervisor

or to others.

Cont act s

Contacts are with junior/internediate enpl oyees within

the supervisor's organization to provide advi ce regarding

procedures to be followed requiring limted expl anation,

and with senior officers of the Departnent, other A5 100
departnments or agencies and the general public to give

or obtain information requiring ordinary courtesy.

Supervi si on

The position has no substantive and continui ng supervi sory - -
responsibility.
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Secretarial, Stenographic, Typing S

of Q No. 21

EXAMPLE OF A STATEMENT OF QUALI FI CATI ONS

BASI C REQUI REMENTS

Educati on

Achi evenent, Skills or

FOR

B.M P.D. No. 21: SECRETARY (SCY-3)

ESSENTI AL QUALI FI CATI ONS

Apti tudes

Language Requirenent

Experi ence

RATED REQUI REMENTS

Know edge

January 1976

- Successful conpletion of two years of
secondary school education according to
provi nci al standards.

- Required proficiency in the use of
granmar, spelling and punctuation in both
the English | anguage and the French | anguage.

- Typing skill in both English and French
at a speed of at |east 40 words per mnute
with not nore than a 5 percent error rate.

- Skill in taking dictation in both English
and French by manual or machi ne shorthand
at a speed of at |east 80 words per minute
and in transcribing with not nore than a
5 percent error rate

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

- Experience in performng secretarial duties
i nvol ving taking dictation and typing from
short hand notes and voice recordings,
conposi ng correspondence and handl i ng
i ncom ng and outgoing mail.

- Know edge of the organization of the Departnent
and of the responsibilities of the Division

- Know edge of procedures for nmaking trave
arrangenents.

111-21. 4



Secretarial, Stenographic, Typing
S of Q No. 21

Abilities - Ability to compose routine correspondence.
- Ability to maintain files and records.
- Ability to arrange neetings and schedul e
appoi nt ments.
Personal Suitability - Thoroughness, tact and dependability.

January 1976 111-21.5



Secretarial, Stonograph[c, Typing
B.MP.D. No. 22

BENCH- MARK PCSI TI ON DESCRI PTI ON

Sub- group: Secretari al

Bench-mark Position Nunber: 22

Descriptive Title: SECRETARY

Summary

Provi des secretari al

unit responsible for a specialized research program
Duti es

Sorts and distributes incomng mail according to the subject
matter or addressee.

Takes dictation and types correspondence, reports and

menor anda from short hand notes, voice recordings and rough
drafts involving a variety of scientific ternms; drafts nore
difficult correspondence for the supervisor's signature.

Conpil es and types scientific papers fromhandwitten
manuscripts, arranging as to format and net hod of
presentation in accordance with standard practices;
checks with the originator when problens arise; proofreads
for grammatical and typographical errors; often prepares
graphs, tables and charts from rough di agrans.

Checks out goi ng correspondence for accuracy and conpl et eness;
ensures nail is properly addressed and when applicabl e
correctly | abel ed in accordance with postal regul ations

Screens personal and tel ephone cal l ers; answers genera

inquiries fromthe public giving practical advice of a
somewhat repetitive nature concerning problens relating to
the function of the unit; refers others to the appropriate
staff menber; frequently redirects callers to other units
having related responsibilities.

Arranges appoi ntnments, as directed, with officials of
universities, other departnents and other |evels of
government who are interested in the unit's subject matter
area

January 1976 111-22.1

Level : 3

Poi nt Rating: 645

services to the supervisor and the professional staff of a small
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Secretarial, Stenographic, Typing
B.MP.D. No. 22

% of

Mai ntains a small subject-matter filing system foll ow ng
departnmental guidelines, together with an i ndex of Central
Regi stry files; also maintains abstract cards contai ni ng

data pertinent to the research program

Arranges travel through Central Travel Services,

requi sitions travel advances, drafts and types clains from
receipts and trip notes in accordance wth travel

regul ations; maintains unit's record of travel expenses.

Requi sitions office supplies, booklets, reprints of
publications, chemcals and other |aboratory supplies on
request using departmental and conmmercial catal ogues; checks
i ncom ng supplies and forwards docunentation for payment.

Perforns other duties as required, such as arranging for

phot ographi ¢ work and slide nake-up, operating photocopier,
mai nt ai ni ng | eave and attendance records and nai ntai ni ng
asnall library of scientific journals and other publications.

Specifications Degr ee

Ti me

Poi nts

Know edge

Educati on

Required to take dictation and type correspondence,
reports and papers from shorthand notes, voice
recordi ngs and handwitten drafts involving a
variety of scientific terns; correct grammar and

spelling in correspondence, reports and nanuscripts
originated by research personnel; drafts nore difficult A B, C D,
correspondence for the supervisor's signature.

