ANNEX A

Non-IT Professional Services (NIPS) CATEGORIES

3Flexible Category Grid


4CERTIFICATIONS EXAMPLES


51.
HUMAN RESOURCES SUPPORT SERVICES CLASS


51.1 Human Resources ConsultANT


61.2 Classification and Organizational DESIGN COnsultANT


71.3 Employment Equity CONSULTANT


71.4 EMPLOYEE RELATION CONSULTANT


81.5 COMPENSATION CONSULTANT


81.6 HR INFORMATION SYSTEM CONSULTANT


91.7 Leadership Development ConsultANT


91.8 Staffing ConsultANT


101.9 HR Policy Development CONSULTANT


101.10 HR ASSISTANT CONSULTANT


112.
BUSINESS CONSULTING / TRANSFORMATION CLASS


112.1 Business Analyst


122.2 Business continuity consultANT


122.3 Business Consultant


132.4 Organization Development Consultant


142.5 Business Process CONSULTANT


142.6 Transition SUpport ConsulTANT


152.7 Needs Analysis and research CONSULTANT


152.8 Business Architect


162.9 STATISTICAL ANALYST


162.10 Knowledge Management CONSULTANT


172.11 Information/ RECORD Management sPECIALIST


183.
PROJECT MANAGEMENT SERVICES CLASS


183.1 Project administrator


183.2 Project MANAGER


203.3 Project leader /EXECUTIVE


213.4 Project PLANNER


213.5 Quality ASSURANCE / Management Specialist


223.6 Risk Management SPECIALIST


233.7 Procurement SPECIALIST


243.9 CommunicationS ConsultANT


253.10 Project MONITOR


263.11 STATEMENT OF REQUIREMENT / Technical WRITER





Flexible Category Grid

The flexible grid applied to all categories, unless otherwise specified. 

Experience

The experience must be demonstrated and be directly related to the category. How is the experience going to be demonstrated?
Education

Academic Certification (Degree, etc) must be obtained through a recognized academic institution in the field of expertise. This means fields related to business, management, administration, HR, economics or any field related to the category.

Relevant professional certification 

The professional certification must be valid and relevant to the specific category.

	FLEXIBLE CATEGORY EVALUATION GRID

	Levels

	Level 3
	Minimum 85 pts

	 Level 2
	Minimum 60 pts

	Level 1
	Minimum 40 pts

	Education

	University (PhD, Graduate, Undergraduate, degree).
	45 pts 

	College or CEGEP Diploma / Certificate.
	35 pts 

	High School Diploma.
	20 pts

	Professional Certification

	Relevant Professional Certification
	15 pts

	Experience in Category

	1-2 yrs 
	12-23 months
	10 pts

	2-4 yrs
	24-47 months
	15 pts

	4-6 yrs
	48-71 months
	25 pts

	6-8 yrs
	72-95 months
	35 pts

	8-10 yrs
	96-119 months
	50 pts

	10 yrs +
	120 + months
	65 pts


CERTIFICATIONS EXAMPLES

The Certification must be relevant to the field of expertise. An acceptable certification for all Classes may be included in the list below but is not limited to the following:

· Certification in technical writing (TWC 900 or TWC 950)
· Certified Associate in Project Management (CAPM)
· Certified Business Analyst Professional (CBAP)

· Certified Employee Benefit Specialist (CEBS)

· Certified Financial Planner (CFP)
· Certified General Accountant (CGA)
· Certified HR Professional (CHRP)

· Certified Information Systems Security Professional (CIISP)

· Certified Management Accountants (CMA)

· Certified Management Consultant (CMC)

· Certified Professional Purchaser (C.P.P.)
· Chartered Accountant (CA)

· Chartered Financial Analyst (CFA)
· Fellow Chartered Financial Practitioner(FChFP)
· International Personnel Management Association

· ITC2's Experience Certification

· Master Financial Planner (MFP)
· Procurement and contract Management Program (PCMP)
· Professional Engineer (PEng)

· Program Management Professional (PgMP)

· Project Management Institute Scheduling Professional (PMI-SP)

· Program Management Professional (PMP)
· Planning & Scheduling Professional (PSP)
· PRINCE2 Practitioner
· Registered Financial Planner(RFP)

· Succesful completion of the Public Service Commission Appointment Framework Knowledge Test
OTHER CATEGORY SPECIFIC CERTIFICATIONS

1.
HUMAN RESOURCES SUPPORT SERVICES CLASS
	1.1 Human Resources ConsultANT



	The required services may include, but are not limited to the following:

· Providing advice on and/or performing analysis of the HR strategic direction and assisting in the development of HR options, aligning and integrating the HR plans with the strategic direction of the organization's business plan;

· Participating in the development of potential HR models and assisting in the implementation of HR requirements and a transition plan to meet HR needs;

· Developing and implementing policies, programs and procedures regarding human resource planning, recruitment, collective bargaining, training and development, occupation classification, pay and benefit administration, performance management, employment equity and employee assistance programs;

· Planning Human Resources in areas such as organizational development, organizational planning and design, human resources utilization, job analysis, performance planning, auditing and evaluating and forecasting;

· Providing advice on and/or participating in the establishment of electronic means for time off reporting, expense reports, routine administrative matters;

· Providing advice on and/or participating in the development of new programs for employees to retain career mobility;

· Identifying policy needs/concerns and performing comparative analysis of policies as well as developing policies, procedures, guidelines and Strategies;

· Providing advice on and/or assisting in the development/provisioning of new government programs;

· Planning, developing, implementing and evaluating personnel and employee relations strategies including policies, programs and procedures to address an organization's human resource requirements;

· Advising managers and employees on the interpretation of compensation and benefit programs and collective agreements;

· Negotiating collective agreements on behalf of employers or employees, mediate labour disputes and grievances and provide advice on employee and labour relations;

· Planning and administering staffing, total compensation, training and career development, employee assistance, employment equity and affirmative actions programs;

· Hiring and overseeing training of staff;

· Coordinating employee performance and appraisal programs; 

· Conducting reviews, developing implementation strategies;
· Develop training and information sessions;
· Providing mentoring and coaching assistance; 
· Developing resourcing strategies linked to HR Plans, job marketing strategy and tools; and 
· Assisting in redress process, appeals, grievances etc.


