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INTRODUCTIOQN

t 3 < tion?

Job evaluation is a method using established, objective criteriaz to-
measure the relative worth of jobs within a given organizational structure.
It is used by national civil services, private enterprises and international
organizations. Properly applied, job evaluation results in equal pay for work
of equal value, and levels of remuneration are based on the degree to which a
job contributes to the achievement of an organization's objectives. It
contributes to an equitable remuneration polzcy and efficient use of an
organization's resources.

Background

Hitherto, the Geneva-based organizations of the United Nations Common
System, although sharing the same grading structure and salary scale, have
applied different systems of Jjob evalustion. In 1988, the organizations
agreed to work together towards the development of a common grading standard.

Consequently, in January 1989, an inter-agency committee, composed of
representatives of both administrations and staff was set up for the purpose
of establishing a common classification standard for General Service jobs in
Geneva.

This standard, a point-factor rating system, is composed of 13 factors
and 20 benchmarks. The contents of the standard may be summarized as follows.

Factors

Factors are used to analyse the work which makes up a job. Each of the
13 factors in the standard is allocated a number of points. The factor is
then divided into levels which are assigned a number of the factor's total
points. Each job is rated by selecting the level description under each
factor corresponding most closely to the job. All points for each factor are
added and the total of points allocated falls within & point range which
determines the grade to be assigned to the job.

“Each factor is followed by a short glossary of terms to assist in the
comprehension of the level descriptions.

Bencbmarks

Benchmarks representing the most populated and typical fields of work and
levels of jobs of the Geneva-based organizations have been established and are
included to ensure consistent interpretation and application of this common
standard, as well as to permit -a better understanding of the point-factor
standard by the staff as a whole.

Since the benchmarks are intended to cover different situations and

structures in the wide range of Geneva-based organlzatlons, individual factors
may rate higher or lower depending on the unique requirements of each job.
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Thig standard as developed, including the benchmarks, accurately covers a
representative cross-section of jobs most commonly focund in the Geneva-based
organizations. .

Percentages of overall working time required to perform the duties have
been indicated, as a generzl rule, on benchmark job descriptions. EHowever, in
the case of Benchmark No.4 the percentages were not specified because of the
varying degrees of specialization and the unique requirements of the various
organizations.

The Common Classification of Occupational Groups (CCOG) codings, are
given for each benchmark.

Certain of the benchmarks will also be used in the context of surveys of
best prevailing conditions of employment in Geneva, which are conducted at
regular intervals in order to set levels of remuneration for staff in the
General Service category. For that purpose, certain adjustments will have to
be made to these benchmarks before they can be used for job matching with the
outside employers participating in the salary survey. For example:

- Percentages of overall working time, although important for job
classification purposes, are not a key element in job matching and
may be omitted in order not to restrict unduly the search for jobs
in the outside market which generally correspond to typical jobs in
the Geneva-based organizations.

- Typing speed requirements of the Geneva-based organizationms,
although not stipulated in the common standard since they are
consistently applied by each organization, should be spelt out for
the purpose of the salary survey in order to ensure matching with
equivalent skills in the outside market.

- Although not a job classification criterion, the practices of the
Geneva-based organizations in terms of a minimum recruitment age
will also have to be borne in mind when establishing individual job
matches with the benchmarks in the context of a salary survey.’

Moreover, a salary survey may also require the inclusion of other
benchmarks, to be developed by application of the common standard.

Point ranges
The point ranges for grade levels G.l through G.7 are as follows:

Point ranges Gr v

0-594 G.1
595-804 G.2
805-1039 G.3

1040-1299 G.4
1300-1624 G.5
1625-1884 G.6
1885 and above G.7
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factor 1:  KATURE OF RAL NTRIBITTION

This factor measures the value of the end products/services emanating from the Jjob and
the degree to which these contribute to the achievement of the Organization's objectives.

Level/ r vel ription rr ndin
points henchmarks
A/50 End products/services are primarily the result of a reflexive or automatic 1

process and have direct physical effects on the overall physical image of
the Organization or general physical working envirorment.

B8/100 End products/services are primarily the result of a verificative process 2
and have mechanical or technical effects on specific physical aspects of
external operations of the Organization or on the functioning of the
individual employee working enviromment.

c/150 End products/services are primarily the result of a transformative or 3
collative process and have administrative cr technical effects enadling 6
either the discussion of issues before the Organization or the direct 7
delivery of its programmes on 2 timely ana reliable basis. 14
D/200 End products/services are primarily the result of a descriptive or 4 1
analytic process and have complex administrative or technical effects 13 12
enabling either the discussion of issues Sefore the Organization or the 8 15
direct delivery of its programmes on a timely and reliable basis. 10 18
£/250 End products/services are primarily the result of an interpretive or 9
evaluative process and have complex administrative or technical effects 13
enabling timely and accurate finalization of programme decisions, 16
activities and operations. 17
19
F/300 End products/services are primarily the result of an integrative or 20

adaptive process and have substantive prograrme effects enadling timely
and accurate finalization of programme decisions, activities and
operations. .

G/350 End products/services are primarily the result of an anticipative or
inventive process and have substantive programe effects on the operation
of cne or more programmes of the the Organizatton. .

Glossary
Beflexive or An act not accompanied by volition; mechanical, unthinking, routine.

yerificative To test or check the accuracy of, to confirm or establish the asuthenticity or
existence of by examination, investigation of appropriate evidence.

nsf sive To transfer or turn from one set of symbols into another.
lativ A bringing together; assembling in an appropria;e crder.
riptiv Giving an account of something with formal attention to details.
Analvtic Analysis of datz (about things, data or people) with reference to the criteria,

standards and/or requirements of & particular discipline, art, technigue, or craft
to determine interaction effects (consequences) 8nd to consider alternatives.

retiv To explain or tell the meaning of; to elucidate;: impliies using knowledge or insight
to cast 1ight on 2 problem stressing personal judgement and understanding.
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dnventive

iv

(Cont.)

Determination or fixing the value through evaluation of compcliex data.

The making up a whole through the evaluation of complex data to determine ¢the
separate parts or eslements required.

Analysing existing products, services or processes, judging their application to
the current prodlem or situation and modifying them so as to suit new conditions.

To foresee events, trends, consequences or problems; & prior action that prevents,
provides for or precludes an action.

Conceiving original, novel oproducts or processes to meet specifications of
effectiveness within the overall framework of operating theories, principles,
ang/or organizational contexts.



factor 2: NT % MANDS AND pRESSyRES OF R

This factor measures changing workload and user demands, the role and services expected
and the changes to work pace and services required of the incumbent.

Level/ Factor vel sgription prr ndin
points an;hmnrk;
A/SS flepetitive tasks with little requirement for adaptation; routine and 1

regular workload with work pace controlled by incumbent within general
productivity norms Or guidelines; role and service expectations well
defined ang accepted by users.

B/110 Standardized tasks with Some adaptation of procedures reguired during 2
occasional limited periods of high volume or short deadlines; regular 6
workload with work pace tontrolled by machine or nature of reguest/
service; role and service expectations well defined and accepted by users.

C/165% Changing but standardized administrative or technical tasks reguire 3
efficient adaptation during occasionz) periods of high volume and short 4
deadlines; workloads fluctuate on 2 cyclical basis and reguire incumbent [
to adjust work pace 2ccordingly, excess workload controlled by supervisor 7
and shared with other Staff; role and service expectations uncerstood and 14
accepted by users. 15

18

D/220 Changing administrative or technical tasks recuire efficient adaptation; 8
workloads fluctuate on 2n ynpredictable basis anc require incumbent to 9
adjust work pace accordingly, increased workload controlled by incumbent 10
while maintaining ¢lose 3ttention to detail; adhereance to deadlines is 1"
often required: role and service expectations not well understood or 12
accepled by users.

E/275 frequently changing administrative and service-oriented tasks require 13
efficient adaptation: fregquently fluctuating workloads require incumbent 16
to adjust work pact 8ccorgingly, increased workload controlled by 17
incumbent while mzintaining close attention to detail; adherence to 19
deadlines and service targets {s normally required; rcle and service 20

expectations not well understood by users who make inappropriate regquests
- or responses. .

F/330 A variety of freauently Changing service-oriented and administrative tasks
require efficient and constant adaptation; freguently fluctuzting
workloads 2nd service requirements require incumbent to organize work -
priorities and to 20adt work procedures; tight deadlines must be met for
satisfying conflicting and competitive requirements of users for service
delivery; role and service expectations often misunderstood and not
accepted by users who frequently make requests for services which have to
be refused, redirected or madified.
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factor 3: DIRECTION AND SUPPORT RECEIVED

This factor measures the independence of the work 2s regards the degree to which
guidelines apply and the amount of supervisory assistance and control exergisec over the
fncumbent.

r vel ription rrecacndin

Specific instructions provided both for non-recurring and recurring tasks; 1
work 4s closely controlled through structured nature of work itself or by
intervention of supervisor or senior Yead worker.

8/100

General instructions are received for recurring tasks and specific 2
instructions received for non-recurring tasks; special guidance and advice 6
on technical and procedural aspects of work received from senior lead 14
worker or supervisor: work controlled by senior lead worker or supervisor

for accuracy and complisnce with instructions.

C/150

General instructions are received for selection of successive steps:
assistance received from supervisor in solving more difficult problems;
work controllecd by supervisor or users for accuracy, technical soundness
and appropriateness.

WO ew
-
w

07200

Administrative guidelines and work plans are received for identifying 16
work priorities and appropriate approaches;: guidance received from 17
supervisor in developing alternative solutions to anticipated prodlems; 19
work controlled by supervisor or users for meeting expected results and 20
conformity to policy and procedures.

E/250

Operaticnal objectives and rescurce s8llocations received for organizing
and providing Job end products and services; guidance received from
supervisor in developing general operating pricrities and guidelines for
probiem resolution; work controlled by supervisor or users from an overall
standpoint in terms of meeting objectives and conforming to policy.

ni

r

An incunbent who is required to exercise only technical supervision rather than

Jead worker technical and soministrative supervision and, while not the immegiate supervisor in

the organizational hierarchy, carries functional responsibility for the quality and
efficiency of the work produced by others in the unit.

Refers to specifications for the overall development of a final work product which
integrates the contributions of several distinct work units of the Organization.



fFagsor &: IMPROVING QUALTITY AND PREVEMTING LRROR, DAMAGE AND TWIURY

This factor mexsures the dncunbent's respensibility for seinzaining cuality standards
and for preventing error, loss, camage and injury.

l:v:'l/ fastmr vel ceriptionc Correeponding
Pniﬂ’s penchmarcs
A/70 Prevention of loss or damage and maintenance of auality standards 1
generally ensured avtomatically at time work is processes; al) work ‘

cerrected or verifiec {(cross-checked) by machine or by incumbent; most
errcrs have little or no negative effect on overall work procuct; cuelity
Tevel of products or services is easily mezsured.

B/140 Prevention of loss, damage or injury and maintenance of quality standards 3
ensured by comprehensive application of standardizec verification,
inspection and supervisory procedures within the work unit; errors cause
loss of time of incumbent for correction but do not affect usability of
work product.

c/210 Prevention of loss. gamage or injury and maintenance of cuzlity stancaros 2 10
ensured by ingesendent spot check or sample application of accepted 3 12
quality control and superviscry procedures;: product errors or service s 14
deficiencies cause loss of time of work unit for correction, and user 7 18
dissatisfaction with service level, bdbut do not affect snhcrt-term usasility 8 18
or safety of werk product.
07283 Incumtent required to conguct quality control and checks of own work 4
products or services; user performs mejor verification of guality ang S
usability of procuct or service; Product errors or service deficiencies n
cause embarTassment, minor personal dnjury to user or mincr financial loss 13
and damage the user's relationship with the work unit. 16
17
-]
E/35¢C Incumbent can only partially check own work, and user can perform only 20

Timitec spot checks of quality and usability; errors can cause major
information Yoss., important financial loss, major loss of or damage to -
cestly equipoent, or personal injury to user,

-
i ~v

Involuntary mistakes which result from accidental oversight., fault in judgement eor
inappreopriate choice of a course of action. They should not be confused with the
results of what would constitute bag performance. .

Signifies the extent to which procedures or standard practices are appliec in order
to ensure the acceptability and usability of the enc product or servicge.

i !
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Facsor &: (LOCROINRTION, COWNTSC. S5 SUSESVICION JF SCE ACTIVITIED :ND SESTOTumesCE IF CTUET STiEE

tor measures he nature anc cegree cf supervisSSry 2utnmority the incumpoent has
v ostaff,

Level/ Froso- Level Decc-eptears Correcaonging
ESLEL: gercrmarxs
a740 Ltittie or no responsaiblity for gontrol or evaluatien ef were 2f otners 1 1]
{can 1ncluce controlling work of staff assigneg on a pari-time tasis o 2 12
35515t 1ngumtent}. 1 1
- 2 15
-5 i8
€ 19
) 7

B/80 Receives and distritutes worx to other support staff in tne same worx unit 13
anc¢ estatlisnes cezclines to ensure sguitapie worxlgass: nforms
superviscr of orocegural ¢r ctner prooiems ang upcn regquest ccerginztes
ciscussion ang resoluticn of these.

Cc/122 Acts 25 senior le2c werker 2sS152iNng SuUDErviSor with seleclecs SucerviISSry
cutles: provices Scectaiitty guigance 2nc azvice on tecnnical anc orocecural
2spects of work (O ¢ciner syupport Staff im the same worx unil e ensure cr
improve cuality ang efficiency of work procuces.

O Wh P

9]
~
—

o)
(33

ssigns and centrols werk anc cetermines pricrities for cne %o frve 11

usercinate staff mempers for wrom i1ncumsent 1S 1MMEgIAtEe woTk SUServiscT!
MCNILSrs $rogress ang cantrels cezdlines; assesses overall effagcrency 2ne
cuality of work resuits: provices ongoing 2ssessment of work cuzlity 270
terformance %o st2ff memters anc to firs: rezo-ting cfficer: ynitiates tre
recsaiution of staff serformance anc operazticnal preciems.

(LIS 1Y

S
<
n

g£7200 Organizes anc suPervises work of umiz of four to eleven staff mempers: 17
gevelcrs cverall work 2ricrites anc necotizies these with users on berzif
ef work unit: controls srccecures fer cuality 2anc efficirency ¢f worx,
evaluztes cverall crerztions anc effeztiveness cf werk umit: Srevices
comments fer inclusion 1n relevant portions cf performance regorsz cof s:aéf
memzers: resolves staff cerformance anc oceraticnal prodlems.

F/cal Creanizes anc sutervises tne work of & total suborsinate staff of ten or .
mere nclucing at least -0 SuCOrciInale SuperviScrs or lezg workers wno 3cl 25 work
suservisors for most ¢f the staff supervises Sy tne incumcent:
centrels are evaluates overzll performence of work units: icentifies needs
¢ re-crient services, orccegures or longer-term prigrities 10 imgreve
service or procuct ceiivery; crafts performance reports for all staff n
sutorginate units.

Glpsszry

work pnig A group of two or more support staff working together in the context of “section” or
“unit", or a regularly scheduled shift-work group within a “unit® or "section”.

Senigr An ingumtent who is recuired to exercise only tecnnical supervision rather than

lexg worker  techmica) png asmimisirative suservisien anc, while not the immedizte Supervisor in
organizational hierazrcny, carries functiconal responsibiiity for the quality ang
efficiency of the woerk prosuced dy others i1n the unit,

Firss The cfficial ressonsible for signing performance aporaisal reports.
recocsing

fficer


http://autr.cr-.ty
http://estaelisr.es
http://cetermir.es

Factor &: NTRDL QF RESOURT
This facztor measures the extent to which costs are controlled by the inmcumbent.

Level/ £ r tevel ccriptipm re ndin

Epints kenghmarks

A/15 Work requires limited cost control in terms of own time and money or - 1 [

resources. 2 7
5

B/30 Work reguires initiagtive to achieve efficient application of incumbent's 3 12
time, effort, skills and supplies within scope afforded by job procedures 4 14
and specific supervisory instructions: incressed incumbent productivity 8 18
and efficiency has some indirect impact on staffing levels or financial 0
expenditures.

C/4s work requires efficient application of financial and material resources; 9
increased unit productivity and efficiency results in significant andg 13
discernible control over financial expenditures. 15

oR
Work requires efficient application of staff resources; increased staff 16
productivity and efficiency results in significant and discernible control 19
over staffing levels. 20

0/69 Work requires cost control described in hoth alternatives described under 1
Level C. 1?7

£/75% Work requires the identification of suspected, substantial fraud or waste
in use of the Organization's financial or human resources in work
sctivities.

Qlossary
rol Invelves checking and regulating to achieve savings, a reduction in expenditure gr

an  increzse in productivity (resulting ih either a2 reduction in resource level for
8 given level of output pr the maintenance of present level of resources

higher level of output).

for 3



Eactor 7: ODIEFXCULTY. SENSITIVIIY_AND IMPORTANCE OF WORK RELATIONS

This factor measures the nature and level of contacts required of the incuymbent in order to provide or oblain services.

A. DIFFICULTY AND SENSITIYLILY

2.

Work requires exchanqge of
information to ensyre
understanding and accurate
performance of tasks.

Hork requires exchange of
information to ensure
mutual understanding

of services provided,
including requirements of
fndividual requests ang
timing of delivery of
products or services.