January 1976 111-22. 2
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Secretarial, Stenographic, Typing
B.MP.D. No. 22

Degree Points

Experi ence

Duties require a good know edge of the functions and
organi zation of a small unit responsible for a

speci al i zed research program and of depart nent al
procedures applicable to such matters as travel, |eave

and attendance, preparation of supply requisitions,

correspondence, reports and papers; sufficient subject c 160
matter know edge to provide routine practical advice
to the public, and to correct grammar and spel ling
in correspondence, reports and papers. Sonme know edge
of the responsibilities of other related units is
required to redirect callers.
Compl exity
Wil e sone duties are routine, others are not. The
conpi l ati on of manuscripts is non-repetitive and often
conpl i cated, al so questions posed by the general public
are sonewhat involved, but normally relate to one of the
many segnments of the research program However, procedures
and ret hods in coping with the workl oad are prescribed in B1 140

wor ki ng instructions and office manuals. Advice is sought
fromthe supervisor or staff when novel problens arise
or no precedent is avail able.

Consequence of Error

Errors nay result in sone |l oss of tine on the part of
several enpl oyees or be enbarrassing to the individual (s) B 70
for whomsecretarial services are bei ng provided.

Cont act s

Gontacts are with enpl oyees in own Departnent to request
books, periodicals and copies of reprints and to arrange
for photographic work and slide nake-up requiring limted
expl anation, and with nenbers of the public to provide
practical advice involving explanation.

B4 135
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Degree Points

Super vi si on

The position has no substantive and continui ng supervisory - -
responsibility.

January 1976 111-22. 4



Secretarial, Stenographic, Typing S
of Q No. 22

EXAMPLE OF A

STATEMENT OF QUALI FI CATI ONS

B. M P.D. No.

FOR

SECRETARY ( SCY- 3)

ESSENTI AL QUALI FI CATI ONS

BASI C REQUI REMENTS

Educati on

Achi evenent, Skills or
Apti t udes

Language Requirenent

Experi ence

RATED REQUI REMENTS

Know edge

January 1976

Successful conpletion of two years of
secondary school education according to
provi nci al standards.

Required proficiency in the use of
grammar, spelling and punctuation in the
French | anguage.

Typing skill in French at a speed of at
| east 40 words per mnute with not nore
than a 5 percent error rate.

Skill in taking dictation in French by
manual or machi ne shorthand at a speed of
at | east 80 words per minute and in tran
scribing with not nore than a 5 percent
error rate.

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

Experience in perform ng secretarial duties
in a scientific or technical program

Know edge of the functions of a specialized
research program

Know edge of scientific term nol ogy.

Know edge of established procedures for
meki ng travel arrangenents and requi sition
i ng supplies.

111-22.5



Secretarial, Stenographic, Typing S

of Q No. 22
Abilities - Ability to extract and conpile materia
fromhandwitten copy.
- Ability to prepare graphs and charts
fromrough diagrans.
- Ability to maintain files and records.
Personal Suitability - Initiative, tact, thoroughness and

reliability.
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Secretarial, Stenographic, Typing

B.M

Sub-

P.D. No. 23

BENCH- MARK POSI TI ON DESCRI PTI ON

group: Secretari al

Bench-mark Position Nunber: 23

Descriptive Title: SECRETARY

Sunmmary

Level :

Poi nt

4

Rating: 715

Provi des secretarial services to the supervisor of a snall organization responsible for a milti-

faceted programwhi ch interfaces wth other governnental

and agenci es.

Dut i

es

Logs inconming mail and passes to the supervisor, maintains
a bring-forward systemfor correspondence and for itens
requiring action by the supervisor.

Revi ews out goi ng correspondence subnmtted for the
supervisor's signature or approval, for format, procedural
accuracy, typographical errors, conpleteness, and to a
limted extent for content.

Takes dictation and types letters, reports and nenoranda

i nvol ving several related and unrel at ed subject-nmatter
areas, fromshorthand notes, prepared copy and occasional |y
fromvoi ce recordi ngs; conposes and si gns acknow edgenent s,
interimreplies and correspondence of an administrative

nat ure.

Mai ntai ns current subject matter files for ready reference,
an index of files held in Central Registry, and a variety
of financial, adninistrative, programand project nmanuals.

Screens i nconming tel ephone calls, obtains infornation from
files or el sewhere within the organization and replies

directly to general inquiries fromofficials of departments,

provinci al governments and private industry, or redirects
inquiries to the appropriate officers.

January 1976 111-23.1
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Secretarial, Stenographic, Typing
B.MP.D. No. 23

% of Tine
- Arranges appoi ntnments based on the supervisor's schedul e,
priorities and purpose of the visit; when feasible arranges 5
alternative appointnents with the supervisor's subordi nates.
- Arranges tinme and accommodation for neetings as directed,
drafts agendas upon receiving subjects for discussion and
obt ai ns background naterial for the supervisor froma 10

variety of sources within and, on occasion, outside the
or gani zati on.