	1.2 Classification and Organizational DESIGN COnsultANT



	The required services may include, but are not limited to the following:

· Performing job, activities and responsibilities analysis;

· Discussing with management in order to clearly define the activities and responsibilities of a specific function and/or organization;

· Reviewing, evaluating current work descriptions and recommending appropriate changes;

· Developing and updating generic and specific work descriptions and job competency/classification profiles and performance management systems, process and tools;

· Providing advice in developing and integrating new classification standards /program and occupational group structure; 

· Providing advice on conversion processes and redress mechanisms in the context of classification reform;
· Identifying policy needs/concerns; 

· Researching and preparing classifications, job descriptions, and competency appraisal measures and systems; 

· Participating in Classification grievance committees and classification committees;
· Researching and preparing classification relativity studies;

· Providing advice and/or performing activities related to classification monitoring;

· Developing and/or providing advice on classification policies, procedures and tools;
· Analyzing policies and business functional requirements to identify information, procedures and decision flows; 

· Reviewing existing work processes and organizational structure to determine their efficiency and effectiveness; 

· Providing advice in developing and integrating new organizational models to eliminate information and process redundancies; 

· Identifying and recommending new organizational structures; 

· Identifying organization for re-design; prototyping potential solutions, providing trade off information and suggesting a recommended course of action;

· Providing advice on and/or assisting in implementing organizational changes; 

· Planning, developing and organizing the policies and procedures of these establishments; 

· Identifying the required modifications to the automated processes; 

· Documenting workflow; 

· Providing advice in defining new requirements and opportunities for applying efficient and effective solutions: identifying and providing preliminary costs of potential options;
· Provide mentoring and coaching assistance; and
· Overall Performance Management.


	1.3 Employment Equity CONSULTANT


	The required services may include, but are not limited to the following:

· Coordinating and providing advice on Employment Equity (EE) and Duty To Accommodate (DTA) programs;

· Developing a promotion/communications strategy plan;

· Developing and implementing positive measures programs for all designated groups as required;

· Managing the DTA program by liaising with other Departments/Agencies delivering accommodation services, this includes providing presentations to management and employees; and, identifying, and providing accommodation resources;

· Organizing seminars, workshops, etc.;

· Publishing promotional and educational articles in departmental and regional newsletters; 

· Participating on various EE committees;

· Developing policies, procedures and guidelines; 
· Conducting reviews, developing implementation strategies; 
· Advising HR Systems groups and IT groups on discipline requirements; 
· Developing training and information sessions;
· Providing mentoring and coaching assistance; and
· Developing pools of diversified members to participate in evaluations and assessments. 


	1.4 EMPLOYEE RELATION CONSULTANT



	The required services may include, but are not limited to the following:

· Directing employee relations function;

· Developing employee relations policies, and ensuring consistent application of organizational policies and procedures, occupational safety and health






· Performing internal audits and taking appropriate action to correct any employee relations issues;


· Managing dispute resolution procedures;

· Developing policies, procedures and guidelines; 
· Conducting reviews and developing implementation strategies; 
· Developing training and information sessions; 
· Providing mentoring and coaching assistance;
· Conducting investigations, negotiating cases, informal conflict management; 
· Training employees in relationship management and communications; and

· Performing labour management relation, collective agreement.


	1.5 COMPENSATION CONSULTANT


	The required services may include, but are not limited to the following:

· Providing pay and benefits services to the organization’s employees and managers;

· Payrolling (Compensation, pensions, bonuses, etc.);
· Providing advice and guidance on special initiatives, such as pay equity, classification reform conversion and/or any new collective agreement implementation, in accordance with Federal Public Service Acts, regulations, policies, guidelines, administrative procedures, etc;

· Preparing and studying salary and/or total compensation analysis for determination of employee compensation;

· Reviewing and making recommendations or changes to compensation plan or procedures;

· Overseeing program for conformance with government and organization regulations and procedures;

· Providing assistance in producing and directing the organization's compensation program;

· Reviewing benefit programs and providing information about their costs and coverage;

· Providing support in implementing benefit programs and procedures;

· Providing advice and guidance on benefit plans for the organization;

· Developing and/or reviewing job descriptions and assessing appropriate compensation level;

· Participating in market salary surveys;

· Developing policies, procedures and guidelines; 
· Conducting reviews, developing implementation strategies; 
· Developing training and information sessions; 
· Providing mentoring and coaching; and 
· Participating in activities related to advice and analysis of pension due to high level of retiree and complexity and labour scarcity.


	1.6 HR INFORMATION SYSTEM CONSULTANT



	The required services may include, but are not limited to the following:

· Providing advice on the development and implementation strategies related to Human Resources Information Systems (HRIS, HRMIS, PeopleSoft, SAP);




· Examining and verifying employee information processed by automated human resources systems;

· Compiling and analyzing statistical information and preparing system reports related to payroll, recruiting, position classification, compensation, training, equal opportunity employment, or affirmative action utilizing HRIS

· Providing assistance with HRIS network maintenance by adding or deleting users and retaining system security;









· Troubleshooting user technical problems, consulting HRIS IT resources where necessary and providing training;


· Managing programs and maintaining human resources information and related records systems;


· Developing policies, procedures and guidelines; 
· Conducting reviews, developing implementation strategies; 
· Developing training and information sessions; 
· Providing mentoring and coaching assistance;
· Developing HR Reports, template and tools;
· Developing mapping exercises and analysis of needs; and
· Developing and providing training on HR systems.