Work requires exchange of
information and enlisting
cooperation and support to
ensure provision of services
and resolution of problems
encountered in working pro-~
cess advocating particular
services offered or
justifying request for

Work requires interpersonal
initiative to enlist
cooperation and to establish
understanding of respective
needs to ensure provision of
services and resolution of
difficult problems.

throughout the Organ-
ization at the same duly
station and with units
outside the duly station.

cooperation,
B. NATURE AND IMPORIANCE Paints Lorresponding | Points Lorresponding | Points Corresponding Paints Corresponding
kenchmarks benchmarks benchmarks benchmarks

INSIDE OQRGANISAIION 4
a. Contacts generally with 20 1 35 7 not not

supervisor and colleagues 2 applicable applicable

within same organizational k)

unit, 11
b. Contacts generally 25 6 40 1 55 10 17 70

throughout the Organ- 5 11 15

ization at the same duty 12 15 20

station. a 1€
c. Contacts generally 30 15 60 8 15 13




Factor 7: (Cont.)

A. DIEFICULIY AND SENSITIVIIY

Work requires exchanqe of
information to ensure
understanding and accurate
performance of tasks,

Hork requires exchange of
information to ensure
mutual understanding

of services provided,
including requirements of
individual requests and
timing of delivery of
productls or services.

Hork requires exchange of
information and enlisting
cooperation and support to
ensure provision of services
and resolution of problems
encountered in working pro-
cess advocating particular
services affered or
justifying request for
cooperation.

Work requires interpersonal
initiative to enlist
cooperation and to establish
understanding of respective
needs to ensure provision of
services and resolution of
difficult problems,

broad range of officials
from nationa) and iInter-
national institutions,
including important
collaborators, on matters
of impartance to the
Organization.

8. NATURE AND IMPORIANCE Paints Corresponding Paints Corresponding | Paints Correspanding Paints Corresponding
benchmarks benchmarks benchmacks banchmarks
QUISIDE_ORGANISATION
d. Contacts outside the 20 1 14 not not not
Organization are rare and 3 15 applicable applicable applicable
not normally required. 5 8
6 19
e. Contacts generally with 25 2 16 a0 55 70
local suppliers/services 4 20
on routine subject matters.
f. Contacts generally with a 30 7 15 8 60 75
broad range of officials .9
from national and inter- 10
national institutions or n
with the general public on 12
routine subject matters, 13
g. Contacts generally with a 35 50 65 17 80
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factor 8: v K _DF TRAININM N RICFING T THEG STAFF

This factor measures the nature and degree of training and briefing given by the
incumbent to Generzl Service and Professional staff.,

Levelr/ Facstor Level criptigns e ndin
Points benchmarks
A/1S Little or no responsibility for instructing or training other staff. 1 7
2 10
3 12
4 14
s 18
6 18
8730 Provides guidance to a wide range of General Service staff outside the e
work unit. "
16
or

Provides on-the-jot training to new General Service staff within same work
unit to assist them in becoming fully operational as soon as possidble;
training provided on specific verifiatle procedures and tasks as they
occur in the normal course of the work routine.

C/4s Provides guidance and instruction to professional-level staff within same 9
work unit on the application of new or existing administrative policies 13
and procedures of the work unit and on the preparation of work and 1?7
requests requiring agministrative or technical support. 19
20
o)

Provides instruction to P and G staff from other work units on the
application or operation of new Or existing systems, equipment, policies
or procedures used by them to perform their duties or to obtain
entitlements under the Staff Regulations.

D/60 Provides on an ongoing basis structured training to GS staff outside own
work unit on new and existing procedures, systems, practices and skills
that are required by trainees to perform their duties; assesses trainees’
neecs and progress; upcates angd adapts training content and methods in
1ight of changes in technology or actual job requirements; assesses
readiness of trainee to perform assigned duties for which training
provided.

oLs

Provides in-depth briefings to P staff being assigned to posts cutside
headquarters; adapts briefing to background of staff member ang technical
and organizational features of their new posting and updates it in the
light of changes in policy or procedures: proposes approaches to selution
of typical future prodblems of mutual interest.

Glossary
rovi To have primary responsibility to identify training needs and opportunities not
Lraining or merely to assist supervisor in the provision of training.
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Fasztor 9: ATION AN XPERIENTE RED T CUPATIDONA ND

This factor measures the minimum level of education, training and previous experience
required to perform the Job.

Level/ r level criptipn rr ndin
Popints henchmarks
A/30 work requires education at the primary school level or level of obligatory 1

formal schooling and no previous experience. Ability to use simple
machines or tools is reguired.

B/60 wWerk requires education at Level A and at Teast one year's experience in Fd
the occupation. Ability to use machines or tools is required.

C/90 Work requires completion of secondary school or its equivalent technical S
or commercial school; €
. 7
oR 14
wWork requires educaztion at Level A and an apprenticeship cf up to two
years in a specialized occupation;
PLUS
At least two years' experience in the occupational area.

D/120 work requires completion of secondary school or its equivalent technical 3
or comercial school and either three to four years' experience within the 4
Organization 4n the occupational area, or agvanced training in the 8
specialized field; 10

12
fol4 15
18
wWork requires education at Level A and an apprenticeship of three to four
years in 2 specizlized occupsation;
PLUS
At leest two years' experience in the occupational ares.

E/150 work reguires completion of secondary school or its equivalent technical 9
or commercial school and either three to four years' experience in the 1
occupational are2, or advanced training in the specialized field: 13

16
or 19
Work requires educaticn at Level A and an apprenticeship of three to. four
> years in & specialized occupation plus subsequent advanced training;
. Pl
Three to five years® experience in the Organization or in the occupational
area, including knowledge of a complex ares of its structure &nd procedures.

F/180 wWork requires completion of secondary school or its egquivalent technical 17

or commercial school: 20

Qr

Work rgcuires education at Level A and an apprenticeship of three to four
yesrs in a8 specialized occupation; aa

BLUS
Advanced training in the specialized field;

BLUS

Morg than five years' experience in the Organization or in the occu-
pational ares, including knowledge of a-complex ares of its structure
and procedures and its relationships with outside institutions.
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Eactor 9: {Cont.)
Level/s cior v 3 ion
Boints
G/210 Work reguires completion of secondary school or its equivalent technical
or commercial school;
Qr
Work requires education at Level A 3nd an apprenticeship of three to four
years in & specialized occupation;
BLUS
Advanced training in the specialized field;
BLUS
More than ten years®' experience within the Organization or in the
occupational area, including a wide knowledge of the Organization and
the inter-relationships of 4ts constituent parts.
Qlossary
Secondary Examples of what constitutes secondary school completion are Certificat de
sshool Maturite, Baccalaureat, Certificat de fin ¢'Etudes Secondaires, General Certificate
coampletion of Education.
Advanced Involves an organised prograrme of instruction or extensive training and self study
inin in the work setting.
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MAINTAINING SPECC2LIZED JC8 S¥Tii€ 2wt

'\

This factor measures the continuing Study reguires
cr Jco scecific knewiecge.

te maint2in cutrency cof

cccucational

Level/

Frintce

fFacs~r {pvel Dpcrecresecnc

c.y-.eagn:ins
bemcmmarcs

A/30

Work requires keeping up to date cn new cr revisec
practices anc cirectives oesignec svecifically for
work unit.

work procezures,
uvse by the 1ncumsent's

[P N
-
rS

B/60

Work requires recurring study of documents dessribing new cr revised
technigues, precedgures anc equipment relevant 2 Jcb; incumiest recuirec
to learn and impliement new job technicues on t2sis of comsinziion of selif-
study of new procedural guidelines anc on-the-)ot ccaching by Supervisor
or colleagues.

S WO B ~)en
-
(7]

c/90

Work requires centinuing stucdy of new or revised cirectives and work
procedures of other institutions: §R of new features and asslications of
twO 2r more Comduter PrograTmiing TAnguages or comTuter COETaltINng Sysiems:
incucent reguires o jearn anc *mDIEFE New JC tecnnicues 2ng praztices
on tasis of seif-stucy of tecrnical ma::rta? anc coTuments anc ©issussion
with colleagues or supervisor.

18
19
s

D/129

wWork reaquires centinuing stucy of 2 wide va=rety cf ne- or reviser
tecnniques, directives anc worx prattices of cimer instituticns: AND c¢f
ne~ sta2ncarcs, technolicgies or new~ Informaticn System 2pdolicatiens:
incumbent recuives 0 incesencently learn anz valicate new 3¢t teznniaues
an: practices on basis cf self-siudy.

£/150

Work reguires gcsntinuing study ¢f worx gtancar
anc trencs in an occupatien wnich is inspestec anc certifies cn 2 regular
basis bty the hest gcvernmen incumdent s reculiree 0 maintain valid
ceccupationzl certification status throuer personal acherence o gs.a=1sshec
stingards ang by controlling, inspecting and 2sgreving (taking
reczonsibility for) the work ¢f cthers in relzticn to these stanmezr:ss.

ss, cractices, Jurisprudence

R7C7d_v £

ﬁ}:ee:—v

Refers ¢o recently introcucec
of worx, ts the Crganizae

“,~1ecce cT technic.es:
10N OF 10 PCSITICN wCrk a2

gan te
tTivities,

“rew" te

eitrer field
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Factor 1: FLANGUAGT !
This factor measures the level of speaking (s}, reacing (r) aad writing {(w) skills and
the number of languages in which these skills &re required to perform the duties
specific to the job.

French |English [Spanish [German JRkussian |Arabic |{Chinese Other

(specify)

S jw [T |S (w [P 1s w r IS {w |r s |w ir |s |wr |s |wijr | s {wl}lcr
basic thypyhrhpbryppyrpiphprpy vy pr vy iy
functional 2 j2j2 12 {2222 12z 2221222121212 1242} 2]121]2
advanced 313 313 313 343 3143 313 313 313
skill levels

TOTAL SKILL LEVELS FOR ALL LANGUAGES AND ALL SKILL TYPES = [ ) x 10 = TOTAL POINT VALUE

Fynct j'gnﬂ oral
ipn

interagsion

8797d-v.6

SYpeccar

This is a language needec to perform the duties specific to the job. It is normally
an official language of the Organization bul may be another language required by
the job. Situations may occur, such as in specialized language units or trades
occupations, where the job use of official languages is significantly less than the
mother tongue or other language skills of the incumbent or recruitment requirements
for language skills as established for career development and broader staff
administration purposes. )

The job requirement to understand and express orally standard common phrases and
sentences 3ssociated with predictable 2nc repetitive work situations of a concrete

nature, utilising a limited vocabylary and sipple gramrmatical structures.

The job requirement to select and compose standard texts and phrases and to adapt
torresponcdence and standard letters associated with predictable and repetitive work
sitvations.

The job requirement to scan and extrict key words or phrases from a.wide variety of
written material for further use or treatment in order to redirect or reference
this material. Straight copy typing or text copying duties, without selection of
m:g:;iaI or following requester's notes, do not normally require basic reading
skill,

The job requirement to understand and express orally a wide range‘cf information,
vtilising an extensive vocabulary, correct grammar and clear pronunciation.

The job requirement to compose, €raft and adapt correspondence and memoranda
relating to the job. .

The jgb requirement to read and understand the essential meaning of a wide variety
of written material and the nuances and technical terminology applicable to the job.

The job requirement to understand and express orally in a clear and concise manner

3 wide range of information on a daily basis in situations requiring tact and
diplomacy, an extensive vocabulary and verbal skills of advocacy, precision and
nuance.

The job requirement to compose for final signature stylistically and grammatically

correct correspondence in accordance with technical or substantive instructions
received regarding content; to correct the grammar, syntax, spelling and vocabulary
in 2 wide variety of docyments drafted by others in the language; and to convert te
the language the essential elements of the contents of documents and correspondence

g;;ptred in other langusge(s) for which functional reading skill is required by the



factor 12:  DHYSICAL SEFORT AMD_TOULRANCE_OF LUVIROMMUHIAL COUDITIONS

This faclor measures Lhe degree of physical effort required of the incumbent and the rishs and discomforts requircd by the environment in

Lhe work is performed.

wvhuh

! A CUHYSTCAL_EFIORT
| 2 3
The work is sedentary | The work requires some physicol exertion to stand The work frequently requires consider-
with some prriods of faor lTonqg periods, for conlinuous walking, for ex- ahle and strenuous physical exertion
watking, standing, tended periads af VOU use or uninterrupted physi- to 1ifl heavy items, climb tall lad-
hending, tarrying of ral control and monitoring of equipment operalion [ders, bend or stoop, Crouch or crawl
Yight items, or the nr driving an automobile, for frequenlly recurring [in restricted areas, 1ift heavy
intermittent wse of bending, crouching, stooping, stretching, or objects over 25 kilos, or manipulate
a v, veaching, for recurring lilting of moderately hoavy Lools, machinery and equipment.
heavy ilems, or for periods of reprated overtime
resulting in falique.
D. JOLERANCE OF ENVIRONMEMIAL COHMOLITONS |[Points  Correspondieg foints  Corresponding Loints Correspomding
benchmorks-p. benthmarks-p. henthmarkszp.
3. The work is performed in a typical on 5 12 a5 6 10
office environment; requires 7 13 10
toterance of few risks or littdle f 14 19
discomfori. 9 15 20
. 10 \6
1A 17
b. The work is performed indoors in areas a5 120 1 14%
which have litlle or no natural light, 3
are poorly illuminated, hrated or
ventilaled, or are exposed to
distracting nnise levels; requires ’
tolerance ol some risks and discomfort,
c. lhe wark is performed around moving 130 S ? Inn 4
parts or culting machinery, high
vollage current or Loxic gases, in )
moving vehicles, in presence of
moderately high naise levels or
outside in all types of weather
Tonditions; work requires wearing of
proteclive cYolhing or equipment;
requires tolerance of moderate risks
and discomlort,
d. e work is performed in the presence 165 Tt oo T o : 214
of continuous high noise lTevels,
contagions diseases, or persons
considered dangerous to Lhe physica)
security of others; requires
tolerance of monderately high risks
and discomlort,
Glossary
you Visual display unil vsed to cover 41} [ul) screen-based equipment.
Extended periods_of YOU use The job requiremenl o operate VOUs on a daily, conlinuous basis (ar four hours or more.
Risks Refers o work situations where there pxists the potential . for injury.
Diacomlort Refers to work sitvations where the incumbent is required to perform the duties under conditions which are wanling in material

comfort and pase,

(§3]
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LSE AND MEINTENANDE JF MinyZl S TyptruLTIoN T

This facisr measures the cegrea tg -3rKk  TEQUITES Me .se.

greaticn cof informazicn systems.

whitgcn  Lne

rey1sign  ang

]gv:\/ Facenr Seved Zpepmemecipne fa-r:czﬁﬂ,:\ns
;"1.’\(( ha-’h-rn—e<.2.
A/30 Worx goes not normaily recuire ongoing use of filing or reference systems.
£/6% horx recuires use of informal referemes lists, reccres, bluesrimts, 1
¢marts or stancare working files tz file ¢r retrieve informaticn for 2
sgerztional or Jot-refated ourposes. 3
I3
o1 17
Work recguires use cof video ¢isdlay unit to search on 2 case-by-c2se basis
centrz]l autcmateg catzbzses 12 retrieve informazion for cgeraticnal cor
Job-relatec purscses.
€/s9 Worx recuires use of 2fficially aoproves Filing arc ¢ross--eference Iare 5
1nCex SYSIETS ANC COC.mentS ant cgorresdcncenze tocrimg manu2is: classifies 14
anc searcnes fer cocuments 2cisrging 16 cofument gescristive informalicn 15
anc formail structure of fFiling system maintaines by the organizaticnal
unit.,
~s
foft
Work recuires use ¢f vicec Cts3lay unit ¢~ 2 c2Se-dy-cife fasis for
retrievirg, eniering ang mc:1fywng car in gcentrat Liomates c2lrtases.
Dsi12p werx recuires use ¢f viceo c£iSdiay untl {0 Sear¢n central zutcmates cala- 5
sases ¢ 1cent:fy arg TisT Setectes, cocec reccres: e2its 2nc rrocuces 7
reference li1s3s for the use of cirme=s: assesses resulls cf sea-cn 8
criteria. E]
12
oLy 13
16
~0rk recuires use of wore crocessing or other scftware rackages. ‘uil
screen cisclay unit 2nc segar2te pgrinmter tO creaie, £21% 2R procuce
text. tasies, cIrresgconcence CF reseris.
£
Werk recurres the comprenensive cearch 3nd versfizaticn ¢f a wide variety
cf infocrmaticn socurges 1o cesirite historicaily cor Seg2ly Significa=g
sast events.
E£/180 Work recuires coding, classificatien and revision of dctument or record 10
access/search criteria held in central automated database; creates, "
upcates ana mocifies incividual recorcs accessed by other users: assesses 18
19

3cturaly and corrects coccument cooing and record acgess criteria,

o8

Work requires use of word processing or other software to crezte,
cross-index or key work document search capabilities; utilizes
higher-level capadilities of Software to improve corresponcence 2arg
parerwork management: develops customized procecdures for use of software
to sudcort specific information or gocument processing operations.



http://creaf.cn
http://ccrresocncer.ee
http://searcr.es
http://or.it
http://cprresponper.ee
http://ir.fprrr.af.cn

oo : (Cont.)