- Scans newspapers, Hansard and various bul letins and flags
rel evant material or itens of interest for the supervisor
and nenbers of the staff; when required, searches for, 10
extracts and summari zes data or obtains information
directly fromthe appropriate officers to facilitate the
preparation of correspondence and reports.

- Types trip itineraries, arranges en route appoi ntnents,
makes travel arrangenents through Central Travel Services 5
and hotel reservations directly, obtains travel advances
and drafts clai ns.

- Relays information and instructions between the supervisor
and subordi nate of ficers; provides advice and gui dance to
the supervisor's subordinate officers and the support 10
staff of subordinate units regardi ng procedures to be
fol | owed; supervises other admnistrative support staff by
provi di ng advi ce on procedures, assigning work, and
checki ng conpl eted work for accuracy.

- QCccasionally perforns other duties, such as assisting the
supervi sor's subordinate officers in preparing reports
and correspondence, providing secretarial assistance to 5
the officers in the absence of the regul ar secretary,
receiving mail and forwarding to the Secretariat, checking
and registering nmnisterial correspondence, obtaining
of fice supplies fromdepartnmental stores.

January 1976 111-23.2
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Speci fi cati ons Degree Points

Knowl edge

Educat i on

Required to take dictation and type letters, reports
and nenor anda from prepared copy, shorthand notes and
occasional |y fromvoi ce recordings; revi ew outgoi ng
correspondence for format and conpl eteness, and to a
limted extent for content; assist in the preparation

of correspondence and reports by searching for,
extracting and sumnari zi ng data; check for accuracy

the work conpl eted by other support staff.

A B CD 125

Experi ence

Duties require a thorough know edge of admnistrative

procedures together with a good know edge of the

relative responsibilities of key personnel in a

snal | organi zation responsible for a milti-faceted c 160
program good subject-matter know edge in a nunber

of interrelated areas and sone know edge of the

organi zation's responsibilities in relation to those

of other departnents, other |evels of governnent and

certain industries in the private sector.

Conpl exi ty

Sone duties are of a routine nature and are perforned i n accor dance

with established procedures, others are nore i nvol ved. The

subj ect matter concerns one program whi ch has several

interrelated areas. Initiative and judgnent are required in the

schedul i ng of appointrments or the nmaking of alternative arrangenents, c2 170
inanswering or referring inquiries, in providing procedural advice

to the supervisor's subordinates, in searching for, abstracting

and summarizing information or data, in obtaining information from

departnental officials, and in supervising activities of other

support staff.
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B.M.P.D. No. 23

Degree Points

Consequence of Error

Errors made in extracting and sumrari zi ng data may result
in inaccuracies in reports and may have |limted effect
on activities or result in enbarrassnent to the supervi sor. B 70

Cont act s

Contacts are with officials of other departments, other

| evel s of governnment and executives of industry to provide

or obtain information requiring limted explanation, and

with senior officials in the Departnent to give or obtain C3 170
i nformation requiring considerable el aboration and

di scussi on.

Super vi si on
Supervi ses the activities of other support staff by pro

vi di ng advi ce on procedures, assigning work and checki ng
conpl eted work for accuracy.
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EXAMPLE CF A
STATEMENT OF QUALI FI CATI ONS
FOR

B.M P.D. No. 23: SECRETARY (SCY-4)

ESSENTI AL QUALI FI CATI ONS

BASI C REQUI REMENTS

Education - Successful conpletion of two years of
secondary school education according
to provincial standards.

Achi evenent, Skills or - Required proficiency in the use of granmar,
Apti tudes spel ling and punctuation in the English
| anguage.
- Typing skill in English at a speed of at

| east 40 words per minute with not nore
than a 5 percent error rate.

- Skill in taking dictation in English by
manual or machi ne shorthand at a speed of
at | east 80 words per minute and in transcribing
with not nore than a 5 percent error rate.

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

Experience - Experience in performng secretarial duties

such as conposing routine correspondence,
handl i ng i ncom ng and outgoing mail and
arrangi ng neetings.

RATED REQUI REMENTS

- Know edge of the structure and responsi -
Know edge bilities of the organization.

- Know edge of the procedures for |ogging
incoming mail, making travel arrangenments
and rmaintaining files.
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Secretarial, Stenographic, Typing
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Abilities - Ability to extract and summari ze dat a.

- Ability to conmunicate effectively in
relaying information and instructions.

Personal Suitability - Tact, thoroughness and reliability.

DESI RABLE QUALI FI CATI ONS

- Knowl edge of provincial governnents and
private industry having responsibilities
related to the organi zati on.
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BENCH- MARK PQSI TI ON DESCRI PTI ON

Sub- group: Secretari al Level: 4

Bench- mar k Position Nunber: 24 Point Rating: 750

Descriptive Title: SECRETARY
Summar y

Provides secretarial services to a supervisor of an organi zation conprising Headquarters
and Regional Ofices responsible for several generally related prograns.