	1.7 Leadership Development ConsultANT



	The required services may include, but are not limited to the following:

· Analyzing executive/manager leadership skills strengths and weaknesses;

· Developing leadership improvement programs;

· Designing and facilitating coaching/mentoring sessions;

· Establishing and facilitating forums and workshops for managers to share leadership experiences and challenges; 

· Designing, developing and implementing mentorship programs;

· Conducting reviews and developing implementation strategies; 
· Developing information sessions;
· Providing mentoring and coaching assistance;
· Developing talent management and succession readiness strategies;
· Developing target workshops that helps managers become sponsors or agents of change and how to use effective communication as a change tool;
· Conducting benchmarking exercises; and
· Developing key functions concepts for succession planning.


	1.8 Staffing ConsultANT
 

	The required services may include, but are not limited to the following:

· Providing manager with demographic information and assisting in developing strategies to meet HR needs;
· Providing advice and guidance on different types of merit criteria/qualifications;

· Providing advice on workforce and process pros and cons; 

· Identifying links with departmental Human Resources / Employment Equity / Business plans;

· Providing advice on effectiveness of assessment instruments and assisting in development or choice of proper instruments; 

· Advising manager of organizational policy;

· Assisting manager in appropriate sequencing and application of merit criteria;

· Providing advice, guidance, and assistance on review of decision and impact of change, if any; 

· Providing advice and guidance to manager on responding to a complaint;
· Assisting manager with appointment activities;
· Providing advice and guidance on delegation and sub-delegation of staffing authorities, on safeguarding the integrity of the appointment process in the context of recourse, investigation and corrective action where appropriate;

· Providing monitoring and reporting activities with respect to staffing activities both within the organization and to central agencies;

· Creating departmental staffing report (s) including preparation, data gathering, interviews, and monitoring staffing report and various activities;

· Providing advice and guidance on staffing issues in accordance with Federal Public Services acts, regulations, policies and principles, etc.;

· Developing and implementing recruitment and employment strategies (advertised and non-advertised);

· Conducting all staffing activities leading to appointment (e.g. recruitment, selection, interviews);

· Managing advertised or non-advertised processes, open and closed;

· Directing recruitment, screening, interviewing, selection, placement;

· Performing activities including recourse, appeals, early intervention process, and alternative dispute resolutions for staffing purposes;
· Extending job offers and establishing starting salaries;

· Developing policies, procedures and guidelines; 
· Developing information sessions; 
· Providing mentoring and coaching assistance;
· Developing staffing and resourcing strategies;
· Developing monitoring framework and implementing and conducting monitoring;
· Reviewing candidate inventories and contacting potential applicants to arrange interviews and arrange transfers, redeployment and placement of personnel; and

· Advising Managers and employees on staffing policies and procedures.


	1.9 HR Policy Development CONSULTANT



	The required services may include, but are not limited to the following:

· Developing and monitoring public policies, programs, standards and procedures;
· Identifying policy needs and concerns; 

· Performing policy comparative analysis; 


· Advising managers on the interpretation of policies, programs and national/ international agreements and regulations; 






· Identifying change management tools and processes that support change management strategies and plans; and

· Carrying out performance monitoring and reporting activities.


	1.10 HR ASSISTANT CONSULTANT



	The required services may include, but are not limited to the following:

· Executing human resources support activities; 

· Providing assistance in the areas of employment, affirmative action, salary and benefits administration, employee events, or employee communications; 

· Recording data and preparing reports; 

· Responding to questions about human resources issues, or referring question to appropriate person; and

· Starting and completing employment documents. 


2.
BUSINESS CONSULTING / TRANSFORMATION CLASS

	2.1 Business Analyst



	The required services may include, but are not limited to the following:

· Advising Senior Management on a range of issues affecting the organization's ability to achieve the project's business objectives; 








· Identifying opportunities for organizational improvement; 




· Assisting in the prioritization and assignment of organizational improvements; 



· Developing and/or implementing an organizational improvement plan, business plan, policies and standards; 




· Making recommendations and providing advice for improvements and assisting in developing solutions, scenarios and implementing recommendations;






· Preparing and presenting findings, status and other relevant matters;




· Collecting and analyzing information and presenting findings on complex issues, carrying out or coordinating research as required and preparing reports;



· Identifying and researching best practices;




· Processing problems into solutions or new opportunities/initiatives;
· Analyzing, advising on, and implementing business processes, strategies and functions; 
· Advising on business decisions; 
· Preparing and advising on contracts structure and enforcement; 

· Leading and managing various business systems and process improvements (e.g., initiating redesign to promote increased efficiencies and reduce overall costs, implementing improvements to automation of process); 
· Recognizing market factors and adapting business decisions to the context of the organization’s sector and industry; 
· Implementing and advising on measures to mitigate risk; 
· Facilitating Joint Application Development (JAD) session and acting as facilitator during workshops;
· Translating the business requirements into System/Functional requirements;
· Analyzing and documenting the business requirements and delivering work products through the life cycle;
· Assessing the organization's capacity/capability to undertake and successfully deliver t an initiative or a change;

· Consulting stakeholders (individually or by means of facilitating group sessions) to identify comprehensive business requirements;

· Documenting business requirements for all stakeholders; 

· Providing support in analyzing, evaluating and controlling risks, especially related to requirements;

· Assisting in the prioritization and assignment of organizational improvements;

· Managing the implementation of an organizational improvement plan to identify, analyze, plan, track and control organizational improvements on a continuous basis; and

· Performing Strengths, Weaknesses, Opportunities and Threats (SWOT) Analysis when producing a business case to determine whether further investment in a project is warranted.