Level/ cemm vel Necs"i1ptianrc Cp-recnonding
Point< fencyarks

F/180 Work requires the development and revis:on ¢©f comouter programs o 20-
suptere applications tc te run on mainfrane fompuler: frextes tes: dgasa
to verify the accuracy of procuction resoris; icertifies errers ang
potential inconsistencies in computer programs; eorafts EDP
documentation for applications.

oL

Work requires the design of customizec user 2pplicaticns and szatistical
datatases using high-level application anc report generation software
packages; installs application on micro-computer; verifies data cuality
control and develops procedures for upcate, maintenance and security of
database used by others.

G}g(ta—v

nfprmal Reference lists, records, charts anc¢ files are uses normaliy only within the
incumbent's work  unit and have nct  Seen esizslisne: and promulgated for
Organization-wide use or official documentary ang artnhiving purpcses.

QFficially Filing cress-reference card index systems. elc. 2re those whith have been
BRzroved eszaclisher and promigeted for Organizaticn-w=1ce use or official cocunentary ang

archiving purposes, anc have dee~ apfroves oulSice the ngunrent's unit.
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DUHLIMARK FACTOR RATINGS (fin ascending order of points)

e e N L L T R i e L L L T YT P Ay Sy g Sy

No. BENCIMARKS / FACIORS 1, 2 3 4 5 6 7 8 9 10 1 12 {13 Points Grade
! xawuusunw A/050 A/055 A/050 A/ol0 A/0tO A/1S t.oa, 1.d/040 AN1S A/010 A/030 4/040 2.b/120 8/060 615 6.2
2 Driver 8/100 B/110 B/100 c/210 A/040 A/15 1.a, 1.e/045 A/1S 8/060 A/030 5/050 2,c/18% 8/060 990 6.3
6 Clerk/Stenographer /150 8/t10 B/100 8/140 AJ040 M1S B.b, 1.d/045 A/tS c/090 A/030 8/080 2,a/085 D/120 1020 6.3

14 Finance Clerk c/150 €/165 B/100 c/210 A/040 B/30 1.a, 1.d/040 LYAR €/030 A/030 6/060 1.a/060 c/090 1080 G.A
k] Printing Equipment Operator c/150 c/165 c/150 c/z10 A/040 B/30 1.a, 1.d/040 A/LS D/120 A/030 5/050 2,b/120 B/060 1180 G.4
7 Secretary c/150 C/165 /150 c/210 A/040 A7YS 2.a, 1.1/065 A/15 c/090 8/060 9/090 1.2/060 n/120 1230 G4
S Registry Clerk b/200 C/16S C/150 c/210 A/040 A1S 2.b, 1.d4/060 A/ES €/090 B8/060 12/120 ),s/060 £/7090 1215 6 A

15 Finance Clerk b/200 €/165 €/150 c/210 A/040 /45 2.h, 1.d/075 A/1S D/120 B/060  12/120 1,2/060 €/090 1350 65

8 Computer Information Systems Asst, 0/200 c/165 /150 cr210 A/040 6830 2.4, 1.d4/060 A/YS n/120 c/0%90 9/030 2,a/085 t/150 1405 G5

12 Personnel Clerk [Recruitment) D/200 0/220 C/150 c/210 A/040 B/30 2.b, 2.1/085 A5 n/120 B/060 12/120 1.a2/060 n/120 1430 65

10 *  Documentalist D/200 D/220 /150 c/z10 A/040 8/30 3.b, 2.1/100 A/S p/tz0 B/060 13/130 1.a/060 £/150 1485 6.5
4 Electrictan D/200 C/165 /150 n/280 A/040 nN/30 2.b, 1.e/065 A/NS D/120 €/150 17010 3.c/180 B8/060 1525 6.5
8 Secretary D/200 D/220 /7150 c/210 c/120 B8/30 3¢, 2.1/10% 0/30 n/120 B/060  12/120 1.a/060 n/1z0 15452 65

1 Nocumentafist b/200 0/220 /150 D/280 /160 n/6n 3.4, 2.1/100 730 (/150 B/060 13/130 1.a/060 /150 1750 66

1 Personnel Clerk (Entitlements) €/250 €/275 €/7150 D/280 Bg/ono C/45 4 ¢, 2.17120 Cr4S (/150 C/030  12/120 ) .s/060 n/120 1105 66

19 Computer Information Systems Asst, £/250 /215 0/200 b/280 A/040 €745 2L, ¥.4/025 €745 £/150 €/090 10/100 2,a/085 £/150 17185 66

16 f inance Clerk €/250 /275 n/200 n/280 c/120 €/45 3.b, 1 cs080 0/30 t/150 8/060 12/120 1.a/060 07120 1290 66
9 Secretary £/250 n/220 c/150 n/280 c/120 €/45 3.c, 2.17105 €745 £/150 B/060 137130 ).2/060 D/120 1829 6.6

17 Finance Clerk . E/250 €/215 ns200 b/28a0 t/200 n/60 3.h, 3 g/120 €745 f/180 R/06G0  12/120 1.a/060 8/060 ino 6

20 Computer Information Systems Asst. f/300 £/7215 D/200 £/350 r/120 €/45 3 b, 1.e/0n0 /45 t/160 €/090 127120 2,4/085 f/in0 2070 6L}
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BENCEMARK NO, 1

MESSENGER (2.A.23.4)
G.2

Under the supervision of a senior support staff member, carry documents,
correspondence, files and parcels from and to locations in a specified ares
within the Organization and, in some cases, including nearby external
locations. Typical duties include the following: '

70% ~ Collect, sort and batch internal or external correspondence arriving

: or originating at gpecified locations within the assigned area and,
in giving due regard to time schedules and items marked 'urgent",
utilize a cart or mail pouch to effect delivery to proper addressee.

5% —~ Respond to enquiries from within the assigned area concerning
deliveries or office location.

S% - Transport heavy or bulky objects (charts, EDP components, stationery
supplies, files, packages, typewriters, chairs, lamps, etc.) between
locations within the assigned area.

5% - Keep simple records (volume tallies, lists of distribution points,
etc.); obtain receipts when required for specified deliveries.

5% ~ Monitor the condition, functioning and availability of any equipment
used for the discharge of the duties and notify the supervisor of
any servicing, repairs or replacements that seem necessary.

5% ~ Monitor specified areas for hazards, eqguipment problems and
coxpliance with security, fire and other applicable regulations.

5% ~ Perform odd jobs such as photocopying, collating; preparing name
plagues, serving as watchman, etc.

Factor 1 Nature of overall contribution

A/50 Principal end products emanating from the job are the distribution
and transmission of documents, correspondence, files,. telegrams,
parcels, objects, etc., according to precise indications; they
primarily involve automatic processes and only affect the physical
working environment of the Organizationm.

Factor 2 Adjustment to demands and pressures of work

A/55 Sorting, distributing and transmitting mail are routine, repetitive
tasks; there is little requirement for adaptation of procedures or
nature of service; normal workloads are controlled by the incumbent
within general productivity norms and guidelines such as number of
rounds; the incumbent's role is clearly defined and accepted by
users. .

Factor 3 Direction and support received

A/50 Specific instructions are provided by the supervisor for recurring
and non-recurring tasks, as well as by the user who indicates the

9495d-v.3



Factor &4

A/70

Factor 5

A/40

Factor 6

A/1l5

Factor 7

1a/20

14/20

Factor 8

A/15

Factor 9

A/30

Factor 10

A/30

94954-v.3
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addressee and/or the urgeccy; the work closely controlled through
its structured nature.

Improving quality and preventing error, damage and injury

The incumbent is expected to verify that mail is delivered to the
correct address, but quality standards are generally ensured
automatically at the time the work is processed, as misdirected
mail would be immediately perceivable and brought to the
incumbent's attention. Most errors would have no negative effect

on the acceptability and wusability of the work product. The
quality level of the service is easily measured.

Coordination, control or supervision of job activities and
performance of other staff :

The incumbent is not normally required to supervise or control the
work of other staff,

Control of resources

The routine and structured nature of the work requires limited .
control in terms of the work speed of the incumbent.

Difficulty, sensitivity and importance of work relatioms

Inside the Organization

Contacts inside the Organization are with the supervisor,
colleagues and users at the same duty station to exchange routine
information related to the delivery of documents, parcels, etc.
Outside the Organization

The exchange of routine information with contacts outside the
Organization is rarely required.

Provision of training and briefing to other staff

The incumbent typically has little responsibility for instructing
or training other staff.

Bducation and experience required to meet occupational demands

Work requires the completion of obligatory formal schooling and the
ability to wuse gimple document transport devices, photocopy
equipment, etc.

Maintaining specialized job skills and certification

Work requires keeping up-to-date on specific new or revised work

procedures and directives which are commumicated verbally or in
writing by the supervisor. ’



Factor 11

4/40

Factor 12

2b/120

Factor 13

B/60

9495d-v.3
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Use of langusge skills

Work requires a basic reading ekill in English as well as basic
reading, writing and speaking skills in French in order to
comprehend written or oral instructions given by the supervisor or
users, to respond to enquiries of ocfficials or visitors and to
update informal reference lists.

Physical effort

Work requires continuous walking and frequently carrying moderately
heavy objects.

Tolerance of environmental conditions
Work requires tolerance of some risks or discomfort when

transporting heavy objects and when identifying mail addresses in
hallways which are poorly illuminated.

Use and maintenance of manual and sutomated information systems

The incumbent is required to use and update a chart of floor
addresses for all units in the Organization and informal reference
lists concerning the location of officials.

Total points score: 615 (G.2)
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BENCEMARR NO, 2

DRIVER (3.C.Oi)
c.3

Under the sgupervision of a senior support staff member, drive a motor
vehicle such as an automobile, truck (more than 3.5 tons) or minibus (more
than eight passengers) to transport personnel, visitors, delegates, documents,
goods or supplies. Work typically involves driving over relatively short
distances but, on occasion, may involve extended trips requiring irregular
working hours and/or overnight availability. Typical duties include the
following:

75% ~ Drive a2 motor vehicle as requested between the depot and the loading
end unloading locations; with due regard to time schedules, apply
knowledge of driving regulations, safety requirements, traffic and
conditions, and most desirable routes to minimize travel time;
ensure that all rules, regulations and 1local requirements are
adhered to in the event of involvement in an accident; take suitable
precautions for the security of the vehicle and its contents when
left unattended. )

~ Meet passengers at the boarding location; assist passengers in
entering or leaving the vehicle; load and unload baggage, parcels,
documents, goods or supplies; may, on instruction of the supervisor,
visit designated locations in advance of transporting passengers
thereto and advise the supervisor of any problems.

~ Make regular deliveries of parcels, documents, etc#, between the
Organization, collection locations and destinatioms.

25% ~ Undertake the day-to-day maintenance and cleaning of the assigned
vehicle(s), check gascline, o0il, water, battery, brakes, s&ignal
lights, tyres, etc.; make minor repairs or adjustments such as
fixing punctures, replacing signal lights, replacing wiper bledes,
cleaning or replacing spark plugs and adjusting carburettor; log
trips, mileage, gasoline consumption, o©0il changes, greasing and
other servicing; deliver the vehicle to the designated garage or
servicing location, monitor the work and ensure it is accomplished
as requested.

- Make minor purchases and collect urgently required goods from local
suppliers on demand; collect goods from customs with due regard to
routine customs regulations and formalities; make or collect payment
for goods if required.

Factor 1 Nature of overall contribution

B/100 Principal end products emanating from the. job are the safe and
timely transport of persons, documents and goods, ascertaining the
motor vehicle's good running order and the security of the vehicle
and its contents; they involve verificative processes and provide
mechanical effects on specific physical aspects of external
cperations.

9495d~-v.3



Factor 2

B8/110

Factor 3

B/100

Factor 4

C/2190

Factor 5

A/LQ

Pactor 6

A/15

Factor 7

1a/20
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Adjustment to demands znd pressures of work

Driving a moter vehicle, ensuring the vehicle Is in gogé rumming
order end transporting persecns Cr goods are standarcized tzsks

which recuire some edaptaticn cof procedures when the purpcse of the
trip is changed or in the event cf tight tize schedules and/er as
traffic anc weather conditicns change. workrace ig controlled by
the nature of the gservice, as the iIncusbent Is expected to achere
to tize schedules, to choose the most apprepriate route in light of

traffic ccnditions and to obey speed limitaticns. The incumbent's
role is clearly defined and accepted by the users.

Direction and support received

General instructions are provided by the supervisor for routize
tasks such as for regular delivery and ccllection rounds to other
locations. Specific instructions are provided by the supervisor
for non-recurring tasks such as the provision of chauffeur service
to delegates or visitors. Any technical or procedural problezs
that occur would be referred to the superviscr who also centrols
the work for complience with imstructicns.

Izmproving quality and preventing error, damage and injury

Prevention of loss, camage or injury and mairtenance of quality
standerds are ensured through the sample epplication of accepted
quality centrol and supervisory procedures, especially the control
of time sgschedules and feedbeck frecm users on the timeliness and
courtesy of chauffeur services. The gquality level of the service
is easily measured and service deficiencies would cause user
dissatisfaction with the sgervice level. Most errors would have no
negative effect omn the short-term usebility or safety of the work
product.

Coordination, control - or supervision "~ of job activities -and
performance of other staff

The incumbent is not nermally required tc supervise or control the

work of other staff.

Control of resources

Work requires the incumbent to exercise limited cost control in
terme of resources and the incumbent's own time by selecting the
most direct route and by ensuring that garage repairs have been
carried out. '

Difficulty, sensitivity and importance of work relatiouns

Inside the Organizatioen -

Contacts inside the Organization are generally at the same duty
staticn to exchange information with the supervisor, colleagues and

users to ensure understanding regarding destination, timing and
delivery requirements. '



le/25

Factor 8

A/15

Pactor 9

B/60

Factor 10

A/30

Factor 11

5750

Factor 12

2¢/155

Factor 13

B/60

9495d—v.3

Qutsicde the Orgeanizaticn

Contacts outside the Organizaticn are generally with loecsal
suppliers or services to exchange Toutine inforzaticn concerning
the availebllity and timing of services, such as moter vehicle
repair.

Provisicn of training and briefing to other staff

The dincumbent typically has no responsibllity for instructing or
training other staff.

Bducation &nd experience required to meet occupational desmands

Work requires the completion of obligetory formal schooling and the
ability to drive motor vehicles as demonstrated by the possession
of a licence to drive automobiles, mini-buses, and/or trucks and
one to two years' practical experience in the occupatiomn.
Maintaining gpecialired job skills and certification

Work requires keeping up to date on specific new or revised work
procedures and directives which are commmicated verbally or in
writing by the supervisocr.

Use of language skills

Work requires basic orel interaction and reading skills in English
and French in order to comprehend written or oral imstructioms.
given by the supervisor, users, customs agents, etc. A basic
writing skill in French is required in crder to maintain the motor
vehicle records.

Physical effort

Work requires drivicg ac automobile, .truck or mini-bus and lifting
moderately heavy items when loading and unloadirzg baggage or other
cbjects.

Tolerance of envirommental conditions

Work requires tolerance of moderate risks and discomfort when
driving motor vehicles under all types of weather conditions.

Use and maintenance of manual and automated information systems
Incumbent'updates trip and mileage logs, records of gasoline and

il conmsumption, and vehicle servicing records. Typical reference
materials include street maps, vehicle service manuals, etc.

Total points score: 990 (G.3)



PRINTING EQUIPMENT OPERATOR (3.I1)
G.4

Under the supervision of a senior support staff member, operate an offset
printing press in a reproduction wnit or an integrated printing shop in order
to produce a wide variety of end products. Typical duties include the
following:

10% -~ Prepare and adjust the machine, including replenishing the ink and
paper supply and preparing the plates in accordance with the work to
be done.

60% ~ Operate -the offset press, including performing the necessary test

runs, monitoring the ink and water supply and making the necessary
adjustments for format, paper weight, positioning of text.

10% ~ Undertake simple colour printing, including mixing the ink and
cleaning the rollers thoroughly before printing.

10% -~ Clean the press, including washing the rollers, dismantling parts of
the press, thoroughly cleaning the printing plate and the ink
container, emptying the water tanks, cleaning the offset blanket,
greasing certain components.

5% - Maintzin a log of the work done and the condition of the equipment.

5% - May be required to make or retouch offset plates and films, and
mount originals.

Factor 1 Nature of overall contribution

C/150 The production of & wide variety of printed material involves
transformative processes and provides an administrative effect
contributing to the discussion of issues and programme delivery.

Factor 2 Adjustment to demands and pressures of work

C/165 The preparation, operation and adjustment of printing machinery and
the mixing of ink are changing but standardized technical tasks
which require efficient adaptation to meet specific user needs,
especially during peak periods such as major meetings of the
Organization. Excess workload is controlled by the supervisor who
distributes the work and determines the priorities. Role and
service expectations are understood and accepted by users.

Factor 3 Direction and support received

€/150 The supervisor gives general instructions, determines priorities
and deadlines and typically provides assistance only in solving
wnusual or difficult problems. The incumbent is expected to adhere
to time schedules and choose the most expeditious operating
procedures to meet production requirements for specific printing
assignments. .

9495d-v.3
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Improving quality and preventing error, damage and injury

The proper operaticn and maintenance of equipment is ensured by the
incumbent but is &also monitored by supervisory spot checks to
ensure the desired quality of output and reduce the possibility of
damage to the equipment and unnecessary waste of supplies.
Deficiencies in service cause loss of time of the work unit for
correction, delays in delivery of product, substantial waste of
materials and user dissatisfaction. :

Coordination, control or supervision of job activities and
performance of other staff

The incumbent is not normally required. to supervise or control the
work of other staff.