Duti es % of Tine

Recei ves, screens and | ogs inconing correspondence and,

by determ ning subject matter, refers to the appropriate

staff nenber or section, calls Central Registry for files

and rel ated background information if necessary; maintains
an action and foll owup system

20

- Miintains a control register for mnisterial correspondence 5
and inquiries; ensures timely response or ascertains reasons
for del ay.

- Conposes, types and signs interimreplies and answers to 15
general inquiries, including those fromprivate individuals
or organi zations.

- Provides advice and gui dance to the supervisor's subordinate 10
officers and support staff concerning the fornat and tone of
correspondence, and checks out goi ng correspondence for
format, conposition, grammatical and typographi cal accuracy,
conmpliance with procedures and conpl et eness.

- Types, from prepared copy or voice recordings, letters, 15
nmenoranda, reports, briefs and directives, and occasionally
types confidential material, such as personnel appraisals
or legislative drafts.

- ldentifies visitors/tel ephone callers and deternines nature of

i nqui ry; deci des which can be handl ed personally, referred el sewhere or 10
must be directed to the supervisor; replies to questions frequently

i nvol ving reference to appropriate |egislation; nakes appoi ntnents on own
initiative and advi ses the supervisor; naintains an appoi ntnent di ary.
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% of Time

- Schedul es and sets up mneetings/ conf erences on request of 5
the supervisor; confirns arrangenents with all concerned,
whi ch usual |y includes senior Regional representatives
types mnutes of neetings and arranges for distribution of
sane.

- Searches for, reads and extracts or summarizes information
fromdepartnmental reports, briefs and papers for inclusion
in reports or correspondence; scans publications and fl ags
itenms of interest for the supervisor.

- Maintains a variety of reference material, e.g. depart- 5
nental manual s and regul ations, |egislation, and statistics;
retains an index to Central Registry files; controls
confidential files.

- Makes transportation and accommodati on arrangenents through
Central Travel Services; types travel schedules, drafts 5
and types travel clains.

- Perforns rel ated duties, such as relaying instructions to 5
the Regional Cfices, maintaining | eave and attendance
records, requisitioning office supplies, naintaining charts,
and operating photocopier.

Speci fications Degree Points

Know edge
Educati on
Required to type, fromvoice recordi ngs and prepared A B, C 100

copy, letters, menoranda, mnutes, reports, briefs,
directives, personnel appraisals and |egislative
drafts, conpose routine letters; extract information
froma variety of sources; review outgoing correspondence

for format, conposition and grammati cal and typographi ca
accuracy.
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Degree Points

Experi ence

The work requires a good know edge of the prograns, D 210
pol i cies and operating procedures for which the

supervi sor is responsible, the organization of

Headquarters and Regional units, a good know edge

of the subject-matter areas and the people within the

organi zation responsi bl e for the various segnents of

same, together with a general know edge of the

| egislation pertinent to the prograns.

Conpl exi ty

Wi | e sone duties are of a routine nature, nmany are non- B3 200
repetitive and invol ved and require a search for precedent,
particularly in answering the variety of inquiries received.

The various progranms are covered by different |egislation,

but are generally related. As only general guidelines are
available, initiative is required in handling requests for
information directed to the supervisor, in providing

advice to the supervisor's subordinate officers and in

revi ewi ng outgoi ng correspondence. There is frequently

a requirement to nmodify existing procedures to resolve

probl ens.

Consequence of Error

I naccurate information in answer to inquiries nay cause B 70
enbarrassment to individuals. Problens or correspondence

incorrectly routed nay result in considerable |oss of tirme.

Errors in relaying instructions to Regional staffs nay

have |limted effects on activities of the organization.

Cont act s

Contacts are with senior officials wthin the Departnent C3 170
to give or obtain information frequently requiring

el aboration, particularly when relaying information or

instructions on behalf of the supervisor. Contacts are

also with the public; with private individuals to explain

procedures and advi se regarding the status of probl ens;

with the news nedia to advise regarding the status of

| egi sl ation revision.
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Degr ee Poi nt s

Supervi sion
There is no substantive supervisory responsibility; however,

there is a requirenent to check the quality of work of the } ;
secretaries in the supervisor's subordinate units.
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EXAMPLE OF A

STATEMENT OF QUALI FI CATI ONS
FOR B.M P. D. No. 24: SECRETARY (SCY-4)

ESSENTI AL QUALI FI CATI ONS

BASI C REQUI REMENTS

- Successful conpletion of two years of

Educati on . -
—_— secondary school education according
to provincial standards.
Achi evenent, Skills or - Required proficiency in the use of grammar,
Apti tudes spel ling and punctuation in both the
Engli sh | anguage and the French | anguage.

- Typing skill in both English and French
at a speed of at |east 40 words per minute
with not nore than a 5 percent error
rate.