	FLEXIBLE CATEGORY EVALUATION GRID

	Levels

	 Level 3
	Minimum 80 pts

	 Level 2
	Minimum 55 pts

	 Level 1
	Minimum 35 pts

	Education

	University (PhD, Graduate, Undergraduate, Degree).
	50 pts 

	College or CEGEP Diploma / Certificate.
	40 pts 

	High School Diploma.
	30 pts

	Professional Certification

	Relevant Professional Certification
	20 pts

	Experience in Category

	1-2 yrs 
	12-23 months
	15 pts

	2-4 yrs
	24-47 months
	20 pts

	4-6 yrs
	48-71 months
	30 pts

	6-8 yrs
	72-95 months
	40 pts

	8-10 yrs
	96-119 months
	55 pts

	10 yrs +
	120 + months
	70 pts


	2.2 Business continuity consultANT



	The required services may include, but are not limited to the following:

· Designing and conducting threat and risk assessments; 





· Developing and implementing disaster recovery plans and business continuity plans; 



· Designing exercises for executives, management and staff in the form of exercise seminars, tabletop exercises, command post exercises, simulations and/or full-scale exercises;


· Developing exercise materials such as exercise scenarios, control plans and evaluation plans;

· Implementing exercises for executives, management and staff;



· Performing business continuity in the context of strategic planning, policy and standards development and organizational assessment; and

· Analyzing and evaluating emergency operations, exercises, conducting lessons learned seminars and writing After-Action Reports.


	2.3 Business Consultant 


	The required services may include, but are not limited to the following:

· Specifying the organization's objectives, developing policies, standards and plans to achieve objectives;

· Advising Senior Management on a range of issues affecting the organization's ability to achieve the business objectives; 








· Identifying opportunities for, assisting in the prioritization of, and assignment of organizational improvement; 

· Developing and/or managing the implementation of an organizational improvement plan to identify, analyze, plan, track and control organizational improvements on a continuous basis; 

· Making recommendations and providing advice for improvements and assisting in developing solutions and implementing recommendations;






· Collecting and analyzing information and presenting findings on complex issues, carrying out or coordinating research as required and preparing reports;

· Defining and producing business requirement document;
· Coaching;
· Assisting stakeholders with understanding their strategic goals; 
· Analyzing stakeholder’s business objectives and recommending and developing solutions to address their business problem;
· Implementing and evaluating cross-functional decisions that will enable an organization to achieve its objectives;

· Assessing the organization's capacity/capability to undertake and successfully deliver an initiative or a change; 

· Defining, developing and implementing business strategies and plans; 

· Examining the link between the goals of the organization and how the work is performed to achieve those objectives at strategic and operational levels;

· Processing problems into solutions or new opportunities/initiatives, identifying and researching best practices;

· Performing Strengths, Weaknesses, Opportunities and Threats (SWOT) analysis; and


· Developing Mission and Vision statements.


	2.4 Organization Development Consultant


	The required services may include, but are not limited to the following:

· Assessing the organization's capacity/capability to undertake and successfully deliver a project, an initiative or a change in the context of the existing organizational environment, programs, and policies;

· Advising Senior Management on a range of issues affecting the organization's ability to achieve a program or project's objectives; 






· Establishing a set of business rules and policies governing an organization's human resource management arrangements;







· Assessing existing and planned changes in HR management strategies to ensure consistency between an organization's HR management strategies and government-wide strategies;

· Designing processes to regularly review and revise existing accountabilities and competencies as the organization evolves;







· Performing system-centered process mapping to define the structure of organizational processes: including definition of activities to be performed, required inputs, outputs to be produced, and framework within which to operate;




· Defining potential organizational changes and improvements based on an organization’s strategy and values; 








· Developing and/or implementing organizational change and improvement plan including identifying organizational changes and improvements, and prioritization of recommended improvements;

· Using the appropriate organizational development methodology and approach to assessment and intervention; 








· Identifying organizational improvements/changes: prototyping potential solutions, scenarios, providing trade off information and suggesting a recommended course of action;


· Providing advice on and/or assisting in implementing organizational changes and improvements;

· Coaching, mentoring and training the organization to perform any of the above actions;

· Developing policies, procedures and guidelines, training and information sessions; 
· Conducting reviews and developing implementation strategies; and 
· Conducting organizational health assessment and development of strategy and its implementation.


	2.5 Business Process CONSULTANT



	The required services may include, but are not limited to the following:

· Reviewing existing work processes and organizational structure;

· Analyzing existing business processes, identifying opportunities for process improvements;

· Mapping existing processes and developing and mapping recommended new processes, changes;
· Analyzing business functional requirements to identify information, procedures and decision flows;

· Providing advice on key initiatives that enable the organization to deploy high-impact business processes that are focused, accountable and measurable;

· Identifying candidate processes for re-design; 

· Prototyping potential solutions, scenarios, providing trade off information and suggesting a recommended course of action;

· Providing advice in defining new requirements and opportunities for applying efficient and effective solutions; 

· Identifying and providing preliminary costs of potential options;

· Providing advice in developing and integrating process and information models between processes to eliminate information and process redundancies;

· Identifying, recommending and planning new processes;

· Providing advice on and/or assisting in implementing new processes;

· Identifying the required modifications to the automated processes;

· Documenting workflow; 

· Using business, workflow and organizational tools;

· Developing policies, procedures and guidelines;
· Conducting reviews and developing implementation strategies;
· Advising HR Systems groups and IT groups on discipline requirements; 
· Developing training and information sessions and mentoring; and
· Analyzing and defining business processes related to both “As Is” and “To Be” status.


	2.6 Transition SUpport ConsulTANT



	The required services may include, but are not limited to the following:

· Designing interventions aimed at improving organizational effectiveness through system-centered change; 

· Designing interventions that improve organizational effectiveness through people-centered change and result in: bringing about change, an improved environment, greater involvement and a more responsive workforce; 

· Developing and implementing change management strategies, plans, framework; 

· Identifying change management tools and risks; 

· Providing expertise, consultative advice, guidance and coaching to build project capacity to make effective use of change management strategies and related tools; 

· Articulating the purpose of change in a manner that makes sense to staff and provides a compelling picture of the new organization; 

· Conducting a change readiness assessment in order to plan and carry out a change management strategy; 

· Coaching staff on the value of their contribution within the new organization; and

· Evaluating the effectiveness of the change management initiative.