Control of resources

Efficient application of the incumbent's time and skill has an
indirect impact on financial expenditures for printing and paper
supplies.

Difficulty, sensitivity and importance of work relatiouns

Inside the Organization

Contacts inside the Organization are with the supervisor,
colleagues and users at the same duty station to exchange routine
information related to printing assignments and equipment operation.
Outside the Organization

The exchange of routine information with contacts outside the
Organization is rarely required and not characteristic of normal
working relations.

Provision of training and briefing to other staff .

The incumbent typically has no responsibility for . instructing or
training other staff.

Education and experience required to meet occupaticnal demands

Work requires the completion of obligatory formal schooling and an
apprenticeship of four years in the operation and maintenance of
offset printing equipment, plus three to four years' experience in
the occupation. ’
Maintaining specislized job skills and certificatiom

Work requires keeping up to date on new or revised procedures and
changes in equipment operation or maintenance requirements which

are communicated .verbally or in writing by the supervisor or
manufacturer.
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Use cf language skills

Work requires functiomal oral interaction and reading skills in
French in order to understand and discuss work instructions angd
equipment manuals, 25 well as a basic writing skill in French to
maintain production and maintenance logs.

Physical effort

Work requires some physical exertion to stand for long periods
while operating the press, frequently bending and crouching to
adjust settings, to 1lift moderately heavy printing materials and
press parts and to move heavy and bulky items.

Tolerance of environmental conditions

Work entails exposure to distracting noise levels, tolerance of
some discomfort and attention to risks from chemical products and
moving press parts.

Use and maintenance of manual and automated information systems
Work requires reference to operating manusls and the updating of

routine production and maintenance logs.

Totel points score: 1180 (G.&4)
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BENCEMARK NO, &

ELECTRICIAN (3.B.11)
G.5

Under the supervision of a senior support staff member having
responsibility for the planning, installation and servicing of the
Organization's electrical systems and/or equipment, install, and ensure the
proper functioning and maintenance of, electrical equipment, transmission
lines and electrical circuits. May specialize in a specified type of
stationary or non-stationary equipment (amplification, recording, projection,
radio, video, telephone, facsimile, EDP, medical, climate control, etc.).
Typical duties include some or all of the following:i

-~ Assemble, install, test, adjust, repair, modify and dismantle electronic
equipment or components, utilizing hand or power tools and testing
instruments and following engineering instructions and technical manuals.

- Install and test cables, electrical transmission lines, relay circuitry
components and fixtures to facilitate the utilization of
electrically-operated equipment.

- Inspect electrical systems and/or equipment; perform tests and
maintenance; identify problems, possible solutions, the need for
structural changes, etc., and inform the supervisor.

- Maintain a reasonable inventory of frequently required replacement parts,
circuitry components, cables, wires, etc.; in urgent cases, contact -or
vigit local suppliers to replenish the inventory or obtain special
components; may make payment for same.

— Assist and monitor the progress of outside contractors, if required.

Factor 1 Nature of overall con;ribution

D/200 End products &re primarily the result of analytic processes in that
they dinvolve the assembly, installation, testing, adjustment,
repair and modification of equipment, components and power sources
in the 1light of the wvarying needs of users and existing
technological possibilities. The work entails diagnosing disorders,
proposing technical modifications, equipment replacement or related
structural changes. The end products permit the discussion of
issues before the Organization or the delivery of its programmes

through the optimum maintenance and utilization of
electrically-operated equipment systems, cables or transmission
lines. ‘

Factor 2 Adjustment to demands and pressures of work

C/165 Diagnosing requirements as regards the installation, maintenance
and repair of electrical equipment involves changing technical
tasks which require efficient adaptation in the light of changing
user needs, especially when the services are critical to the
immediate needs of the Organization. Excess workload during peak

1 Given the varying degrees of specialization, percentages of time are
not allocated.

9495d-v.3
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periods is controlled by the supervisor who may delegate other
staff to assist the incumbent. Role and service expectations are
understood and accepted by users &as they are defined by
organizational practices and ongoing decision making by the
supervisor in consultation with key users. :

Direction and support received

General instructions are provided in the form of work priorities
and initial directives given by the supervisor, as well as
equipment manuals and established practices. While the incumbent
exercises a large degree of autonomy in the execution of ‘his
functions, the supervisor provides assistance with more difficult
problems such as those relating to decisions for technical
modification of the equipment. Users assess the work results for
technical soundness and appropriateness.

Improving quslity and preventing error, damage and injury

The incumbent is required to verify the proper maintenance, repair

"and operation of all electrically-operated equipment and related

components. Users perform the major verification of the usability
and quality of the services and electrical equipment. An equipment
malfunction could delay erucial communications, disrupt proceedings
of important meetings, cause embarrassment to the Organization and
thus bring discredit to the work unit.

Coordination, comntrol .or supervision of job activities and
performance of other staff .

The incumbent is not normally required to supervise or control the
work of other staff.

Control of resources

Work requires initiative to achieve the efficient application of
the incumbent's time, effort, skills and supplies by ensuring the
proper installation and maintenance of egquipment, thus guarding
against malfunction, as well as by diagnosing modifications te the
equipment required in order to ensure its optimum utilizatien.
Increased incumbent productivity and efficiency would have some.
indirect impact on financial expenditures by helping to reduce the
number of repairs requiring outside intervention and through the
implementation  .of cost-effective proposals = for technical
modifications.

Difficulty, sengitivity and importance of work relatioms

Inside the Organization

Contacts inside the Organization require the exchange of
information between the jincumbent, the supervisor, colleagues and

users to ensure mutual understanding of equipment needs, timing,
new assignments, etc.
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Qutside the Organizastion
Contacts outside the Organization are generally with suppliers or
manufacturers to exchange routine information concerning equipment
needs, malfunctiong, timing, etc.
Provigion of training and briefing to other staff
The dincumbent typically has mno responsibility for providing
instruction or training to other staff.
Education and experience required to meet occupational demands
Work requires the completion of obligatory formal schooling plus an
apprenticeship of four years as an electrician and at least five to
six years' experience in the occupation.
Maintaining specialized job skills and certificatiom

Work requires the continuing study of a wide variety of

electrically-operated equipment, evolving applications,
installation methods and procedures, transmission lines, electrical
circuitry, engineering instructions, technical manuals and

government regulations. The incumbent 3is normally required to
maintain valid  occupational certification  through  personal
adherence to requirements of the host government.

Use of language skills

Work requires functional reading and oral interaction skills in
French and basic reading and oral interaction skills in English in
order to comprehend technical documentation and werk instructioms
and to discuss requirements with users. The maintenance of an
inventory requires a basic writing skill in French.

Physical effort

Work frequently reguires strenuous physical exertion to 1lift and
move heavy equipment, coiled cables, etc., and may require the
incumbent to climb tall ladders, bend, stoop or crawl, and to work
in confined areas.

Tolerance of environmental conditioms
Work requires tolerance of moderate risks and discomfort as it is

performed around high-voltage current, and may require the use of
protective equipment. :
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Factor 13 Use and maintenance of manual and automated information systems

B/60 Work requires the use of blueprints, informal reference lists and

records of equipment and spare parts. The incumbeat retrieves and
files information for job-related purposes.

Total points score: 1525 (G.5)

9495d-v.3
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BENCHMARK NO, 5

REGISTRY CLERK (2.A.23.b)
G.4

Under the supervision of a senior support staff member, implement and
support the registration end retrieval of incoming and outgoing correspondence
in the Organization's central registry. Typical duties include the following:

70% -
10% -
10% -
10% -
Factor 1
D/200

Factor 2
C/165

Factor 3
/150

9495d-v.3

Receive incoming and outgoing correspondence. Scan, in English,
French and a third language, incoming correspondence; sort and code
for references and/or prepare a brief summary of contents in one
language; forward to the appropriate services. Check outgoing
correspondence (addresses, inclusion of annexes, etc.), take
remedial action for inadequately addressed correspondence, ensuring
that relevant procedures have been followed.

Respond to enquiries from staff members of other services and, upon
request, undertake searches for correspondence and forward files to
requesting services; keep record of, and monitor files in
circulation.

Establish, maintain and organize registry files in accordance with
instructions received.

Operate a computer terminal to wupdate data and research
correspondence; operate document-—imaging equipment, if required.

Nature of overall contribution

End products include the summarizing and coding of incoming
correspondence; they involve descriptive and analytic processes
having complex administrative effects, permitting subsequent use by
the appropriate services on a timely and reliable basis.

Adjustment to demands and pressures of work

Work is varied and includes sorting, coding and/or summarizing
incoming correspondence, dealing with enquiries, checking outgoing
correspondence, establishing and maintaining files. These are
standardized, administrative tasks requiring adaptation of the work
pace during occasional periods of high volume. The job role and
service expectations are normally understood and accepted by users.

Direction and support received

General instructions are provided in the form of the Organization's
approved filing and coding systems and of the work unit's specific
operating procedures and practices. Assistance is received from
the supervisor in dealing with more complex items. Work is
controlled by the supervisor and users for accuracy, technical
soundness and appropriateness.
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Improving quality and preventing error, damage and injury

Maintenance of quality standards is ensured by independent spot
checks by the supervisor. Errors in directing incoming mail cause
loss of time for correction and wuser dissatisfaction with the
service level.

Coordination, control or supervision of job activities and
performance of other staff

The incumbent is not normally required to supervise or control the
work of other staff.

Control of resources

Work requires limited cost control in terms of the incumbent's own
time, normal attention to operating procedures and efficient
utilization of equipment.

Difficulty, sensitivity and importance of work relatioms

Ingide the Organization

Work requires the incumbent to establish mutual understanding with
each user of the nature of the request and the follow-up action to
be taken by the unit. It also requires the incumbent to exchange
information with staff of the work umit to sort, codify and
redirect incoming correspondence.

Outside the Organization

Work does not normally require contacts outside the Organization.

Provision of training and briefing to other staff

The incumbent has little responsibility for instructing or training
other staff.

Education and experience required to meet occupational demands

Work requires the completion of secondary school or its equivalent
technical or commercial schocl and & minimum of two years'
experience in registry operations.

Maintaining specialized job skills and certification

Work requires the incumbent to keep abreast of changes in the
structure of the Organization as well as in the filing systems.
The incumbent is required to learn and implement new job techniques
on the basis of self study and on-the-job coaching by the
supervisor and colleagues. :
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Use of langusage

Work requires functional reading skills in English, French and a
third 1language in order to understand incoming and outgoing
correspondence, functicnal oral interaction skills in French and
English in order to respond to enquiries from staff members, and a
functional writing skill in English or French in order to draft
brief summaries.

Physical effort

Work is sedentary and requires 1limited ©physical effort. It
requires the operation of & VDU on an intermittent basis
corresponding to less than 40 per cent of the normal working day.
Tolerance of environmental conditions

Work is performed in a typical office .environment with few risks
and little discomfort.

Use and maintenance of manual and automated information systems

Work requires the coperation of a VDU to update data and to research

correspondence. The incumbent may also operate document-imaging
equipment.

Total points score: 1275 (G.4)
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BENCEMARK NO, §

CLERK TYPIST (2.A.12.a)
G.3

Under the supervision of a senior support staff member, provide support

for the

comnunication and documentation activities of a work unit of a

subdivision. Typical duties include the following:

5% -
-60% -
15% -
10% -
10% -
Factor 1
C/150
Factor 2
B/110
Factor 3
B/100
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Receive and record incoming mail and correspondence,

Take and transcribe dictation and/or transcribe from recordings in
one language. Ensure the accuracy of syntax, punctuation, grammar,
etc., and the proper placement or arrangement of typed material to
conform with format requirements. Copy-type, in two languages,
correspondence, reports and tables from manuscripts, as required,
using traditional or word-processing equipment. :

File and retrieve correspondence and documents from established
filing systems. Assemble files for meeting purposes according to
specific instructions.

Type and asgsist in the preparation end distribution of documents for
meetings. Collect travel documents (visa, laissez-passer, etc.)
from the appropriate services.

Receive telephone and personal enquiries and refer to the
appropriate staff for reply. Mazke appointments for Professional
staff of the work unit.

Nature of overall comtribution

The principal end  product is the production of typed
correspondence, official reports, documents, etc. from handwritten
drafts or from dictation. This end product involves transformative
processes eand provides administrative effects by which the work
unit makes its contributions both to the discussion of issues.and
programme delivery.

Adjustment to demands and pressures of work

Standardized tasks dinvolve taking dictation, transcribing text,
performing routine clerical tasks and operating text-processing
equipment, with emphasis on the latter controlling the work pace
most of the time. Some adaptation of procedures is required during
conferences and meetings. The job role is clearly defined and
accepted by the users.

Direction and support received

The supervisor gives assignments and determines priorities and
deadlines. Control is also exercised over the incumbent by the
official giving dictation who provides guidelines in the form of
written instructions regarding &tyle and form. General
instructions are given for new or unusual assignments by the
supervisor- or a senior lead worker. End products are reviewed by
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the superviscr for accuracy of typing in complience with format or
other instructions.

Improving quality and preventing error, damage and injury
Maintenance of quality standards is ensured through the
comprehensive review of end products by the supervisor or a senior
lead worker. Inaccurately typed documents are returned to the

incumbent for correction. While not affecting 1longer-temrm
usability, this would result in 2 loss of time. '

Coordination, control or supervision of job activities and
performance of other staff

The incumbent is not normally required to supervise or control the
work of other staff.

Control of resources

Work requires limited cost contrel in terms of the incumbent's own
work speed.

Difficulty, sensitivity and importance of work relations

Inside the Organization

Work requiree the exchange of information between the incumbent and
the supervisor, senior lead worker, official giving dictation and
users within other work units to respond to routine enquiries or to
engure an understanding of the task requirements and timing.

Qutside the Organization

Contacts outside the Organization are rare.

Provision of training and briefing to other staff

The incumbent has little or no responsibility for imstructing or
training other staff.

Education and experience required to meet occupational demands

Work requires the completion of commercial school (secondary school
equivalent) and two years' experience as & shorthand-typist or
audio-typist.

Maintaining specialized job skills and certificatiom

Work requires keeping up to date on specific new or revised work

procedures of the work unit which are communicated verbally or in
writing by the supervisor.
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Use of language skills

Work reguires functional reading, writing and oral interaction
skills in one official language in order to take and transcribe
dictation, ensure the accuracy of syntax and punctuation, receive
and record incoming mail and answer telephone enquiries. Basic
reading and oral dinteraction skills in another language are
required in order to record incoming mail and take messages.

Physical effort

Work entails some physical exertion for extended periods of VDU use
since the VDU is operated for more than 50 per cent of the normal
working day. VDU operation over long periods of time is required
to produce lengthy documents within restricted time frames.

Tolerance of environmental conditioms

Work is performed in a typical office environment with few risks
and little discomfort.

Use and maintenance of manual and automated information systems

The dincumbent uses a word processor tec produce correspondence,
reports, tables, etc. Wwork includes straight copy-typing, as well
as transcribing in typewritten form from handwritten drafts,
dictation or recordings. The incumbent uses a word processor for
the most efficient production of standard formats according to
Organization and work unit standards and practices.

Totel points score: 1020 (G.3)
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BENCEMARK NO, 7

SECRETARY (2.A.12.a)
G.4

Under the supervision of the chief of the unit, implement and support the
communication and documentation activities of a work unit of a subdivision.
Typical duties include the following:

20% -
10% -
5% -
10% -
55% -
Factor 1
C/150
Factor 2
C/165
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Open, record and redirect mail and correspondence. Inform and
remind responsible staff of follow-up dates and deadlines for
response or specific actions. Take and transcribe from dictation
and/or transcribe from recordings in two langusges. Draft standard
correspondence in one language. Correct correspondence, reports,
documents prepared by other staff for format, spelling and grammar
in one language.

Create and maintain the work unit's filing and reference systems.
Clarify with Professional staff document specifications and location
for search and reference purposes. Maintain the unit's stationery
supplies.

Provide typing and general secretariat support services for meetings.

Receive, assess and refer telephone and personal enquiries in two.
languages to the appropriate staff for reply. Mazke appointments for
the chief and Professional staff of the unit, receive visitors.
Initiate travel arrangements.

Type statements, reports, studies, including statistical tables,
etc. from manuscripts using traditional or word-processing
equipment. Operate a computer terminal to read standardized data
from, or enter such data into, a common database.

Nature of overall contributiom

The coordination of communication activities and the production of
corrected typed official reports from rough handwritten drafts are
end products involving transformative processes. These final
reports constitute important means by which the work unit makes its
contribution both to the discussion of issues before the
Organization and to programme delivery.

Adjustment to demands and pressures of work

Tasks vary between documentation, enquiries and secretarial
duties. They require administrative coordination within the work
unit and the operation of word-processing equipment, with emphasis
on the latter tasks controlling the work pace most of the time,
The supervisor establishes priorities or arranges for additional
assistance during periods of excess workload, particularly during
conferences/meetings and for special submissions prepared by the
work unit. The job role is well defined and understood by the
users.
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Direction and support received

General instructions are provided in the form of correspondence

standards, adminigtrative rules, word-processing operating

procedures, approved filing systems and accepted secretarial

practices. The supervisor guides the selection of major steps for

document processing and the preparation of correspondence. Other

Professional staff in the work unit also assist in controlling the -
sppropriateness of support procedures and services provided by the

incumbent in relation to the overall operations of the work unit.