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

and the French | anguage is essential for
this position.

- Experience in performng secretarial duties
i ncl udi ng handling of Mnisterial corre-
spondence.

Experi ence

RATED REQUI REMENTS

- Know edge of the organization of Head

Know edge quarters and Regi onal offices.

- Knowl edge of adm nistrative procedures
for handling mail including Mnisterial -
correspondence.

- Know edge of the prograns within the
organi zati on.
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L - Ability to conpose routine correspondence.
Abilities
- Ability to extract and summarize
i nformati on.
- Ability to communicate orally in relaying
information and instructions.
Personal Suitability - Initiative, thoroughness, reliability and

tact.
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BENCH- MARK PGOSI T1 ON DESCRI PTI ON

Sub- group: Secretari al

Bench-mark Position Nunber: 25 Level : 4
Descriptive Title: SECRETARY Poi nt Rating: 795
Summary

Provi des secretarial services to the supervisor of a conplex organi zation, of noderate
si ze, responsible for several unrelated admnistrative prograns.

Duti es % of Tinme

Takes dictation and types letters, menoranda, reports,
mnutes and other material fromshorthand notes, voice
recordi ngs and prepared copy.

15

- Reads inconing nail to deternine priority and the nature 15
of action required, attaches rel evant background nateri al
and forwards to the supervisor or appropriate sub-unit
head, maintains a control systemand follows up to ensure
timely response.

- Checks outgoing nail for accuracy, confornance with overall 10
pol i cy, adequacy of treatnent, and whether any statenents
m ght be enbarrassing or m sunderstood by the recipient.

- Conposes and signs replies to general inquiries of a 10
non-techni cal nature, acknow edgenents and interimreplies;
drafts nore difficult correspondence for signature by the
supervi sor, or conpiles or summarizes information to
facilitate the preparation of replies.

- Receives visitors and screens tel ephone callers, determ nes 15
the purpose or nature of the visit or call, provides
substantive information of a general nature, redirects
callers when feasible or refers to the supervisor.

- Assists in the preparation of reports by searching for, 5
extracting, collating and summarizing data froma variety
of sources within the Departnent.
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% of Tine

- Schedul es neetings and conferences with the supervisor's 10
approval , reserves space, types and distributes agenda and
list of participants, takes notes at neetings and prepares
summary ninutes; nakes arrangenents for travel and
accommodation in Canada and abroad through Central Travel
Servi ces, occasionally makes arrangenents directly with
airline and railway conpani es, requisitions cheques and
drafts travel clains.

- Mintains files of on-going matters of concern to the 5
supervi sor, mnutes of coomittee neetings, and the super
visor's personal files; keeps a Central Registry file index.

- Liaises on behal f of the supervisor with staff menbers and 5
with senior enpl oyees outside the supervisor's organization
to give or obtain information and to relay instructions and
ver bal requests.

- Perforns other duties, such as arranging for other support 10
staff to performroutine tasks, for exanpl e, general typing,
zeroxi ng and conpi ling infornation fromreadily avail abl e
sources, and revi ewi ng conpl eted work; maintaining a
variety of reference material, including financial and
material manual s, program forecasts and esti nates,
ext ensi ve donestic and forei gn address and tel ephone |ists;
requisitioning office supplies fromcentral stores;
contacting outside firns for repair and service of office
equi pnent ; occasional | y arrangi ng busi ness | uncheons at
| ocal restaurants involving seating precedence and nenus.

Speci ficati ons Degree Points

Know edge

Educati on

Required to take shorthand and type |etters, menoranda,
reports, mnutes and other material from shorthand
notes, voice recordings and prepared copy; conpose
summary mnutes of neetings; conpose replies to general

i nquiries of a non-technical nature, acknow edgenents

A B CD 125
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Degree Points

and interimreplies; drafts nore difficult correspondence
for the supervisor's signature.

Experi ence

Duties require a good know edge of the structure, D 210

policies and functions of a conpl ex organi zation
responsi bl e for several unrelated admnistrative
prograns, and of its relationships with the operati onal
units and central agencies; a good know edge of internal
adnini strative procedures and practices, and of the
procedures applicable to the Department as a whol e.

A know edge of a few personnel in several other
departments wi th whi ch the organi zati on has frequent
dealings is al so required.

Conpl exity

Many of the duties are conplicated or pose particul ar probl ens c2 220
requiring the search for precedent. The subject matter is

diverse and unrel ated due to the nature of the prograns under the

supervisor's control. While procedures are generally well

est abl i shed and precedents are avail able, there is some scope for

initiative in solving problenms. Judgment is required in

determning priorities, in reviewng outgoing correspondence, in

searching for, extracting, collating and sunmari zi ng data. Sone

initiative and judgnment are required in screening visitors and

arrangi ng appoi nt nents.