	2.7 Needs Analysis and research CONSULTANT


	The required services may include, but are not limited to the following:

· Conducting interviews, surveys and workshops; 

· Collecting, analyzing and synthesizing information that provides insight into best practices and lessons learned that would effectively support managing change;

· Performing analysis of business processes to recommend the best option to address any concerns, gaps, etc. including the potential risks and benefits; 

· Providing input for the development of new processes; and 

· Carrying out analysis related to the development of business cases including the collection and analysis of cost data. 


	2.8 Business Architect


	The required services may include, but are not limited to the following:

· Developing policies and rules that allow an organization to carry out its mandate and functional responsibilities, and that govern the organization’s actual and planned capabilities in terms of data, human resources, communication facilities and management responsibilities;

· Conducting an assessment of the project's business architecture, process and performances;

· Recommending changes to improve operational performance;

· Ensuring consistency and integration with the organization's and government architectures and business strategies;

· Evaluating the feasibility of the architecture and technologies related to a business change;

· Developing principles of operation and concept of operations;
· Identifying risks associated with the architecture and technologies and recommending risk mitigation;

· Advising Senior Management on trends and emerging technologies and their impact on the organization's and government architectures and business strategies;

· Recommending alternative solutions, methodologies and strategies; 

· Assisting in the prioritization and assignment of architectural improvements;

· Developing and/or implementing architectural improvement plans;

· Managing the development and implementation of an architectural improvement plan; and

· Coaching, mentoring and training the organization.

	FLEXIBLE CATEGORY EVALUATION GRID

	Levels

	 Level 3
	Minimum 80 pts

	 Level 2
	Minimum 55 pts

	 Level 1
	Minimum 35 pts

	Education

	University (PhD, Graduate, Undergraduate, Degree).
	50 pts 

	College or CEGEP Diploma / Certificate.
	40 pts 

	High School Diploma.
	30 pts

	Professional Certification

	Relevant Professional Certification
	20 pts

	Experience in Category

	1-2 yrs 
	12-23 months
	15 pts

	2-4 yrs
	24-47 months
	20 pts

	4-6 yrs
	48-71 months
	30 pts

	6-8 yrs
	72-95 months
	40 pts

	8-10 yrs
	96-119 months
	55 pts

	10 yrs +
	120 + months
	70 pts


	2.9 STATISTICAL ANALYST



	The required services may include, but are not limited to the following:

· Reporting results of statistical analyses, including information in the form of graphs, charts, and tables; 

· Processing large amounts of data for statistical modeling and graphic analysis, using computers;

· Identifying relationships and trends in data, as well as any factors that could affect the results of research;

· Analyzing and interpreting statistical data in order to identify significant differences in relationships among sources of information; 

· Preparing estimates and forecasts using statistical techniques;

· Preparing data for processing by organizing information, checking for any inaccuracies, and adjusting and weighting the raw data; 

· Evaluating the statistical methods and procedures used to obtain data in order to ensure validity, applicability, efficiency, and accuracy; 

· Evaluating sources of information in order to determine any limitations in terms of reliability or usability; 

· Planning data collection methods for specific projects, and determining the types and sizes of sample groups to be used; and 

· Designing research projects that apply valid scientific techniques and utilizing information obtained from baselines or historical data in order to structure uncompromised and efficient analyses. 


	2.10 Knowledge Management CONSULTANT



	The required services may include, but are not limited to the following:

· Developing strategies and processes to transfer explicit and tacit knowledge across time, space and organizational change, including retrieval of critical archived information;

· Facilitating knowledge creation, sharing and reuse; 

· Developing partnerships and alliances, designing creative knowledge spaces, and using incentive structures;

· Facilitating knowledge of learning styles and behaviours, strive for continuous improvement and be actively engaged in exploring new ideas and concepts; 



· Designing, developing and sustaining communities of interest and practice; 


· Creating, developing and sustaining the flow of knowledge, policies and standards; 

· Understanding the breakthrough skills needed to leverage virtual teamwork and the effective use of social networks; 


· Performing cultural and ethnographic analyses, developing knowledge taxonomies, facilitating knowledge audits, and performing knowledge mapping and needs assessments;

· Capturing, evaluating and using best-known practices to transfer best practices; 


· Developing research and implementation strategies for knowledge management, information management, document and records management and data management; and

· Managing change knowledge initiatives and retrieval of critical archived information.


	2.11 Information/ RECORD Management sPECIALIST 



	The required services may include, but are not limited to the following:

· Collecting, crating, receiving and/or capturing information;




· Organizing, using, and/or disseminating information;



· Maintaining, storing and/or preserving information;




· Disposing of information;




· Coordinating management of an organization’s information-based resources, including its information holdings and investment in technology;




· Planning, directing and controlling all of the organization's information-based resources to meet corporate goals and to deliver programs and services;




· Coordinating of information storage requirements and interface with Information Technology;

· Providing Document and Records management; 
· Coordinating Access to Information and Privacy Act requirements;
· Defining produce business requirement document.
· Conducting subject-specific research in the archival holdings of federal departments and agencies;

· Producing professional research reports based on detailed research into federal records;

· Developing, organizing, monitoring, conducting and reporting on sustained archival research projects;

· Identifying, classifying, archiving, preserving, and destroying records;
· Responsible for the efficient and systematic control of the creation, receipt, maintenance, use and disposition of records, including the processes for capturing and maintaining evidence of and information about business activities and transactions in the form of records.
· Managing a library or a library service;

· Cataloguing, indexing and classifying information audio-visual and electronic documents; 

· Organizing and maintaining “virtual” services;

· Establishing and implementing metadata standards and guidelines;

· Analyzing and reporting on the effectiveness of the implementation of information management standards;

· Identifying and analyzing content management issues and providing recommendations to management for improvement;

· Delivering research and reference services;

· Searching online systems and the web to find information; and

· Delivering library services.