Improving quality and preventing error, damage and injury

Quality of typed correspondence and documents, as well as filing,
is spot checked by the supervisor and other Prcfessional staff.
Inaccuracies in the final version of correspondence and reports
cause user dissatisfaction with work unit service level and result
in delays and costs for correction, both inside and outside the
work unit.

‘Coordination, control or supervision of job activities and

performance of other staff

The incumbent occasionally controls the work of typists or
word-processor Operators assigned to the work unit on a temporary
basis to assist in the preparation of documents for meetings and
conferences or during periods of high work volume.

Control of resources

Work requires normal attention to operating procedures end
productivity norms leading to cost control, especially since the
incumbent is expected to maintain a limited wvariety of files and
documents. Efficiency is achieved by means of the effective use of
word-processing equipment. ' :

Difficulty, semsitivity and importance of work relatioms
Inside the Organiiation

Contacts resulting from the reception, assessment and referral of
various enquiries from outside the work unit require exchange of
information to ensure understanding. In addition, the incumbent
has to establish a mutual understanding with each user within the
work unit of the nature of the request and the follow-up action to
be taken.

Outside the Organization

Contacts with officials of other institutions are primarily for
taking or relaying messages.
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Provision of training and briefing to other staff

The incumbent has little or fo responsibility for imstructing or
training other staff.

Education and experience required to meet occupational demands

Work requires the completion of secondary school or its equivalent
technical or commercial school and three to four years' experience
in secretarial activities, of which preferably two years in the
Organization, particularly in relation to the processing of
correspondence and documents and the use and maintenance of filing
systems. .

Maintaining specialized job gkills and certificatiom

Work requires the recurring study of changes to filing systems,
word-processing procedures, and organizational structure, roles and
staffing within the subdivision in particular, and within the
division/department in general. New job techniques for supporting
managerial comnunications are discussed with the supervisor and
secretarial staff within the incumbent's own subdivision to ensure
their proper and appropriate implementation.

Use of language skills

Work requires functional reading, writing and oral interaction
skills in either English or French in order to draft standard
correspondence, ' transcribe from dictation, correct spelling and
grammar and answer enquiries. Functional oral interaction and
basic reading skills are required in the other language to route
mail and telephone enquiries.

Physical effort

Work is sedentary. The incumbent is required to make intermittent
use of a VDU or word processor.

Tolerance of environmental conditions

Work is performed in a typical office environment with few risks
and little discomfort.

Use and maintenance of manusl and automated information systems

The incumbent types on a word processor to produce correspondence,
reports and tables. Work includes straight copy-typing, as well as
the conversion of handwritten drafts or transcription din
typewritten form from shorthand or recordings. The incumbent uses
word- processing functions for the efficient production of standard
formats according to Organization and work unit standards and
practices.

Total points score: 1230 (G.4)
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BENCEMARK NO, 8

SECRETARY (2.A.12.a)
G.5

Under the direct supervision of the chief, implement the communication,
documentztion and internal managerial coordination activities of a subdivision
which manages a component of a major programme and which is normally organized
into several interdependent units. Typical duties include the following: '

15% -

152 -

10% -

40% -

Factor 1

D/200
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Scan, record, assign and monitor the distribution of @mail,
correspondence and documents. Propose and obtain deadlines and
follow-up dates, review and communicate reasons for delays in
responding to deadlines, describe and explain the status of work in
progress involving the preparation of correspondence and reports.

Take and transcribe from dictation and/or transcribe from recordings
in two languages. Draft administrative correspondence in two
languages. Correct correspondence, reports, documents prepared by
other staff for format, spelling and grammar. Provide informal
translation of correspondence prepared by other staff into one
language.

Create and maintain the subdivision's filing and reference systems.
Create background files on assigned subjects in consultation with
Professional staff, determine the nature of the supervisor's needs
and compile appropriate reference material.

Provide administrative support for experts' meetings, as well as
conferences held in or outside Geneva., Attend meetings and take
notes and draft minutes as required. Maintain the travel plan of
the subdivision, make travel arrangements, monitor travel undertaken
and prepare related reports. Provide orientation and guidance on
procedures to other General Service staff. Monitor staff movements,
leave and entitlements. Establish work priorities and ensure
eguitable workloads for other General Service staff members.

Screen requests for appointments with supervisor according to.the
nature of the requests and their wurgency, wmake tentative
commitments, confirm mutually convenient schedules and rearrange
schedules disrupted by unexpected events. Identify alternmative
means for referring and handling outside engquiries by the
incumbent's or other work units.

Type statements, reports, studies including statistical tables, etc.
from manuscripts using traditional and word-processing equipment.
Operate a computer terminal to search central databases in order to
trace status and progress of cases of particular interest to the
supervisor and to request updated standard management reports and
statistics.

Nature of overall contribution

The various end products/services which contribute to the internal
managerial coordination activities and the scheduling of outside
contacts for the chief of the subdivision involve analytic
processes. These end products/services enable management to direct
the full resources of the subdivision towards the administrative
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and communication processes reguired for the timely discussion of
issues before the Organization. .

Adjustment to demands and pressures of work

Procedures are adapted to suit the requirements of individual
situations and immediate managerial needs. Workloads fluctuate on
an unpredictable basis as a result of unanticipated events
affecting the programme which have an impact on the .supervisor's
priorities. The incumbent manages own workload and priorities
within those of the supervisor while controlling quality and
dccuracy of work products/services. Adherence to deadlines is
often required because of regular meetings, conferences and.
administrative procedures. The role in coordinating and supporting
internal management coordination activities and screening
availability of the supervisor on his/her behalf is not generally
well understood or accepted by users.

Direction and support received

General instructions are provided in the form of correspondence
standards, administrative rules, word-processing operating
procedures, approved filing systems and accepted secretarial
practices of the Organization. The supervisor guides the selection
of major steps for document ©processing and correspondence
preparation. Other Professional staff in the subdivision also
assist in controlling the appropriateness of support procedures and
services provided by the incumbent in relation to overall
operations, and in responding to enquiries or requests for meetings.

Improving quality end preventing error, damage and injury

Quality of correspondence, documents and the maintenance of filing
systems is checked by the supervisor and other users in the
subdivision. 1Inaccurately recorded and filed documents cause loss
of time for retrieval. Errors in follow-up on enquiries result in
user dissatisfaction with  the service level. Undetected
typographical errors in final "documents and sensitive
correspondence cause user dissatisfaction both inside and outside
the subdivision. '

Coordination, control or supervision of job activities and
performance of other staff '

The incumbent acts as the senior lead worker for General Service
staff performing clerical and secretarial duties in the office of
the chief of the subdivision. The incumbent verifies the quality
of their work and establishes priorities.

Control of resources

Work requires initiative in identifying and improving office work
procedures for filing and usage of a large variety of files and
documentation, as well as for the preparation of documentation and
correspondence throughout the subdivision, in collaboration with
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other  support staff. Increased  incumbent efficiency &and
productivity have some indirect impact and control on the need for
adéitional temporary staff and on those material and staff costs
which would otherwise result from the excessive duplication of
files or unnecessary re-entry and retyping of correspondence and
documents.

Difficulty, sensitivity and importance of work relatioms
Inside the Organization

Scheduling meetings, obtaining background information and arranging
travel of the supervisor and others requires enlisting the support
and cooperation of users in cther units to ensure the provision of
these services.

Cutside the Organization

Scheduling meetings with a broad range of officials outside the
Organization requires the exchange of information to ensure mutual
understanding.

Provision of training and briefing to other staff

The incumbent trains other General Service staff on desk procedures
for document and correspondence preparation and filing. While
staff possess generic secretarial skills, these have to be adapted
to & wide variety of day-to-day routines with the incumbent's
guidance and on-the-job training. Temperary staff are assigned on
a recurring basis to assist with document - preparation for
conferences and meetings.

Education and experience required to meet occupational demands

Work requires the completion of secondary school or its equivalent
technical or commercial school and five to seven years' secretarial
experience, of which four should ©preferably be with the
Organization to acquire a practical knowledge of dinternal
documentation and  correspondence  procedures, as well as
administrative and secretarial procedures of the Organization.

Maintaining specialized job skills and certification

Work requires recurring study of changes to organizational
structure and roles, administrative procedures used in supporting
experts’' meetingse and monitoring staff entitlements. New job
techniques are discussed with the supervisor, staff within own
subdivision or colleagues in support services to ensure their
proper and appropriate implementation in the incumbent's own work
environment.
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Use of language skills

Work requires functional reading, writing and oral interaction
gkills in both English and French in order to draft correspondence,
organize reference material and implement commumication activities.
Physical effort

Work is sedentary with some walking and carrying of files and
documents. Use of VDU is for less than 40 per cent of normal
working day over intermittent periods.

Tolerance of environmental conditions

Work is performed in a typical office environment with few risks
and little discomfort. -

Use and maintenance of manual and automated information systems

Work requires the operation of a word processing unit to produce
and pre-edit documents and correspondence. The incumbent operates

a VDU to track progress of projects and to retrieve information of
interest to the supervisor. ’

Total points score: 1545 (G.5)
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BENCEMARE NO. 9

SECRETARY (2.A.12.a)
G.6

Implement and support the communication, documentation, internal
managerial coordination and external relations activities for the head of =a
department/division responsible for the overall management of a 'major
programne of the Organization. The department/division is typically composed
of several subdivisions, each of which is normally organized into a number of
interdependent units. Typical duties include the following:

15% -
20% -
20% -
10% -
5% -
20% -
10% -

9495d-v.3

Analyse, assign, - monitor, receive and distribute mail,
correspondence and documents, identify <complex or sensitive
correspondence for special treatment. Propose and monitor deadlines
assigned to a series of coordinated or sequenced inputs required to
prepare the final product within approved overall deadlines.
Establish work priorities, ensure equitable workloads for other
General Service staff members, establish deadlines and review the
completed work.

Take and transcribe dictation and/or transcribe from recordings in
two languages. Draft general and administrative correspondence in
two languages. Correct correspondence, reports and documents
prepared by other staff for format, spelling and grammar. Provide
informal translation of correspondence prepared by other staff into
one language. Compile and carry out the pre-editing of official
documents according to approved format and editorial practices.

Screen and schedule requests for access to the supervisor.
Coordinate and expedite office-wide response to sengitive telephone
and written enguiries received by own work umit (on behalf of the
supervisor). Inform other staff of the background and expectation
regarding the current work in progress directly related to their
work area. Monitor the progress of work and administrative cases of
priority and concern to the supervisor. Study administrative and
personnel problems of staff members and provide information to the
supervisor and staff specialists responsible for taking appropriate
action. Identify the need for new or adjusted administrative
procedures to ensure adeguate control of communications,
correspondence and secretariat support for conferences and meetings.

Evaluate and improve the operation of filing systems to ensure
effective staff access to information. Prepare, summarize and
annotate speciel briefing files and meeting planning files.

Coordinate and 1lead secretariat support services for high-level
conferences and meetings held in or outside Geneva, coordinate and
monitor the progress of document reproduction for meetings and
liaise with delegates to coordinate particular services for
administrative support and document preparation and distribution.

Type correspondence on traditional or word-processing equipment.
Operate a computer terminal to obtain up-~to~date management
information of particular interest to the supervisor.

Participate in the preparation and control of the
department/division's budget by maintaining accounts of the status

of expenses for travel, contractual payments, future planned
comnitments, etc.
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Nature of overall contribution

The coordination and control of sensitive, critical and
inter-related internal and external commumication activities have
complex administrative effects requiring on-the-spot interpretation
and evaluation in the light of changing circumstances to permit the
timely and accurate finalization of programme decisions supported
and advocated by the supervisor.

Adjustment to demands and pressures of work

Procedures are adapted to suit the requirements of dindividual
situations and immediate managerial needs. Workloads fluctuate on
an unpredictable basis as a result of unanticipated events
affecting the programme which have an impact on the supervisor's
priorities. The incumbent manages own workload and priorities
within those of the supervisor, while controlling quality and
accuracy of work products/services. Adherence to deadlines is
often required because of regular meetings, conferences and
administrative procedures. The incumbent's role in coordinating
and supporting internal management activities and in screening the
availability of the supervisor is not generally well understood or
accepted by users.

Direction and support received

General instructions are provided in the form of correspondence
standards, administrative rules, word-processing operating
procedures, approved filing systems and accepted secretarial
practices of the Organization. The supervisor guides the selection
of major steps for document processing and correspondence
preparation. Other Professional staff in the department/division
also assist in controlling the appropriateness of support
procedures and services provided by the incumbent in relatiom to
the overall operations, and in responding to enguiries or requests
for meetings.

Improving quality and preventing error, damage and injury

The incumbent is expected to conduct own check on.the majority of
end products/services (e.g. document processing, communication
coordination, briefing files). Errors in responding to sensitive
or urgent enquiries can damage the user's relationship with the
department/division.

Coordination, control or supervision of job activities and
performance of other staff

The incumbent acts as the senior lead worker for the General
Service staff providing receptionist, typing end filing services
for the office of the department/division‘s head. The incumbent
plans the work schedules, assigns the work and controls the quality
of typewritten work issued under the supervisor's signature.
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Control of resources

Work requires the evaluation and contrel of a multi-user,
multi-unit filirg system and the coordination of the appropriate
use of word processing to create integrated reports from separate
sources. Efficient coordination of internal and external support
services results in dincreased staff productivity and significant
control over staffing levels within the department/division.

Difficulty, sensitivity and importance of work relatioms
Inside the Organization

Inter-personal initiative is required to coordinate cooperative
Organization-wide responses to sensitive telephone and written
enquiries and to verify agreement to, and understanding of,
executive expectations, including deadlines or work in progress.
Screening and scheduling access to the supervisor and resolving
scheduling conflicts require frequent contacts with colleagues and
senior managers both inside and outside the Organization and in
major field duty stations.

Qutside the Organization

Scheduling meetings with a broed range of officials outside the
Organization requires the exchange of information to ensure mutual
understanding.

Provision of training and briefing to other staff

The dincumbent provides guidance and instruction to Professional
staff of the department/division on new or sgpecial editorial and
document processing standards and administrative procedures. The
incumbent instructs General Service and Professional staff on
normal practices for coordinating document production and responses
to enquiries when several units are inveolved. The incumbent briefs
new General Service and Professional staff on the internal
coordination, documentation and communication structures, including
key managerial practices and standards.

Education and experience required to meet occupational demands

Work requires the completion of secondary school or technical or
comnercial school equivalent and & minimum of eight years of
secretarial or related experience, of which preferably five years
with the Organization. This experience is required to develop &
practical knowledge of administrative' and secretarial procedures
particular to the Organization, as well &s an appreciation of
managerial processes and priorities. )

Maintaining specialized job skills and certification
Work requires recurring study of organizational structure, roles

and staffing to keep abreast of managerial processes within the
Organization. New job techniques for 5qpporting managerial
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compunications and the facilitation of selected administrative
services are discussed with the supervisor and other secretarial or
Professional staff to ensure their proper implementation 3in the
incumbent's own work environment,

Use of language skills

Work requires functional reading, writing and oral interaction
skills in both English and French, in order to draft and correct
correspondence and to implement communication activities. In
addition, the work requires advanced writing skill in either
English or French in order to translate informally and pre-edit.

Physical effort

Work is sedentary. Time required for operation of a word processor
or VDU constitutes a maximum of 20 per cent of the normal werking
day.

Tolerance of environmental conditions

Work is performed in a typical office environment with few risks
and little discomfort.

Use and masintenance of manual and automated information systems

The incumbent operates a word processor to create, edit and produce
texts, tables, correspondence and reports. The incumbent operates

a VDU to search central databases in order to obtain management
information for the supervisor.

Total points score: 1735 (G.6)
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BENCHMARK NO, 10

DOCUMENTALIST (2.C.03)
G.5

a department/division or technical service, under the general

supervisicn of its chief, the incumbent is responsible for the organization
and flow of documentation. Typical duties include the following:

302 -
30% -
302 -
10% -
Factor 1
D/200

Factor 2
D/220

Factor 3

C/150
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Receive, scan, index and file publications, periodicals, reports,
journals, etc.; identify documents of interest to officials in the
department/division or service and draw these to their attention;
maintain lists of documents circulated or loaned and ensure their
return and storage. ’ :

Respond to enquiries and provide documentation upon the request of
officials or visitors to the department/division or service; search
automated databases or other reference sources to identify
bibliographic references and to produce reference lists for users;
procure books or other documents upon request from sources inside as
well as outside the Organization.

Prepare draft abstracts of articles in one language wutilizing
descriptors covering subjects directly related to the work of the
department/division or service for possible inclusion in central
databases.

Type lists, index cards, letters, etc. as well as draft routine
replies in two languages to requests for documentation or other
information.

Nature of overall contribution

The preparation of document abstracts involves analytic processes,
end these end products have complex administrative effects in the
light of diverse immediate, as well as long-term, information
requirements of multiple users. Thegse permit the discussion of
issues before the Organization by ensuring timely and reliable
access to materials required for the preparation of studies,
reports, didactic material, etc.

Adjustment to demands and pressures of work

Efficient adaptation is required to perform a variety of
documentation tasks in the light of wunique, changing wuser
requirements. Workloads fluctuate due to unpredictable needs for
documentation; the incumbent controls the increased workload while
ensuring the quality eand accuracy of end products. Adherence to
deadlines is often required because of documentation reguirements
for meetings and seminars, as well as unanticipated events
affecting the work programme.