Consequence of Error

Probable errors nay result in faulty infornati on and nay
have |imted effects on the activities based on this
information or be enbarrassing to the supervisor.
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Degree Points

Cont act s

Contacts are with senior enployees within the Departnent c3 170
to give or obtain information or relay instructions

requiring consi derabl e el aborati on and di scussi on, and

with senior officials of other departnents to give or obtain

information requiring limted explanation or to arrange

nmeet i ngs.

Supervi si on

The position has no substantive and conti nui ng supervisory - -
responsibility.
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EXAMPLE OF A
STATEMENT OF QUALI FI CATI ONS
FOR

B.M P.D. No. 25: SECRETARY (SCY-4)

ESSENTI AL QUALI FI CATI ONS
BASI C REQUI REMENTS

Educati on - Successful conpletion of two years of
secondary school education according
to provincial standards.

Achi everrent . Skills or - Required proficiency in the use of grammar,
Apti tudes spel ling and punctuation in the English
| anguage.
- Typing skill in English at a speed of at

| east 40 words per mnute with not nore
than a 5 percent error rate.

- Skill in taking dictation in English by
manual or machi ne shorthand at a speed of
at | east 80 words per minute and in tran-
scribing with not nore than a 5, percent
error rate

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

and the French | anguage is essential for
this position
Experi ence - Experience in performng secretarial duties
such as conposing routine correspondence,
mai ntai ning a control and follow up system
on mail, and assisting in the preparation
of reports.

RATED REQUI REMENTS
Know edge - Know edge of the structure, policies and
functions of the organization.

- Know edge of internal adm nistrative
procedures and practices.
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Abilities - Ability to extract, collate and summari ze
dat a.

- Ability to determne work priorities.

- Ability to communicate orally in relaying
i nformati on and instructions.

Personal Suitability - Initiative, tact, reliability and
t hor oughness.
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BENCH- MARK PCSI Tl1 ON DESCRI PTI ON

Sub-group: Secretari al Level : 4

Bench-nmark Position Nunber: 26 Poi nt Rating: 890

Descriptive Title: SECRETARY

Summary

Provi des secretarial services to the supervisor of a |arge, conplex organization
responsi ble for two nulti-faceted prograns including Headquarters, Regional and
District operations.

Duti es % of Tine

- Types internal nenoranda, reports, letters, subm ssions, 10
drafts of |egislation, and menoranda to Cabi net from
shorthand notes, nanuscripts and margi nal notes involving
non-recurring scientific and | egal terns.

- Screens incoming rmail, obtains background naterial, passes 15
i nportant correspondence and files to the supervisor,
redirects mail not requiring the supervisor's attention to
the appropriate sub-unit supervisor indicating who is
to prepare reply and for whose signature; maintains | og for
action docunents and correspondence and foll ows up at own
discretion to ensure timely response; records decisions
nmade, actions taken, reasons for delay and antici pated
conpl eti on dates

- (onposes and si gns acknow edgenents, responses to requests 20
for infornation and confirnati on of actions pending or
taken; drafts nore difficult correspondence for the
supervisor's signature, and drafts other material for use in
press rel eases, speeches and articles; reviews outgoi ng
material, including letters for the Mnister's signature,
Parliamentary returns and Cabi net docunents, for fornmat,
conpl eteness, style, procedural and grammatical accuracy,
and for co-ordination between sub-units; ensures that replies
to inquiries cover all points raised.
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Screens visitors and tel ephone callers, determ nes nature
of call, provides information of a factual nature, when
practicable redirects visitors or callers to the
appropriate sub-unit head.

Liaises with departnmental officials, both inside and
outside the supervisor's organization, and with officials of
ot her departnents, boards or agencies to relay instructions,
transmt nessages, give or obtain information on behal f of
the supervisor, but problens concerning policy instructions
are brought to the attention of the supervisor; provides
advice to the supervisor's i medi ate subordi nates and their
support staff regarding the preparation of correspondence,
reports and other routine matters.

Schedul es appointnments on own initiative and postpones,
reschedul es or nmkes alternative arrangenents as
circunstances dictate, infornms the supervisor of the
arrangenments and ensures that necessary background
information is available prior to the appointnent.

Arranges neetings, including tinme and space and
occasi onal | y acconmodation for participants, prepares agenda,
col | at es background material, types and distributes m nutes.

Locat es background material for inclusion in reports, letters
or other docunments, also |ocates internal or external sources
of information for use by the supervisor's subordinates.

Perfornms other duties, such as maintaining confidential
files and a Central Registry file index; maintaining a
variety of reference material including appropriate Acts
and Regul ati ons, copies of Hansard, statistical tables and
various reports; mmintaining | eave and attendance records
for the supervisor and the sub-unit heads; arranging for
furni shings, furniture and equi pment acquisition and repair
maki ng travel arrangenents and accommpdati on reservations
through Central Travel Services, requisitioning advances
and drafting travel clains for domestic and foreign
travel .
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Speci ficati ons Degree Points
Know edge
Educati on
Required to take dictation and type a variety of A B, D, E, 130

mat eri al involving non-recurring scientific and | egal
termi nol ogy; conpose routine and difficult correspondence
and other material for use in press rel eases,

speeches and articles; review outgoi ng correspondence,

letters for the Mnister's signature and Cabi net

docunents for procedural and grammatical accuracy.