3.
PROJECT MANAGEMENT SERVICES CLASS

	3.1 Project administrator


	The required services may include, but are not limited to the following:

· Assisting project team in all management activities including financial, planning and contracting aspects;

· Providing administrative and technical support of a clerical nature as required to a project team;

· Assisting in performing such tasks as maintaining project documentation and records;




· Acting as the first point of contact in a "hot-line" situation by accepting incoming calls, logging calls, attempting to resolve simple problems and following established procedures for more difficult problems;

· Tracking project change requests;








· Maintaining and updating relevant project information in manual and/or electronic files; project information might include such things as project activity schedule, status reports, correspondence;

· Communicating with project management a on administrative matters related to the project; and

· Assisting in the preparation and coordination of documentation in response to scheduled and unscheduled reports, returns and observations to update management of project progress.


	3.2 Project MANAGER 


	The required services may include, but are not limited to the following:




· Planning and coordinating project management activities including financial, planning and contracting aspects; 









· Planning and organizing a project management office; 


· Giving briefings on progress and concerns of project;

· Coordinating and preparing documentation in response to scheduled and unscheduled reports, returns and observations to update management on project progress;



· Planning and coordinating the activities of project personnel, internal customers, contractors and other support providers; 

· Preparing formal work breakdown structure and compliance charts; 


· Producing draft plans and sections for incorporation into the Project Implementation Plan; 

· Preparing draft evaluation plans, criteria and evaluation schedules;

· Developing, planning, analyzing, evaluating and prioritizing deliverables and requirements;

· Defining and documenting development team objectives; 

· Determining and obtaining budgetary requirements, composition, roles, responsibilities and terms of reference for the team;

· Planning, directing and controlling the activities of a project team within scheduled time and cost parameters;









· Monitoring the design, implementation and operations start up of the project against established goals, objectives and milestones;

· Reporting progress of the project on an ongoing basis and at scheduled points in the life cycle;

· Meeting with stakeholders and other project managers and stating problems in a form capable of being solved; 









· Preparing plans, charts, tables and diagrams to assist in analyzing or displaying problems; 

· Working with a variety of project management tools;

· Formulating and managing project plans by defining deliverables, identifying key milestones, reviewing project progress, and engaging in ongoing risk management;



· Coordinating and directing project team(s) in order to meet project objectives for content, quality, costs, and schedules;


· Ensuring management staff is provided with timely and accurate project information and status updates

· Developing project control and reporting procedures and managing changes in operational plan;

· Conducting post project reviews / lessons learned;

·  Contributing to the organization’s strategic and business planning initiatives (e.g., identifying strategic goals and objectives and implementing initiatives to achieve them, Policy Development, Standards Development and Program Review) 
·  Assuming leadership at the appropriate phases of planning, action, and evaluation; 
·  Recognizing and taking action on opportunities to combine professional resources through partnering arrangements (e.g., multi-disciplinary practices); and
·  Contributing to development of organizational vision and mission.

	FLEXIBLE CATEGORY EVALUATION GRID

	Levels

	Level 3
	Minimum 80 pts

	 Level 2
	Minimum 50 pts

	Level 1
	Minimum 35 pts

	Education

	University (PhD, Graduate, Undergraduate,Degree).
	45 pts 

	College or CEGEP Diploma / Certificate.
	35 pts 

	High School Diploma.
	20 pts

	Professional Certification

	Relevant Professional Certification
	15 pts

	Experience in Category

	1-2 yrs 
	12-23 months
	10 pts

	2-4 yrs
	24-47 months
	15 pts

	4-6 yrs
	48-71 months
	25 pts

	6-8 yrs
	72-95 months
	35 pts

	8-10 yrs
	96-119 months
	50 pts

	10-12yrs 
	120- 144 months
	65 pts

	12-15
	144-180 months
	80 pts

	15-20
	180-240 months
	95 pts

	20 yrs+ 
	240 + months
	110 pts


	3.3 Project leader /EXECUTIVE


	The required services may include, but are not limited to the following:




· Assessing the organization's capacity/capability to undertake and successfully deliver a project in the context of the overall program or portfolio program or portfolio priorities through strategic planning;

· Advising Senior Management on a range of issues affecting the organization's ability to achieve the project's business objectives;

· Assisting in the prioritization and assignment of projects within the program/portfolio;

· Managing several Senior Project Managers, each responsible for an element of the project/program/portfolio and it’s associated team (e.g. project and financial management);

· Meeting with organizational executives to ensure all organizational (internal and external) stakeholders are committed to moving forward on the project (e.g. opportunity evaluation);

· Formulating statements of problems; establishing procedures for the development and implementation of significant, new or modified project, program or portfolio elements to solve these problems, and obtaining approval thereof;

· Managing the implementation of a project/program/portfolio to identify, analyze, plan, track and control progress on a continuous basis;

· Making recommendations and providing advice for improvements and assisting in developing solutions and implementing recommendations (e.g. policy development and standards development); 

· Preparing and presenting findings, status and other relevant matters;

· Overseeing the development of a Project Business Case (e.g. business planning and program review);

· Managing Program changes in accordance with the change management process; and

· Motivating the team to ensure commitment to the program’s objectives.