Direction and support received

General instructions are provided in the form of eabstracting
criteria, cataloguing rules, database user manuals and accepted
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documentation practices of the Organization. Guidance is received
from users in determining documentation requirements.
Bibliographic 1lists, abstracts, etc., &are checked by users for
appropriateness.

Improving quality and preventing error, damage and injury

The supervisor and other users check the quality and timeliness of
services through sample application of accepted quality control
procedures and in the light of expectations. If users are required
to seek alternative information sources to compensate for
deficiencies in documentation, loss of time and user
dissatisfaction with the service level will ensue.

Coordination, control or supervision of Jjob activities and
performance of other staff

The incumbent occasionally controls the work of others assigned to
assist on a temporary or part-time basis in the filing of documents
or with typing.

Control of resources

Work requires initiative in identifying the immediate information
and documentation requirements of the user, in foreseeing
longer-term documentation requirements of the service, and in
ensuring the optimum utilization of multiple information sources.
Increased incumbent efficiency and productivity have some indirect
impact on the expenditure which would otherwise result from users
having to seek alternative information sources.

Difficulty, sensitivity and importance of work relatioms
Inside the Organization

Providing documentation and information in & timely menner in
response to users' requests requires that the incumbent enlist the
cooperation and support of users and have recourse to reference
sources in other units. Ccnflicting requests often require the
incumbent to justify requests for cooperation. )

Outside the Organization
Recurring contacts with persons outside Geneva, such as with other

libraries, require the mutual exchange of information in order to
provide or obtain documentation.

Provision of training and briefing to other staff
The incumbent has little responsibility for imstructing or training

other staff. Bowever, the work may include occasional
demonstrations on operation of the automated databases.
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Education and experience required to meet occupational demands

Work requires the completion of secondary school or its equivalent
technical or commercial school and either five to six years'
experience in the occupaticnal area, of which preferably three to
four years with the Organization, or advanced training as =a
documentalist plus at least two Years' experience in the occupation.

Maintaining specialized job skills and certificatiom

Work requires recurring study of search techniques used in
interrogating new databases. New job techniques are discussed with
colleagues in the central library or in other units to ensure their
proper and appropriate implementation 3in the incumbent's own
environment, )

Use of language skills

Work requires functional reading, writing and speaking skills in
English and French in order to scan and index publications, prepare
draft abstracts, and to respond to written and oral enguiries. A
basic reading skill in a third language is required for scanning
purposes.

Physical effort

Work is sedentary with some walking and carrying of books, files or
documents. Use of the VDU is for 1less than 151 of the normal
working day, primarily for searching databases in response to
requests for information.

Tolerance of environmental conditions

Work is performed in a typical office environment with few risks
and little discomfort.

Use and maintenance of manual and automated information systems

Work requires the use of a VDU to search central databases to
identify and list bibliographic references. The incumbent assesses

results in the light of user reguirements and the documentation
available,

Total points score: 1485 (G.5)
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BENCEMARR NO, 11
DOCUMENTALIST (2.C.03)
G.6

In & depertment/division or technical service, under the general
supervision of its chief, the incumbent is responsible for the organization
and flow of documentation, the acquisition of new documentation, the
recommendation to develop new descriptors and supervision of support staff.
Typical duties include the following:

15% - Receive, scan, index and file publications, periodicals, reports,
journals, etc.; identify documents of interest to officials, both in
end outside the work ares, and draw these to their attention;
maintain lists of documents circulated or loaned and ensure their
return and storage.

20% ~ Prepare abstracts in two languages, utilizing descriptors of a broad
range of wmateriael covering subjects directly related to the work
area for inclusion in central databases and correct abstracts
prepared by others.

20% ~ Analyse requests for documentation based on the nature of the
request, urgency, and alternative gources of information in order to
determine priorities as well as detailed information requirements of
the user; search multiple automated databases or other reference
sources to identify ©bibliographic references and to produce
reference lists for | wusers; respond to enguiries and provide
documentation upon the request of officials or visitors; and refer
user to further reference sources as appropriate.

10% - Procure books and other documents upon request from a wide range of
sources inside &s well as outside the Organization; control the
financial aspects as required. -

10% - Verify bibliographic references and correct layout of bibliographies
in documents prior to their publicatien.

10% - Participate in the analysis of longer-term  documentation
requirements and recommend the acquisition of new documents or the
inclusion of new descriptors related to the subject area.

10% - Assign, control and assess the work of other documentalists or
support staff designated to assist in the above-mentioned duties.

5% ~ Draft general and administrative correspondence in two languages.

Factor 1 Nature of overall contribution

D/200 The preparation of abstracts and proposals on terminology
development (descriptors) and new- acquisitions, and the
determination of individual user information needs concerning a
broad range of subjects, involve analytic processes. These end
products have complex administrative effects in the 1light of
diverse, immediate and long-temm requirements of multiple users.
They permit the discussion of issues before the Organization by
ensuring the timely and reliable provision of documentation to
users responsible for the preparation of studies, reports, didactic
materials, etc.
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Adjustment to demands and pressures of work

Efficient adaptation is required to vperform a variety of
documentation tasks in the light of |unique, changing user
requirements. Workloads fluctuate due to unpredictable needs for
documentation; the incumbent controls increased workload while
ensuring the quality and accuracy of end products. Adherence to
deadlines is often required because of documentation requirements
for meetings and seminars, as well as unanticipated events
affecting the work programme.

Direction and support received

General instructions are provided in the form of ebstracting and
selection criteria, cataloguing rules, database users' manuals and
accepted documentation practices of the Organization. Guidance is
received from users in determining documentation and terminological
requirements. Bibliographic references, lists, abstracts, etc. are
checked by users for appropriateness.

Improving quality and preventing error, damage and injury

The incumbent conducts quality control on the work of subordinates
and checks own work product. Users check the quality and
timeliness of the information service in the light of expectations
and the degree of availability of the product. Users may need to
seek alternative information sources to compensate for deficiencies
in documentation provision. Poorly prepared abstracts or
inappropriate advice regarding terminology would cause loss of time
and damage the user's relationship with the work unit. Inadequate
recommendations  regarding acquisitions and errors in the
procurement of books can cause minor financial loss. Errors in
bibliographic references cause embarrassment.

Coordination, control or supervision of Job activities and
performance of other staff :

The incumbent assigns, cecntrols and assesses the work of two
subordinate staff who perform typing, indexing, and other
documentation support functions. The incumbent is responsible for
evaluating the performance of each subordinate staff member and for
solving operational problems such as access to confidential
documents or effective computer system usage.

Control of resources

Discernible and significant control over financial expenditures is
achieved through the efficient application of both financial and
staff resources. Increased productivity and efficiency ensure that
documentation and information services are in 1line with the
priorities and expectations of |users. Proper analysis of
documentation and technical terminology reguirements avoid
inappropriate acquisitions and ensures gquick, future access to
relevant material. ’
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Difficulty, sensitivity and importance of work relatioms
Inside the Organization

Providing documwentation and information in a timely manner in
recponse to users' requests requires that the incumbent enlist the
cooperation and support of users and have recourse to reference
sources in other units. Conflicting demands often require the
incumbent to justify requests for cooperation.

Outside the Organization

Recurring contacts with persons outside Geneva, such as with other
libraries, require the mutual exchange of information in order to
provide or obtain documentation.

Provision of training and briefing to other staff

On-the-job training on basic administrative procedures for handling
requests for information, database searching techniques and
internal filing and indexing procedures is provided to support
staff assigned to assist the incumbent.

Education and experience required to meet occupational demands

Work requires the completion of secondary school and either
advanced training or three to four years' experience as a
documentealist. In addition, four to five years' documentation
experience in the Organization is needed in order to acquire an
accurate understanding of the full range of material and
terminology of the principal subject areas of the Organizatiom.

Maintaining specialized job skills and certification

Work regquires recurring study of search techniques used in
interrogating new databases. New job techniques are discussed with
colleagues in the central library or in other units to ensure their
proper and appropriate implementation in the incumbent's own work
environment.

Use of language skills

Work requires functional reading, writing and speaking gkills in
English and French in order to scan and index publications, prepare
draft abstracts and to respond to written and oral enquiries. A .
basic reading skill in a third language is required for scanning
purposes.

Physical effort

Work is sedentary with some walking and carrying of books, files or
documents. Use of VDU is for less than 15% of the normal working

day, primarily for searching databases in response to regquests for
information.
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Tolerance of environmental conditions

Work is performed in & typical office environment with few risks
and little discomfort.

Use and maintenance of manual and automated informatiom systems
Work requires the use of & VDU to search central databases to

identify and list bibliographic references. The incumbent assesses
results in the light of the information regquirements.

Total points score: 1750 (G.6)
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BENCIMARK NO, 12

PERSONNEL CLERK (RECRUI’D{ENT) (2.A.06.e)
G.5

Under the supervision of a senior personnel clerk or personnel officer,
in an organizational unit bhaving responsibility for recruitment, perform a

range of

tasks relating to the recruitment of headquarters or fleld staff.

Typical duties include the following:

30% -

20% -

201 -

10% -

5% -

5% -

Factor 1
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Factor 2
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Compile vacancy announcements as indicated by the personnel officer
and in consultation with the heads of service concerned. Obtain
necessary clearances and arrange for circulation of announcements,
including in the press, as required. Ensure reproduction and
distribution both within and outside the Organization.

Receive applications for employment, undertake preliminary screening
of applicants on the basis of standard «criteria and prepare
acknowledgements for signature.

Assemble files of candidatures for submission to the selection
committees. Following selection, prepare standard replies to
unsuccessful candidates and to other parties concerned.

Respond to enquiries concerning employment opportunities, conditioms-
of work, etc., and conduct preliminary interviews, if required.

Draft and type routine correspondence in two languages using
traditional and word-processing egquipment. Maintain files.

Collect data and keep up to date the menual or computerized roster
of suitable candidates.

Compile statistics (geographical distribution, classification of
occupational groups, contracts, etc.).

Nature of overall contributiom

End products include the compilation of vacancy announcements,
initial sorting of candidatures, assembling files, compilation of
statistics and related administrative tasks which involve
descriptive and sanalytic processes. These permit the direct
delivery of the Organization's programmes on & timely and reliable
basis.

Adjustment to demands and pressures of work

Efficient adaptation is required to comply with varying recruitment
procedures, requirements and deadlines. Workloads fluctuate on an
unpredictable basis and require the incumbent to adjust the work
pace accordingly whilst maintaining close attention to detail.
Adherence to deadlines is important because of the urgent nature of
recruitment needs. Work role is- not always well understood, users
often setting unrealistic deadlines or submitting inappropriate
requests,
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Direction and support received

General instructions are provided in administrative manuals, and
standards for correspondence and filing systems; guidelines are
established by the supervisor who provides guidance for more
complex tasks and checks the work produced for accuracy, technical
soundness and appropriateness.

Improving quality and preventing error, damage and injury

The quelity of correspondence, documents produced and recruitment
procedures carried out is checked by the supervisor through the
usual signatory process. Errors in the preparation of vacancy
announcements or lists of candidates result in loss of time for
correction and user dissatisfaction both within and outside the
service.

Coordination, control or supervision of Jjob activities and
performance of other staff

The incumbent has little or no responsibility for control of the
work of others.

Control of resources

Work requires initiative in organizing and improving internal
procedures such as those related to filing and determining the most
efficient means of producing vacancy announcements, correspondence
and reports. The resultant increase in productivity has an
indirect impact on the need for temporary staff or assistance from
colleagues.

Difficulty, sensitivity and importance of work relatioms

Ingide the Organization

Contacts inside the Organization are with wuser services at
headquarters to determine their requirements and deadlines to be
set.

Outside the Organization

Contacts outside the Organization are to exchange information with
candidates and with national and international institutions to
explain procedures and provide details on recruitment status.
Provision of training and briefing to other staff

The incumbent typically has no responsibility for training or

briefing staff; the incumbent may, however, explain work procedures
to temporary or newly-recruited colleagues.



Factor 9

D/120

Factor 10

B/60

Factor 11

12/120

Factor 12

la/60

Factor 13

D/120

9495d-v.3

- 60 -

Education and experience required to meet occupational demands

Work requires the completion of secondary education or eguivalent
technical or commerciazl school, a minimum of three to four years'®
clerical or secretarial experience in the Organization, and two
years in the personnel field.

Maintaining specialized job skills and certification

Work requires the recurring study of changes to the Organization's
structure and administrative procedures through self-study of new
procedural guidelines and on-the-job coaching by the supervisor or
colleagues.

Use of language skills

Work requires functional reading, writing and speaking skills in
English and French in order to compile vacancy announcements and
correspondence, discuss requirements with users and respond to
written and oral enquiries.

Physical effort

Physical effort is minimal; work requires the intermittent use of a
VDU for not more than 30% of the normal working day.

Tolerance of environmental conditioms

Work is performed in a typical office environment requiring mno
particular tolerance of risks or discomfort.

Use and maintenance of manual and automated information systems
Work requires entering data into and maintaining a roster of
candidates either using a VDU or a traditional card-filing system.

The incumbent operates a word processor to produce and edit
official vacancy announcements, correspondence and reports.

Total points score: 1430 (G.5)
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BENCHMARKE NO. 13

PERSONNEL CLERK (ENTITLEMENTS) (2.A.06.d)
G.6

an organizatiocnal unit having responsibility for personnel

administration and under the supervision of z personnel officer, the incumbent

performs

or ensures the performance of a range of tasks relating to the

personnel administration of headquarters and field staff. Typical duties
include the following: :

20% -

30% -

10% -

10% -

5% -

Factor 1

E/250

Factor 2

E/275
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Conduct induction of new staff members, informing them of conditions
of service, including salary, social security, entitlements and
providing practical information about the Organization.

Determine and calculate staff members' entitlements for general
clearance by the personnel officer. '

Input and maintain all recorde related to status and entitlements of
staff by means of computerized information systems. Propose, and
participate in, the modificaticn cof these systems.

Follow up on the status and entitlements of staff wmembers,
requesting additional information, as required, and bringing to the
notice of the personnel officer any unusual or contentious cases.

Draft related documents and correspondence in two languages oo
traditional or word-processing equipment.

Carry out comparetive research on conditions of employment and
respond to enquiries from both within and outside the Organization.

Prepare and anaslyse data eand assist in the compilation of
statistical reports.

Distribute work to clerical staff at a lower level and ensure its
proper and timely execution.

Nature of overall contribution

End products include the determination and calculation of
entitlements which have complex administrative effects regquiring
interpretation of the staff rules and regulations and the
evaluation of particular circumstances and conditions under which
entitlements may be granted. Efficient and precise administration
of staff entitlements permits the timely and accurate finalizatien
of programme activities and operations of the Organization.

Adjustment to demands and pressures of work

The work being service-oriented, frequent and efficient adaptation
is required in order to administer a variety of . personnel
entitlements and procedures. Adherence to deadlines is required
and the incumbent is expected to control frequently fluctuating
workloads while ensuring quality and accuracy of services. The
incumbent must maintain courteous relations with users who may
submit inappropriate requests. ’
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Direction and support received

General instructions are received in the form of staff rules and
regulations, administrative manuals, procedures and precedents.
Guidance is also received from the supervisor in especially
delicate or complex cases. Induction papers, calculations and
other documents prepared by the incumbent are reviewed by the
supervisor for accuracy, technical soundness and appropriateness.

Improving quality and preventing error, damage and injury

The incumbent is expected 'to conduct quality control on most of the
end products (induction of staff members, obtaining and keeping
up-to—date information on status and entitlements of staff). Users
perform verification of the quality of service. Errors in
assessing entitlements cause embarrassment for the work unit and
damage the user's relationship with the service.

Coordination, control or supervision of job activities and
performance of other staff

The incumbent distributes work to lower-level support staff in the
work unit, supervises the workload and ensures that deadlines are
observed. The incumbent informs the supervisor when problems arise
in this respect and may be consulted on their resolution.

Control of resourcesg

Accurate application of procedures regarding staff entitlements
ensures timely disbursement and recovery of funds.

Difficulty, semsitivity and importance of work relatioms
Inside the Organization

Interpersonal initiative is required in frequent contacts with
staff at all levels at headquarters, or in units outside, to elicit
details on status and family situation, and to explain rights to
entitlements. Diplomacy and tact are necessary to maintain good
relations despite the sensitive nature of requests or responses.

Outside the Organization

Contacts are required with other international organizations or
institutions to exchange information concerning their procedures,
practices or conditions of employment, or to explain the
Organization's own procedures.

Provision of training and briefing to other staff
The incumbent provides information and guidance to General Service

and Professional staff on their conditions of employment and rights
to various entitlements.
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Education and experience required to meet occupationsl demands

Work requires the completion of secondary school or equivalent
technical or commercial school, three to five years' experience in
the Organization and three to four years' experience in a personnel
unit to acquire a practical knowledge of the administrative and
personnel procedures applied by the Orgenization.

Maintaining specialized job skills and certificatiom

Work reguires the continuing study of personnel directives and
regulations dissued by the Organization, as well as by other
organizations. Implications of new procedures are discussed with
the supervisor to ensure correct understanding and application by
all support staff.

Use of language skills

Work requires functional speaking, reading and writing skills in
English and French in order to conduct the induction of new staff,
respond to enquiries, carry out research and draft correspondence.
A basic reading skill in Spanishk is required to understand
supporting documentation.