Experi ence

Duties require a good know edge of the personnel, D 210
pol i cies, procedures and operations of a |arge,

conpl ex organi zation responsible for two multi

faceted prograns, together with a good know edge of

the various subject matter areas involved. A good

know edge of the organi zation, functions and key

personnel of governmental and industrial boards and

agenci es with which the organi zation relates is

al so required.

Conpl exity

Mbst duties are of a non-routine nature or have a uni que c3 250
aspect. The subject matter is broad in scope and diverse,
enconpassi ng several unrelated fields. There are various
interrelated activities in each field. The solution to
probl ens frequently requires sone variation or nodification
of past practices. Initiative and judgnent are required

in arrangi ng appoi ntnents and neetings, in redirecting mail,
coordinating replies and following up to ensure tinely
response, and in drafting difficult correspondence for

the supervisor's signature, in locating and extracting

infornation and data, and in schedul i ng appoi nt nents.

Probl ens concerning policy natters are referred to the

supervi sor.
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Degree Points

Consequence of Error

. . . C 100

Errors may cause inaccuracies in reports or other docunents
used to make operational decisions, adversely affect
relations with outside organizations or cause enbarrassnent
to the Departnment.
Cont acts

) . . . 200
Contacts are with senior officials in own and ot her Ccs

departnents, and with officials of governnent and

i ndustrial boards and agenci es which are directly concerned
with departmental programs, to relay nessages, give and
obtai n information invol ving consi derabl e el aborati on and
di scussi on.

Supervi si on

The position has no substantive and conti nui ng supervi sory - -
responsi bility.
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EXAMPLE OF A
STATEMENT OF
QUALI FI CATI ONS FOR
B.M P.D. No. 26: SECRETARY (SCY-4)
ESSENTI AL QUALI FI CATI ONS

BASI C REQUI REMENTS

Educati on

Achi evenent, Skills or

Apti tudes

Language Requirenent

Experi ence

RATED REQUI REMENTS

Know edge

January 1976

Successful conpletion of two years of
secondary school education according
to provincial standards.

Required proficiency in the use of
granmmar, spelling and punctuation in both
the English | anguage and the French | anguage.

Typing skill in both English and French
at a speed of at |east 40 words per mnute
with not nore than a 5 percent error

rate.

Skill in taking dictation in both English
and French by manual or machi ne shorthand
at a speed of at |east 80 words per mnute
and in transcribing with not nore than a
5 percent error rate.

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

Experi ence in conposing correspondence,
dealing with senior officials and handling
M ni sterial correspondence.

Know edge of the policies, procedures
and structure of the organization.

Know edge of governmental and industria
boards and agenci es.

Know edge of office practices and procedures.
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Abilities - Ability to locate internal or externa
sources of information.

- Ability to draft material for press rel eases,
speeches and articles.

- Ability to conmunicate orally with senior
officials in giving and obtaining information.

Personal Suitability - Initiative, tact and reliability.
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BENCH- MARK PGSI TI ON DESCRI PTI ON

Sub- group: Secretari al Level : 4

Bench-mark Position Nunmber: 27 Poi nt Rating: 965

Descriptive Title: SECRETARY

Summary

Provi des secretarial services to the supervisor of a large, conplex organi zation responsible
for all aspects of several multi-faceted prograns.

Duti es % of Tinme

- Takes dictation and types letters, nenoranda and ot her 10
correspondence from shorthand notes, handwitten drafts
and revised copy, involving a limted amount of technical
t erm nol ogy.

- Screens incoming mail; | ocates and attaches rel evant
background material; flags or summarizes information to
facilitate the preparation of replies, redirects, for
action or information, mail not requiring the personal
attention of the supervisor to the person or unit
concerned; and follows up at own discretion

20

- Conposes and signs routine and nore substantive replies 15
to incom ng correspondence; replies directly to tel ephone
inquiries fromofficials of other departnents, agencies,
organi zati ons and frommenbers of the general public by
obtaining information fromown files or from other
sources within the organization; refers inquiries requiring
i n-depth subj ect-matter know edge to the appropriate
per son.

- Conposes adm nistrative nmenoranda of an instructional 5
nature for internal distribution.

- Reviews outgoing material submtted for the supervisor's 15

signature or approval to ensure that relevant materia

is attached, that copies are nade for the appropriate files
and that distribution is correct; co-ordinates input from
concerned sub-units; holds in abeyance material requiring
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% of Tinme

further action or information and ensures tinely action
i s taken.