	FLEXIBLE CATEGORY EVALUATION GRID

	Levels

	Level 3
	Minimum 80 pts

	 Level 2
	Minimum 50 pts

	Level 1
	Minimum 35 pts

	Education

	University degree (PhD, Graduate, Undergraduate, Degree).
	45 pts 

	College or CEGEP Diploma / Certificate.
	35 pts 

	High School Diploma.
	20 pts

	Professional Certification

	Relevant Professional Certification
	15 pts

	Experience in Category

	1-2 yrs 
	12-23 months
	10 pts

	2-4 yrs
	24-47 months
	15 pts

	4-6 yrs
	48-71 months
	25 pts

	6-8 yrs
	72-95 months
	35 pts

	8-10 yrs
	96-119 months
	50 pts

	10-12yrs 
	120- 144 months
	65 pts

	12-15
	144-180 months
	80 pts

	15-20
	180-240 months
	95 pts

	20 yrs+ 
	240 + months
	110 pts


	3.4 Project PLANNER 



	The required services may include, but are not limited to the following:




· Developing and maintaining project schedules, documentation and a Master Schedule of all projects and resources if more than one project;

· Tracking the progress of the project including cost and schedule controls; 





· Documenting issues and resolutions related to the project scheduler;


· Communicating verbally and in writing with the Project Manager and if necessary with stakeholders to input modifications to the project schedule;

· Communicating with the Project Manager and if necessary with stakeholders regarding project status and deliverables;






· Informing management of Project status and direction;



· Contributing to the development and management of process and procedures used in Operations; and

· Documenting and managing project and financial records as appropriate.



	3.5 Quality ASSURANCE / Management Specialist


	The required services may include, but are not limited to the following:




· Developing, deploying and evaluating policies, procedures, standards, initiatives, metrics, forms and tools for the quality management system;







· Verifying and confirming if the quality management system's process assets (policies, procedures and standards) are being adhered to;





· Leading process improvement initiatives, and facilitating/coaching teams which are performing process improvement initiatives;





· Managing and monitoring all aspects of the Quality Management System;



· Conducting conformance audits of the Quality Management System. Reporting results and recommending appropriate corrective actions to deal with the non-conformances; 

· Tracking and reporting on the implementation of corrective actions. Confirming that corrective actions effectively addressed the root-causes of the non-conformances;
 

· Contributing to the development and implementation of an integrated approach to quality, risk and performance management for the organization;





· Providing leadership and support to the design, implementation and evaluation of performance/quality measurements of clients products/services (Program assessment/ranking and reporting, performance measurement capacity building, business performance/excellence)




· Using multiple Quality Management methodologies and tools to address the organization's business needs (Measurement and management of organizational performance);

· Developing process management by application of continuous improvement methodology;



· Preparing reports concerning the capabilities, strengths and weaknesses of the Quality Management Systems for internal or external publication which could be communicated to project management team through oral or written presentations (Basic statistical analysis techniques, questionnaire design and survey analysis. Ability to influence others, at all levels in the organization); and

· Liaising with and interviewing quality management specialists from other organizations.


	3.6 Risk Management SPECIALIST


	The required services may include, but are not limited to the following:

· Conducting risk assessments and evaluating potential risk and losses;

· Identifying project and procurement risks;

· Reviewing and auditing claims;

· Recommending alternative solutions, methodologies and strategies for risk mitigation and management;

· Assisting in prioritization and assignment of risks; 

· Assisting in the development and/or implementation of Risk Management Plans;

· Developing and managing the implementation of Risk Management Plans (safety programs) to identify, analyze, plan, track, evaluate and control project risks on a continuous basis throughout the project life cycle;
· Coaching, mentoring and training project teams in risk mitigation techniques;
· Developing and implementing business continuity plans;

· Developing crisis and emergency communication and/or management planning strategies;

· Reviewing the organization's insurance and risk management programs and making recommendations regarding coverage improvements, administration, loss control and financing mechanisms;


· Providing leadership and support to the design, implementation and evaluation of clients products/services performance measures, risk management and risk mitigation strategies;



· Documenting process improvements; 


· Preparing reports for internal or external publication (Corporate Services, Policy, Communications)


· Liaising with and interviewing stakeholders, as required, to obtain, clarify and exchange information, in-order to co-ordinate and manage the Risk Assessment Process; 



· Identifying, confirming and documenting the risk tolerance for the process, project, program, or strategic risk and using this tolerance to guide all analysis, assessment and recommendations undertaken or produced;








· Identifying, confirming and documenting the objectives and priorities specific to the process, project, program or strategic direction being assessed, feasibility studies;


· Identifying relevant risks and opportunities (including, but not limited to, economic, political, operational, legal, reputation, technical, organizational, accounting, banking and social risks) that threaten the objectives and priorities;


· Utilizing both quantitative and qualitative techniques, as appropriate, to assess the likelihood that a risk event will occur; and/or the impact if the risk event occurs;



· Recommending a ranked-order for risks and opportunities identified;




· Recommending and documenting suggested Risk Responses necessary to manage the likelihood and/or impact of the identified risks;







· Performing Control Risk Assessments and analysis, which may include statistical sampling and analysis of existing controls;









· Assisting with the on-going monitoring of risk and assisting with the implementation of risk response/mitigation strategies;









· Preparing draft and finalized risk assessments, briefing notes, presentations and papers related to risk management, and developing and updating risk management plans; and

· Providing advice with respect to risk management best practices and providing guidance and direction to assist in managing risk.





	3.7 Procurement SPECIALIST


	The required services may include, but are not limited to the following:




· Planning and coordinating procurement activities including financial estimates, business requirements and contracting options (project procurement management, cost and estimate Management, sole source versus RFP process,);

· Providing briefings on progress and concerns of procurement (Contract process management);

· Planning, coordinating, preparing and controlling documentation for procurement plan and process, depending on method of procurement;

· Planning and coordinating the activities of project contractors and other support providers (Procurement integration in Project Management);

· Preparing, reviewing and/or finalizing Statement of Work for potential procurement;

· Preparing draft selection methodologies, evaluation plans, evaluation criteria (mandatory and point rated) and evaluation schedules for procurement;

· Developing, planning, analyzing, evaluating and prioritizing deliverables and requirements (Bid evaluation);

· Monitoring the implementation and operations of the contract against established goals, objectives and milestones;

· Reporting progress of the contract on an ongoing basis and at scheduled points in the lifecycle;

· Identifying potential problems and propose solutions;

· Ensuring management staff is provided with timely and accurate project information and status updates;

· Developing and implementing procurement control, monitoring of system contract delivery and continuing service delivery and reporting procedures and managing changes; 

· Conducting post procurement reviews and contractor evaluations / lessons learned; and

· Leading or participating in negotiations and developing procurement process and/or business process maps.