Pbysical effort

Physical effort is minimal, work requires the intermittent use of a
VDU for not more than 20%Z of the normal working day.

Tolerance of environmental conditiomsg

Work is performed in a typical office environment requiring no
particular tolerance of risks or discomfort.

Use and maintensnce of manual and automated information systems

Work requires the wuse of word-processing and other software
packages, a full-screen display unit and separate printer to

create, edit and produce text, tables, correspondence or reports,
as well as to enter and maintain staff records.

Total point score: 1795 (G.6)
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BENCHMARK NO, 14

FINANCE CLERK (2.A.01)
G.4

In a work unit of the Organization's central or other financial services,
the following typical duties are performed under the direct supervision of a
senior finance clerk:

35% -
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20% -
10% -
Factor 1
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c/210

9495d-v.3

Calculate expenses for claims such as those for travel, hospitality,
straightforward education grants, etc.; prepare payment
instructions; specialize in a specific type of claim, if required.

Check dinvoices for supply of goods, equipment or services, check
arithmetical accuracy and completeness of supporting documents;
prepare payment  vouchers; enter necessary data into the
computerized system. ‘

Using the computerized system, produce and verify accuracy of
financial reports and arrange their distribution.

Prepare routine selected correspondence in one language; maintain
files.

Nature of overall contribution

End products include calculating expenses for different types of
claims, checking invoices, producing and verifying the accuracy of
reports and preparing payment instructions. Actions are collative
and transformative in nature and permit the delivery of programmes
on a timely and reliable basis,

Adjustment to demands and pressures of work

Tasks are standardized but changing, depending on the types of
claime and invoices to be sgettled; workloads are c¢yclical,
depending on seasonal travel periods and procurement deadlines.-
Efficient adaptation is required of the incumbent in order to
handle high volumes of workload with short deadlines associated
with scheduled meetings or conferences. Excess workload is
controlled by the supervisor and shared with other staff. Role and
service expectations are well understood and accepted by users.

Direction and support received

General instructions exist in the form of financial and personnel
regulations. The supervisor and lead worker give specific
instructions for non-recurring tasks and exercise control of the
accuracy of operation and adherence to instructions.

Improving quality and preventing error, damage and injury

The supervisor undertakes spot checks for the accuracy of
operations; any errors in calculation and payment or in recording
transactions cause loss of time for rectifying errors, delay in
payments and dissatisfaction with the service level.
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Coordination, control or supervision of 3job activities &nd
performance of other staff

The incumbent has no respongibility for the control and evaluation
of the work of others.

Control of resources

Work requires initiative in achieving efficient applicatioh of
incumbent's time, effort and skills. Increased incumbent
productivity and efficiency have an indirect impact on financial
expenditures.

Difficulty, sensitivity and importance of work relations

Inside the Organization

Work requires the incumbent to exchange information with the
supervisor and colleagues within the work unit in order to receive
and understand instructions.

Outside the Organization

Work requires little or no contact outside the Organization.

Provision of training and briefing to other staff

The incumbent has little or no responsibility for imstructing other
staff.

Education and experience required to meet occupational demands

Work requires the completion of secondary school or its equivalent
comnmercial school and three to four 'years' experience in' -the
accounting area, of which preferably two years in the Organization.

Maintaining specialized job skills and certificatiom

Work requires keeping up to date on specific new or revised work
procedures of the work unit which are communicated verbally or in
writing by the supervisor.

Use of language skills

Work requires functional reading and speaking skills in one
language in order to understand claims, invoices and instructions,
& basic writing skill in that language in order to prepare routine
correspondence and a basic oral interaction skill in a second
language in order to exchange information with colleagues.
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Physical effort

Work is sedentary with the intermittent use of a VDU to input and
extract data. :

Tolerance of enviroomental conditions

Work is performed in a typical office environment with few risks
and little discomfort.

Use and maintenance of manual and automated information systems

The incumbent is required to operate a VDU to access financial and

other data held in central automated databases and to enter and
update supporting financial operations.

Total point score: 1080 (G.&4)



- 67 -

BENCEMARK NO, 15

FINANCE CLERK (2.A.01)
G.5

In a work unit of the Organization's central or other financial services,
the following typicel duties are performed under the direct supervision of =a
senior finance clerk:
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Factor 1
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Factor 2
C/165
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Examine all incoming documents, check data for completeness of
information, allotment <codes and conformity with financial
regulations.

Analyse inter-office vouchers (IOVs), check supporting documents,
identify the wvarious types of expenditure and amounts against
authorized obligations, ensure accuracy of calculations eand
conversions, seek clarifications on discrepancies, debit
corresponding allotments, liquidate obligations; produce periodic
statements and statistics; receive and process bank payment advices.

Effect payroll inputs dinto the computerized system, ensuring
accuracy of data, effective dates, grades, salaries, grant and
stoppage of allowances, deductions for pension and insurance
schemes, currency, allotments and project codes; calculate and
prepare cash payment instructions for temporary and short-term
staff, ensuring appropriate currency conversion and deductions, if
any; calculate and draw up revised pay rates and revised overtime
rates based on revised salary scales; process end-of-contract
terminal payments which involve calculating final salary, annual
leave commutation and other separation indemmities, prepare payment
instructions, ensuring any final deductions applicable; prepare
earnings statements, as required.

Draft correspondence in two languages to obtain clarifications omn
discrepancies and provide explanations to staff. Respond to verbal
enquiries and requests from staff on salary and related matters.

Nature of overall contribution

End products include examining the accuracy and completeness of
financial information; entering these data into the computer
system; calculating and preparing payroll instructions; drawing up
pay and overtime rates, taking into account statutory deductioms,
following salary revisions; examining IOVs for conformity with
obligations. Preparing terminal payments involves calculating
final salary and payment of terminal benefits, and making
deductions for outstanding advances and recovery. These end
products involve analytic processes and have complex effects
permitting the delivery of programmes on & timely and reliable
basis.

Adjustment to demands and pressures of work

Tasks are standardized but changing, depending on the variety of
personnel end remuneration data to be computerized and terminal
entitlements to be processed; workloads are cyclical depending on
changes in employment conditions and entitlements. Efficient
adaptation during periods -of high volume and short deadlines is
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required. Excess workload is controlled by the supervisor and
shared with other staff. Role and service expectations are well
understood and accepted by users.

Direction and support received

General instructions are provided in the form of financial and
personnel regulations. The supervisor assists in solving more
difficult problems. The accuracy and appropriateness of accounting
actions are controlled through supervisory procedures.

Improving quality and preventing error, damage and injury
The supervisor undertakes spot checks for the accuracy of
operations. Errors in calculation and payment instructions or in

recording transactions may cause dissatisfaction with the service
level, loss of time for rectifying errors and delay in payments.

Coordination, control or supervision of job activities and
performance of other staff

The incumbent has no responsibility for the control and evaluation
of the work of others.

Control of resources

Work requires the accurate analysis of financial and personnel
data. Increased incumbent productivity results in timely and
accurate payments leading to discernible control over financial
expenditures.

Difficulty, sensitivity and importance of work relatioms

Inside the Organization

Work requires the incumbent to exchange information with, and
enlist the cooperation of, staff at headquarters in order to
clarify discrepancies, obtain explanations with respect to problems
encountered and respond to enquiries on salary matters.

Outside the Organization

Work requires little or no contact outside the Organization.

Provision of training and briefing to other staff

The incumbent has little or no responsibility for instructing other
staff.

Education and experience required to meet occupational demands

Work requires the completion of secondary or commercial school and
five to seven years' experience in accounting procedures and
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practices, of which preferably four years in the saprlication of
basic accounting practices and the use cf computerised fimancial
accounting systems of the Organization.

Maintaining specialized job skills and certificatiom

Work requires the recurring study of revised financial and
personnel regulations and procedural guidelines. Specific
instructions are given by a senior finance clerk.

Use of language skills

Work requires functional reading, writing and speaking skills in
English and French in order to examine and analyse financial
documents, instructions and guidelines, draft correspondence and
make, and respond to, enquiries.

Physical effort

Work is sedentary with intermittent use of & VDU to input and
extract data.

Tolerance of envirommental conditions

Work is performed in a typical office environment with few risks
and little discomfort. ’

Use &nd maintenance of manual and sutomated information systems
The incumbent is required to operate a VDU to access finencial and

other data held in central automated databases and to enter and
update data supporting financial operations.

Total pcints score: 1350 (G.5)
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BENCEMARK NO, 16

FINANCE CLERK (2.A.01)
G'6

Under the supervision of a senior finance clerk or a finance officer in a
work unit of the Organization's central or other financial services, the
following typical duties are performed:
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Check validity of all accounting documents for entry by subordinate
staff into the <computerized system, making corrections where
necessary; open and update files in the computerized system; check
automatically generated reports; produce ad hoc reports; check the
summary sheets received from the bank against the output from the
computerized system; contact the bank in order to obtain
clarifications, where necessary.

Plan and make all necessary arrangements to ensure the timely
payment of salaries and allowances; check all information received
from other services; prepare the payroll for short-term staff,
consultants, etc.; check travel expense and education grant claims
processed by subordinate staff and undertake corresponding
reimbursement; calculate overtime payments; undertake other
intermediate calculations relating to the payroll (e.g. mid-month
arrival or departure of staff); draft related correspondence in two .
languages. '

Accept obligating documents, check for completeness, namely that
charge is valid and that sufficient funds are available; 1liquidate
obligations, <checking correctness of payment; record financial
allocations to projects and receipt of contributions from donors;
assist in the preparation and checking of trial balances and
statements; undertake reconciliations; prepare periodic reports;
draft related correspondence in two languages.

Enter the daily payments from and receipts into the petty cash and
ensure its safekeeping.

Nature of overall contribution

End products include checking the validity of accounting documents,
accepting and liquidating obligations, including the verification
of completeness, the validity of charges and the availability of
funds, preparing and checking trial balances and other financial
reports, preparing the payroll for regular and short-term staff.
These involve the evaluation of complex data and changing user
requirements and permit the timely and accurate finalization of the
Organization's activities and operations.

Adjustment to demands and pressures of work

Efficient adaptation is required in the administration of a variety
of accounting transactions and . in the provision of a prompt,
courteous and accurate service for a variety of users whose needs
differ, as well as change over time. The dncumbent manages
frequently fluctuating and increased workloads within established
priorities while ensuring quality, accuracy and timing of the
services. Adherence to deadlines and service targets is normally
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required as the acceptance of obligations, planning and preparing
the payroll require clearance within restricted timeframes. The
incumbent's role in processing accounting operations is not always
well understood by users who at times make inappropriate requests
Or Iesponses.

Direction and support received

Guidance is provided in the form of accounting guidelines,
financial regulations and the overall budget and finance management
processes. When problems are anticipated, the supervisor provides
guidance in accounting practices. Both the supervisor and users
control the work for compliance with policy and procedures.

Imnproving quality and preventing error, damage and injury

The incumbent provides the final wverification of reports, trial
balances, statements and payment requests before distribution or
authorization of  payments. The users perform the major
verification of the quality of service, particularly wusers
receiving payments. Errors in payment advices and accounts, coding
of documents and handling of petty cash can cause minor financial
loss. Deficiencies in the services can cause embarrassment and
damage the user's relationghip with the work unit. )

Coordination, control or supervision of job &activities and
performance of other staff

The incumbent exercises lead-worker responsibilities in verifying
the work of other support staff to ensure quality and accuracy, and
provides guidance in the reimbursement of claims, entry of data and
production of reports.

Control of resources

Work requires the accurate analysis of financial and personnel
data. Increased incumbent productivity results in timely and
accurate payments leading to discernible control over financial
expenditures.

Difficulty, sensitivity and importance of work relatioms

Inside the Organizatiom

Work requires the incumbent to exchange information with, and
enlist the cooperation of, staff at headquarters in order to
clarify discrepancies, obtain explanations with respect to problems
encountered and to respond to enquiries on salary matters.

Outside the Organization

The incumbent has regular contacts with the banks in order to

obtain the information required for the verification of periodic
statements and other reports.
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Provision of training and briefing to other staff

The incumbent provides instruction to staff within the work unit
end to administrative assistants and secretarial staff from other
work units on financial regulations and procedures relevant to
their work.

Education and experience required to meet occupational demands

Work requires the completion of secondary school or its equivalent
commercial school and eight to nine years' experience in
accounting, of which preferably five years in the budget and
finance area of the Organizationm.

Maintaining specialized job skills and certificatiom

Work requires the recurring study of revised financial and
personnel regulations and procedural guidelines.

Use of language skills

Work requires functional reading, writing and speaking skills in
English and French in order to examine and analyse financial
documents, instructions and guidelines, draft correspondence and
make and respond to enquiries.

Physical effort

Work is sedentary with intermittent use of a VDU.

Tolerance of environmental conditioms

Work is performed in a typical office environment with few risks
and little discomfort.

Use and maintenance of manual and automated information systems
Work requires use of & VDU to open and update files in central

automated databases and to prepare periodic financial reports.

Total points score: 1790 (G.6).
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Under the general supervision of a finance officer in a work umit of the
Organization's central or other finance services, the following typical duties
are performed:
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Supervise the work of four to ten subordinete staff engaged in the
provision of accounting services by: organizing the work and
determining the priorities; providing guidance, instructions and
explanations regarding work procedures. and standards; providing
on-the-jodb training to new staff; drafting performance reports of
staff members for signature by the unit's supervisor; when requlred,
resolving staff performance or operational problems.

Control the quality and efficiency of the work unit to ensure that
the principles of sound economy are maintained and that financial
rules =are observed by: undertzking spot checks of financial
clearances and commnitments; approving and signing financial
clearances prepared by subordinate staff, resolving more complicated
cases; verifying proper recording of allocetions, obligations and
payments en the computerized system; scrutinizing  proposed
expenditures to determine the availability of fumds.

rovide briefings and debriefings to Professional steff, General
Service staff and exper: on their entitlements and on the
procedures regarding the submission of claizs; receive delegates
end official visitors in order to explain payments of entitlements
and to resolve any resulting prcblems; draft correspondence in two
languages in reply to enquiries from staff on commitments, financial
tlearances and payments, or from other organizations or governments
concerning requests for reimbursemeat of funds.

Nature of overall contribution

End products include supervieing and coordinating a work unit,
providing financial clearance for a wide variety of expenditures,
processing claims, producing financial reports and ‘providing
technical advice to both subordinates and users. These are the
result of interpretive and evaluative processes as they require the
evaluation, monitoring and scrutinizing of accounts, claims and
other expenditures in the 1light of established financial
regulations. Financial authorizations and the verification of
accounts give rise to complex administrative effects which permit

the timely and accurate finalization of programme activities and
operations. .

Adjustment to demands and pressures of work

Efficient adaptation -is required in performing a variety of
financial operations and concurrently attending to claims from
delegates and official visitors. Since the incumbent has to deal
simultaneously with financial tasks, briefing, settling of claims
and supervising and coordinating the work of others, the incumbent
manages frequently fluctuating and increased workloads within
established priorities while assurzng quality, accuracy and timing
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of the services. Adherence tc ceacdlines z=d service targets is
norzally required zs financiel clearances, pavments to delegates
and official visitors, and financizl reports, etc., have to be made
within restricted time frazes. . The igcuxbent's role in
scrutinizing expenditures and cdetermining the authenticity of
claizs is not always well understocd by users who at tizes make
inappropriate requests Or respcnses.

Direction and support received

Guidance is provided in the form of accoumting guidelines,
financial regulations and the overall finance management process.
The supervisor provides guidance in financial practices required to
optimize the efficient utilization of financial resources. The
supervisor controls conformity with established procedures and
users cootrol the wusefulness of information provided during
briefings.

Ixproving quality and preventing error, damage and injury

The incumbent provides final verification for clearance of a wide
variety of expenditures which are subject to post facto coatrol.
Errors in clearing expenditures cen result iz minor financial loss
if they lead to inefficient use of fimds or if suppliers are paid
late. Inaccurate briefings may csuse embarrassment and damage the
user's relaticnship with the werk unit.

Coordination, control or supervision of job activities and
performance of other staff

The incumbent supervises the work of four to ten staff members, to
wvhom guidance, imstructicns and explacations are provided, as
required, The incumbent prepares perforzmance reports for signature
by the supervisor and resolves performance or operationzl problems,
as required. '

Control of resources

Work requires the accurate analysis of financial data. Increased
incumbent productivity results in timely and accurate payments.
Efficient management of workload distribution among subordinate
staff and effective guidance result in increased staff productivity
and gignificant control over staffing levels.

Difficulty, sensitivity and importance of work relatioms

Ingide the Organization

The incumbent is required to obtain clarification from other staff
at the same duty station and to respond to their enquiries or
requests. The resolution of complex cases regquires the incumbent
to enlist the cooperation of administrative assistants Or Zanagers
of other work units.
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Qutside the Crganizaticn

The incumbent frecguentiy receives & brecac vrange c¢f wvisiting
f£ficials or cdelegates fr-eom naticnal and internaticnzl Instituticns
to whom the settlement of travel claims eanc per ciem payments must

be tactfully expi a-ned

Provisicn of training and briefing to other staff

The incumbent regularly briefs Professionzl ané General Service
staff, as well as experts, on financizl regulaticns and procedures
regarding the submission of claims and entitlements.

Education and experience required to meet occupational demands

Work requires the completion of secondary school or commercial
school equivalent, advanced training in accounting and more than
five years' experience in the finance zrez of the Organization,
including knowledge of management procecures relevant to the
occupational area.