- Liaises on behalf of the supervisor with officials of the 10
Department, other departnents, other |evels of government
and i ndependent boards and agencies, to give or obtain
information relative to the supervisor's operations and
areas of responsibility, to provide advice, relay instructions or follow
up on matters initiated by the supervisor or at higher |evels,
frequently requiring considerabl e el aborati on and di scussi on.

- Arranges appoi ntments according to priorities and the 5
supervi sor's schedul e, confirns appoi ntnents by tel ephone
or letter, reschedul es appoi ntrments as required; maintains
the supervisor's calendar; ensures that the supervisor has
necessary background material or is properly briefed prior
to the appointnent.

- Arranges appropriate accommodation for meetings, conpiles 5
or ensures that necessary material is prepared, types
agenda and arranges for translation facilities.

- Mintains a variety of reference naterial, including 5
reports, statistical data, orders and regul ations; al so
mai ntai ns an al phabetical filing systemfor itens of
current concern to the supervisor.

- Assigns work to a back-up secretary and a clerk and checks 10
the conpl eted work for accuracy; provides advi ce when
probl ens arise; discusses perfornance with the individua
concerned and with the supervisor.

Speci fi cations Degree Points

Know edge

Educati on

Required to take dictation and type letters, nenoranda
and ot her correspondence from shorthand notes,
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Degree Points

handwitten drafts and typed copy, involving a linted

amount of technical termnol ogy; conpose and sign

routine and nore substantive replies to inconing A B, D 115
correspondence; conpose adninistrative menoranda of an

instructional nature; sumarize infornmation to

facilitate the preparation of replies.

Experi ence

Duties require a good know edge of the policies, structure E 260
and functions of a l|arge, conplex organization responsible

for all aspects of several multi-faceted prograns; a know edge

of the key people within the organi zation responsibl e for

providing admi ni strative services; a good know edge of

procedures as they apply to the organi zation as a whole, and a

know edge of the officials and the relative role of various

agenci es, boards, organizations, other departnments and | evel s

of government with which the supervisor's organization has

frequent contact.

Compl exity

Mbst of the duties are of a non-routine nature or have a C3 250
uni que aspect posing special problens in such areas as
co-ordination, responsibility and infornation availability.

The subject matter relates to the various progranms under

the supervisor's control and is generally diverse,

i nvolved and unrelated. There is a frequent need to

| ocate, extract or summarize information in replying to
inquiries and in preparing material for the supervisor's

use. Due to the unique aspect of npbst of the work, there
is frequently a need to search for precedent, and to

nodi fy existing or devise new procedures to resol ve

pr obl ens.

Consequence of Error

Errors would result in inaccuracies in reports or information C 100
and nay have serious effects on the activities based on this

information, or may result in considerable | oss of good will or be

enbarrassing to senior officers.
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Degr ee Poi nt s

Cont act s

Contacts are with senior officials wthin the Depart nment C5 200
and ot her departments, other |evels of government, boards,

agenci es and organi zations to give or obtain substantive

information frequently requiring considerabl e el aboration

and understanding, and to relay infornation or instructions

on behal f of the supervisor.

Supervi si on

Assigns work to a back-up secretary and a cl erk and checks B 40
the conpl eted work for accuracy; provides advi ce when

probl ens arise; discusses perfornance with the individual

concerned and with the supervisor.
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EXAVPLE OF A
STATEMENT OF QUALI FI CATI ONS
FOR

B.M P.D. No. 27: SECRETARY (SCY-4)

BASI C REQUI REMENTS

Educati on

Achi evenent, Skills or

ESSENTI AL QUALI FI CATI ONS

Apti tudes

Language Requirenent

Experi ence

RATED REQUI REMENTS

Know edge

January 1976

Successful conpletion of two years of
secondary school education according
to provincial standards.

Requi red proficiency in the use of granmar,
spel ling and punctuation in both the
Engl i sh | anguage and the French | anguage.

Typing skill in both English and French
at a speed of at |east 40 words per mnute
with not nore than a 5 percent error

rate.

Skill in taking dictation in both English
and French by nmanual or machi ne shorthand
at a speed of at |east 80 words per minute
and in transcribing with not nore than a

5 percent error rate

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

Experience in conposing correspondence
and instructional nmenoranda, and in
dealing with senior officials.

Know edge of the policies, structure and
functi ons of the organization.

Know edge of various agencies, boards and
ot her governnent departnents involved with
the organi zati on.
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- Ability to locate, extract and sunmari ze
i nformation.

- Ability to devise and inplenment new proce-
dures, schedul e and assign work and resol ve
wor k probl ens.

- Ability to schedul e and arrange appoi ntments
and meetings and provide necessary briefings.

- Ability to maintain a variety of reference
mat eri al

- Initiative, cooperativeness and reliability.

- Tact, particularly in handling requests
fromsenior officials and in applying
precedents.
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