	3.8 Financial SPECIALIST



	The required services may include, but are not limited to the following:




· Planning and coordinating financial management activities including financial estimates and business requirements;

· Evaluating financial management procedures;
· Conducting cost benefit analysis and life cycle costing (Cost and estimate Management);
· Developing business plans;
· Developing models to carry out cost analysis of the resources required to perform specific inspections related to a project (Project Management);

· Performing risk analysis; 

· Determining the resources required for implementation of projects such as acquisition costs, operation and maintenance costs and both recurring and non-recurring costs; 
· Assisting in developing costs for specific activities such as: direct project costs, project support overhead, corporate and administrative (C&A) overhead, costs of products and services, and other related costs(Financial accounting) 
· Planning, acquiring, and controlling the use of funds so as to meet the goals of an organization and maximize its value (Procurement integration in Project Management, contract process management).;
· Identifying an organization’s financial and non-financial objectives so as to improve its performance, determining whether those objectives are being effectively achieved; and
· Developing and modifying business cases and financial plans for the future.


	3.9 CommunicationS ConsultANT 

 

	The required services may include, but are not limited to the following:

· Planning, researching, modifying, assisting, writing and/or reviewing memos, scripts, plays, essays, speeches, manuals and other non-journalistic articles with conformance to established standards;

· Developing and implementing strategic communication plans in geographically dispersed organizations going through an organizational transformation (change management);

· Providing communications consultation advice to support strategic communications initiatives and strategies;

· Creating communications support materials; 

· Developing and implementing creative communication and information products using a variety of tools, techniques and media and selecting an appropriate medium to convey information, ideas, and results;

· Evaluating the outcomes of business activities and processes against objectives and benchmarks, and advising on further action (e.g., conducting and reporting on gap analysis); 
· Researching, proposing, and implementing models to enhance the effectiveness of performance measures and standards in relation to an organization’s strategic plan; 
· Coordinating the implementation of performance measures and standards; 
· Establishing a performance measurement architecture to ensure that local performance measures are linked to strategic goals and corporate objectives; 

· Designing, evaluating, and reporting on internal control systems to ensure that management information is complete and accurate (e.g., assessing integrity of reporting system); 
· Expressing and exchanging information in a clear and concise manner;

· Ensuring information is communicated to the appropriate people in a timely manner;

· Preparing reports for specific purposes using clear, communicative, and professional language (e.g., audit reports, management letters, consulting reports, financial reports); 
· Ensuring communications are clearly understood by encouraging and listening to feedback both internally and externally in the organization;
· Structuring external communications to project an appropriate corporate image; and

· Ensuring confidentiality with respect to organizational or client information and data.


	3.10 Project MONITOR 



	The required services may include, but are not limited to the following:

· Following-up on projects, major Crown projects and/or sensitive or complex project initiatives, where Canada requires a third party opinion. 
· Assisting project management professionals in project monitoring and coordination;

· Providing administrative and technical support as required to the project team;

· Participating in meetings with project management professionals and other stakeholders (internal and external) to ensure project is progressing, project goals are being met and expected results are being achieved;

· Ensuring project and contract activities, deliverables, milestones, timelines and financial commitments are tracked and commitments are being fulfilled;  

· Communicating and coordinating meetings with project management professionals and other executive and customer stakeholders on matters related to the project;

· Performing a liaison role amongst all project management, executives and customer stakeholders;

· Preparing monthly, quarterly, yearly financial and project reports and other project monitoring reports to management and executives; and

· Preparing annual reports, project progress reports, results achieved reports, lesson learned documentation and recommendations for improvement documentation at the executive level.

	FLEXIBLE CATEGORY EVALUATION GRID

	Levels

	Level 3
	Minimum 80 pts

	 Level 2
	Minimum 50 pts

	Level 1
	Minimum 35 pts

	Education

	University degree (PhD, Graduate, Undergraduate, Degree).
	45 pts 

	College or CEGEP Diploma / Certificate.
	35 pts 

	High School Diploma.
	20 pts

	Professional Certification

	Relevant Professional Certification
	15 pts

	Experience in Category

	1-2 yrs 
	12-23 months
	10 pts

	2-4 yrs
	24-47 months
	15 pts

	4-6 yrs
	48-71 months
	25 pts

	6-8 yrs
	72-95 months
	35 pts

	8-10 yrs
	96-119 months
	50 pts

	10-12yrs 
	120- 144 months
	65 pts

	12-15
	144-180 months
	80 pts

	15-20
	180-240 months
	95 pts

	20 yrs+ 
	240 + months
	110 pts


	3.11 STATEMENT OF REQUIREMENT / Technical WRITER 


	The required services may include, but are not limited to the following:



· Analyzing material, such as specifications (technical Statement of Work/Requirement), notes, drawings, writing manuals, user guides and other documents to explain the requirement clearly and concisely;
· Modifying, validating and compiling documents such as technical publications in general, specifications, equipment and system data lists, drawings etc.;
· Gathering information, analyzing the subject and the audience, and producing clear documentation;
· Studying existing material and interviewing Stakeholders;
· Creating accurate, complete and concise documentation to communicate the needs of the requirement;
· Assimilating and conveying technical material in a concise, effective manner;


· Following governmental publishing guidelines; and
· Reviewing documents, drawings and associated data for conformance to established standards.
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