Maintaining specialized job skills and certificatieom

Work reguires recurring study of izeticnel, financial and
personnel directives and regulztions. The implications of new
crocedures are dis sed with
a*p*oc* izte 1mp1emenuat on in the
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Use of language skills

Work reguires functional reading, writing and speaking ski l‘s in
English and Freanch in.order to draft correspondence, brief staff

members and experts, respond to written and oral enquiries of
fficials anéd celegztes and study financial guidelines and

precedures.,

Physical effort

Work is sedentary with intermittent use cf a2 VDU to check the
proper recording of financial entries on the computerized system.

Tolerance of environmental conditicus

Work is performed in a typical office environment with few risks
and little discomfort.

Use and maintenance of manual and automated information systems

The incumbent -is required to operate a VDU to zccess financial data

held in central automated databases for job-related purposes.

Total points score: 1910 (G.7)
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INCEYARE Wo, 18

COMPUTER INFORMATION SYSTEMS ASSIS“‘WT 2.4.05)
G.5

In a central cozputer arez, uncder the supe-visicn of & senior General
Service or Professionzl staff mexber, provide surpert tc a service or a
variety cf end users within the Orgacization in the compilation, maintenance
and extraction of information throuzh the wuse of automated/electromnic
data-processing (ADP/EDF) tools and in the provision of adzinistrative suppor:
services for information systems operations. 7Typical duties include the
following: '

50% - Ixtract data from databases according to needs and requests,” verify
extracts, diagnose errors and correct, 3if necessary. Assist in
designing computer output forms. In additioz, as a secondary duty,
there may be & requirement for the incumbent to encode for
formatting and extering data, and prior thereto to check for
processing errors in dinput information (texts for publication,
statistical datz, tables, etc.) subzmitted by regquesting officers and
follew up on such ecrors with the latter.

205 T - Organize and schedule production rums of documeated application
programs/systess and utility programs; operate and maintain supplies
(consumebles) for peripherzl eguipmeat (printers, tape/cartridge
érives, optical disks, Optical Character Recogmition (OCR) scanners,
etc.); and refer to existing documentation to resclve problems.

0% — Maintein data sets and update l‘s.-.gs cf progremg and job outputs;
¢istridbute output to users end assist in interpreting Tesults.

10% - Maintzin data storage systeds, includizg the transferring of data
between differezt types of storage mecia, such as hazd disks, flopry
€isks, optical disks, punch cards, magaetic tape cartridges, papeT
tape, etc, -

10% - Insure that backup and security procedures are achered to in daily
cemputer operations.

Factor 1 Nature of overall contributica

D/200 Principel end products are data output and maintenmance. Extracting
cata from the database and diagnosing errors in extracts reguires
the analysis of the information submitted. Proper data maintenance
with & view to the extraction of information by a wide variety of
users has administrative and technical effects which comtribute to
both the discussion of issues before the Organization and the
direct delivery of its progra=ses on a timely and reliable basis.

Factor 2 Adjustment to demands and pressures of work

C/165 The veriety of stendardized tasks of mumzing application programs,
checking input information, encoding, ransferriz data,

zaintzining data sets and ensuring adequate back-up requires
efficient adaptation to accomrodate the needs of different users
and the timing of their particular reguests. During peak periods
priority of work is indicated by the superviscr, or tasks are
shared with other staff; role and service expectations are

94958-v.3
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understood and accepted by users and are structured within the
services offered by the centrsl computer area.

Direction and support received

General instructions are given by the supervisor. EDP manuals are
consulted for various procedures to be executed. Assistance is
received from the supervisor when processing errors cannot be
identified and in cases where follow-up of errors is problematic.
Technical soundness and appropriateness are controlled by the
supervisor or user who can recommend corrective measures. )

Improving quality and preventing error, damage &nd injury

Program outputs are independently checked by the supervisor for
appropriateness, &and the supervisor makes spot checks of data
storage and mazintenance. Non-identification of processing errors
could lead to erroneous output which would cause loss of time for
correction &and rerunning of programs, as well as user
dissatisfaction. Inefficient maintenance and storage manipulatioms
could cause loss of information and unnecessary delays due to the
necessity for re—entry of material.

Coordination, control or supervision of job activities and
performance of other staff

The dincumbent has no ongoing responsibility for the control and
evaluation of the work of other staff.

Control of resources

Work requires initiative for selecting appropriate parameters for
error correction and for the follow~up of error correction with
requesting officers, as well as for the maintenance of supplies.
Increased incumbent productivity and efficiency have some indirect
impact on the financial expenditures associated with the running of
programs.

Difficulty, sensitivity and importance of work relatioms

Inside the Organization

Work requires ensuring mutual understanding .with requesting
officers outside the direct work area when following up on errors
in input information in cases where such information may need to be
resubmitted for processing.

Outside the Organization

Contacts outside the Organization are rare and not normally
required.
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Provision of training and briefing to other staff

The incumbent has little or no responsibility for instructing other
staff. The supervisor is primarily responsible for providing
ongoing on~-the-job training to new staff. The ipcumbent may assist.

Education and experience required to meet occupational demands

Work requires the completion of secondary school or technical or
commercial equivalent and either at least five years' experience in
computer-related activities, of which a minimum of three years are
in the Organization, or advanced training in the ADP/EDP field with
at least two years' experience in computer-related activities with
& good knowledge of job control language (JCL), database structure,
utility Programs, query languages, elementary programming
techniques such as PLl, COBOL, MANTIS, etc., as well as a general
knowledge of microcomputer and mainframe computer applications.

Maintaining specialized job skills and certificatiom

Work requires the continuing study of new features and applications
of two or more computer operating systems such as DOS, VMS, MVS,
0S/2, etc. New job techniques such as the use of fourth generation
language (4GL) products and equipment such as IBM 3820, GML or
POSTSCRIPT for computer output forms are discussed with the
supervisor. -

Use of language skills

Work requires functional oral interaction and reading skills in
English and French in order to discuss follow-up with users, read
technical documentation and requests, and & basic writing skill -in
either language for brief records of requests received and work
underteken.

Physical effort

Some physical exertion is required for lifting mainframe tapes and
computer printouts of an average weight of 5 kg; & VDU is used for
more than 50% of the normal working day.

Tolerance of environmental conditions

Work is performed in a typical office environment with few risks
and little discomfort.

Use and maintenance of manusl and automated information systems

In eddition to operating a VDU to extract listings and encode data,
the incumbent is required to check the accuracy of coding and

record-access criteria, as well as to perform data storage and file
maintenance tasks.

Total points score: 1405 (G.5)
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BENCEMARK No, 19

COMPUTER INTORMATION SYSTEMS ASSISTIANT (2.A.05)
G.6

In a2 department/division, under the supervision of a Professional staff

member,
provide

act as the focal pcint for computerized information activities and
technical and procedural suppert through the wuse of electronic

data-processing tools to a service or a variety of end-users covering a
particular field. Typical duties include the following:
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Coordinate the definition of user requirements for  the
department/division and provide information, assistance, programming
support and technical advice in two languages to users on the use of
development tools and regarding the execution of established
programs in the context of the specific subject matters, as well as
on the operation of workstations and the use of standard software
packages and office systems.

Modify and write supporting utilities for existing applications and
job control programs in order to produce computer Teports
(statistical extracts, tables, etc.); maintain and update
documentation in one official language.

Maintain department/division software, add/delete programs from
computer libraries, organize 1library directories, create back-up
files and execute recovery procedures, and ensure that security
procedures are followed.

Provide first-level support to users (troubtle-shooting, advice on
network facilities, etc.), review and correct software faulte, for
example in programs prepared in the Organization or in set-up
parameters of software packages; liaise with the central computer
area's support services on problematic matters, ensure adequate
preparation &and updating documentaticn, and provide training to
users. .

Participate in user-group meetings organized by the central computer
area; participate in the development cycle for the implementation of
systems, including programming, testing, installing, documenting,
mainteining and, where necessary, enhancing these systems.

Nagure of overall contribution

Assistance to users in the introduction and appropriate utilization
of information technology in the department/division, including the
adaptation of applications and programs, is based on a detailed
understanding of departmental operations and requires
interpretative and evaluative processes to explain and select
correct courses of action or data. These end products have complex
administrative and technical effects permitting the timely and
accurate finalization of programme activities and operations within
the context of the specific work area.

Adjustment to demands and pressures of work

Efficient adaptation is required to meet a variety of user requests
and in the provision of prompt services and  accurate products.
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Adherence to deadlines and service targets is normelly required in
order to accommodate the requests of users who themselves are bound
to deadlines, e.g. for publications and meetings. Increased
workload is controlled by the incumbent while ensuring the gquality,
accuracy and timing of services. Users may not understand the
period of time necessary for accommodating their requests or may
submit inappropriate material for their execution.

Direction and support received

The supervisor provides administrative guidelines and general
specifications, and the incumbent is responsible for the final work
product. EDP operation manuals .&are consulted, Specialist
Professional staff in the central computer area may be consulted
for more problematic situations. Work is controlled by users for
meeting expected results and conformity to policy and procedures.

Improving quality and preventing error, damage and injury

The incumbent provides the final verification of output validity;

the user performs the major verification of the quality of the
service. Uncorrected sgsoftware faults could lead to 1loss of
information and misleading data and presentation. Deficiencies in
service could lead to the loss of data in libraries, cause some
financial loss due to disk damage and be detrimental to
relationships with the users. ’

Coordination, control or supervision of job activities and
performance of other staff

The incumbent normally has no responsibility for the control and
evaluation of the work of others. ’

Control of resources

Proper and rational use of software, programs and equipment avoids
inappropriate acquisitions. Increased productivity and efficiency
through the modification of software applications impact on the
productivity of the staff of the department/division.

Difficulty, sensitivity and importance of work relationms

Inside the Organization

The incumbent provides assistance and technical advice in a timely
manner to users throughout the department/division. This requires
enlisting their support and cooperation for determining their
specific reporting needs, in particular in cases where requests are
unclear or come from various users at the same time.

Outside the Organisation

Contacts outgide the Organization are rare and not mnormally
required.
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Provision of training and briefing to other étaff

The incumbent provides dinstruction tc General Service and
Professional staff in the department/division on the execution of
established applications, their modification, as well as their
execution in the context of the subject matter related to their
particular fields.

Education and experience required to meet occupational demands

Work requires the completion of secondary school or equivalent
technical or commercial school and either at least six years'
experience in the Organization, of which a minimum of three years
in computer~related activities gaining detailed knowledge of the
operations of the department/division and the Organization's
information system services, as well as the guidelines and
procedures governing information systems, or advanced training in
the EDP field, with at least three years' experience in computer
related activities (e.g. LAN (local Area Network) administration,
spreadsheets, word processing, e-mail, telex, facsimile and user
languages).

Maintaining specialized job skills and certificatiom

Work requires keeping abreast of the policies, procedures and
hardware/software of the Organization and its facilities and
services. It also requires the continuing study of new features of
two or more computer operating systems and applications such as
DOS, MVs, VMS. 0s/2, etc., and keeping wup to date on
word-processing spreadsheets, form-definition languages (e.g. IBM
3820, &ML, POSTSCRIPT), network operating systems, and important
applications particular to the Organization. New job techniques are
discussed with Professional staff in the central computer area.

Use of language skills

Work requires functional oral interaction and reading skills in
English and French for the provision of information, assistance and
technical advice to users, and for consulting technical
documentation, as well as a functional writing skill in either
language for updating documentation such as user notes.

Physical effort

Some physical exertion is required due to the use of a VDU on an
ongoing basis.

Tolerance of environmental conditions

Work is performed in a typical office environment with few risks
and little discomfort.
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In addition to operating & VDU for modifying and adding/deleting
programs from computer libraries, the incumbent also reviews and
corrects software faults and uses higher-level capabilities of
software to improve ‘correspondence and paperwork management, and
develops customized procedures for the use of software for specific
information or document-processing operations.

Total points score: 1785 (G.6)
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COMPUTER INFORMATION SYSTEMS ASSISTANT (2.A.05.f)
G.7

In & central computer area, under the supervision of a Profesgional staff
member, provide assistance to a service or & variety of end-user services
within the Organization in the development and maintenance of specialized
non-routine computer applications. Typical duties include the following:
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Identify and evaluate user requirements in specific subject matter
fields.

Write and test simple programs and applications in response to
requests from end users in the context of the subject matter of
their particular fields.

Implement more complex programs following specifications and
instructions provided by the requesting service and/or supervisor.

Draft technical program documentation (e.g. flow charts, systems
manuals, data structure diagrams, etc.), as well as end-user
documentation (e.g. user manuals and error-handling guidelines), in
two languages as required.

Monitor and participate in the maintenance and updating of specific
databases with statistical and technical information, as applicable,
to ensure maximum accuracy of the data.

Maintain computer programs in program libraries, ensure that
libraries and directories are systematically updated and that
back-up copies are periodically made of program files.

Supervise support staff engaged in program file library maintenance
tasks.

Review operating difficulties encountered by General Service staff
in and outside the central computer area, as well as by Professionel
staff in other areas, and take corrective action.

Train users in the operation of software program packages; contact
suppliers for additional information, when required, with respect to
hardware maintenance.

Nature of overall contribution

The writing, testing and implementation of programs and
applications of varying = degrees of complexity dinvolve the
integration and adaptation of existing programs or new data
following prior evaluation and interpretation. These end products
have substantive programme effects enabling the timely and accurate
finalization of programme decisions, activities and operatioms.

Adjustment to demands and pressures of work
Efficient adaptation is' required due to a variety of frequently

changing® "tasks including writing -and implementing programs,
preparing documentation, training wusers, supervising support



Factor 3

D/200

Factor &4

E/350

Factor S

C/120

Factor 6

c/u5

Factor 7

3b/55

9495d-v.3

- 84 -

staff. The workload fluctuntes according to the timing of user
requests and the complexity of programs, as well as to user needs
as & vrTesult of operating difficulties. Increased workload dis
controlled by the incumbent through the revision of priorities and
management of own time. Adherence to deadlines and service targets
is required. Users may not understand the period of time necessary
for accommodating their requests or may submit inappropriate
material for their executiom.

Direction and support received

‘Guidelines are provided in the form of user specifications, work

plans and technical documentation and are used to determine
priorities and appropriate approaches to requests. The supervisor
as5ists in the development of more complex programs and
applications, anticipating problems and indicating alternative
solutions. The supervisor and user control end products for
attainment of expected results and conformity with policy and
procedures. ’

Improving quality and preventing error, damage &nd injury

The incumbent can only partially check his work according to the
specifications given by the user who performs limited spot checks
due to the ~volume of the material concerned. Inefficient
management of databases may lead to major information 1loss,
embarrassment for the Organization and may damage the user's
relationship with the work unit.

Coordination, control or supervision of job activities and
performance of other staff

The incumbent acts as a senior lead worker providing technical and
procedural guidance and advice to staff engaged in file maintenance
and database updating.

Control of resources

Proper and rational uee of programe eand equipment avoids
inappropriate acquisitions. Increased productivity and efficiency
through the design and modification of progrems impact on financial
expenditures.

Difficulty, sensitivity and importance of work relations
Inside the Organization

The work entails providing assistance and technicel advice in a
timely manner to wusers throughout the Organization, and this
requires enlisting their support and cooperation for executing
their specific programs, in particular in cases where requests are
unclear or come from various users at the same time.
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Qutside tte Organization

The work requires the incumbent to contact suppliers to obtain
information on software packages and on hardware maintenance.

Provision of training and briefing to other staff

The incumbent provides instruction to General Service and
Professional staff outside the central computer area on the
operation of program packages in the context of the subject matter
related to their particular fields.

Education and experience required to meet occupational demands

Work requires the completion of secondary school or equivalent
technical or —commercial school plus advanced EDP training
equivalent to two years' technical college, and more than five
years' experience either in the Organization or in computer related
activities, including knowledge of two or more operating systems
(WM, VSE, WANG VS, EP MPE, etc.), job control language (JCL) and

.two or more programming languages such as PL1, COBOL, MANTIS,

MINISIS, SAS, SPSS, etc., as well as & knowledge of & complex area
of the Organization's structure and procedures and its relatiomship
with outside institutions, e.g. ICC.

Maintaining specialized job skills and certification

Work requires the continuing study of new features of two or more
computer operating systems and application packages such as DOS,
VSE, MVS, VMS, 05/2, etc., relational DBMS (e.g. SQL), graphical
user interfaces (e.g. MS-Windows, X-Windows, Presentation Manager,
etc.), LAN opereting systems, Fourth Generation Languages (4GLs),
and the evaluation of microcomputer and mainframe products. New
job techniques are ' discussed with the supervisor or other
Professional staff members in the central computer area.

Use of language skills

Work requires functional oral interaction, writing and reading
skills in English and French for the purpose of training users,
preparing end-user documentation and consulting technical program.
documentation.

Physical effort

Some physical exertion is required due to the use of a VDU on an
ongoing basis. ’

Tolerance of environmental conditions

Work is performed in an office environment with few risks and
little discomfort.
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Use and maintenance of manual and automated information systems

Work requires the writing and testing of computer programs to
support applications to be run on & mainframe computer and, where
appropriate, developing technical program specifications, as well
as end-user documentation. The incumbent verifies data quality
control, monitors and participates in the maintenance and updating
cf specific databases used by others, and identifies errors and
potential inconsistencies in programs.

Total points score: 2070 (G.7)



