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Knowledge of the Department’s Fiscal Environment 
Understands the financial resources and assets available to implement programs and services within the department. 
 
Progression: from minimal understanding to complete mastery of the subject matter 
 

1 = Foundational 2 = Basic 3 = Intermediate 4 = Advanced 5 = Mastery C 
O 
N 
C 
E 
P 
T 

Minimal 
familiarity and 
ability to apply 

the competency 
in limited-
difficulty 

situations 

Basic 
understanding 
and ability to 

apply the 
competency in 

routine situations

Solid understanding and 
consistent ability to 

apply the competency in 
most situations 

Advanced understanding and 
ability to apply the competency in 

a full range of situations 

Complete 
understanding and 
ability to apply the 

competency creatively 
in the most complex 

situations 

 
E 
X 
A 
M 
P 
L 
E 
S 
 
 
 

• Has some 
awareness of 
the department 
budgeting and 
financial 
processes. 

• Understands 
the processes 
by which 
financial 
resources are 
identified, 
obtained, 
allocated, 
managed, and 
accounted for. 

• Makes sound financial 
decisions after having 
analyzed their impacts 
on the department, 
partner agencies, and 
community. 

• Effectively prepares 
budgetary 
submissions. 

• Knows the internal 
and external factors 
that impact on 
resource and asset 
availability. 

• Effectively provides financial 
management for divisional or 
national programs, or multiple 
business lines. 

• Identifies additional or alternative 
resources and opportunities for 
funding departmental-wide 
programs and services. 

• Has an in-depth understanding of 
the strategic contexts within 
which the current fiscal policy, 
procedures, practices, systems 
and accountability or authority 
exist. 

• Ensures partners, 
departments or other 
governments 
understand the 
department complex 
fiscal issues. 

• Ensures framework is 
in place for sound 
financial planning, 
management, control, 
and reporting 
(spanning pay, capital, 
O&M costs, and 
revenues). 

 
CORE: Does this person have a good grasp of the department’s financial processes – budgeting, accounting etc.?  
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Knowledge of Accounting and Financial Principles: 
Understands business-related financial, marketplace, consumer and economic information. 
 
Progression: from minimal understanding to complete mastery of the subject matter 
 

1 = 
Foundational 

2 = Basic 3 = Intermediate 4 = Advanced 5 = Mastery C 
O 
N 
C 
E 
P 
T 

Minimal 
familiarity and 
ability to apply 

the competency 
in limited-
difficulty 

situations 

Basic understanding and 
ability to apply the 

competency in routine 
situations 

Solid understanding and 
consistent ability to apply the 

competency in most 
situations 

Advanced 
understanding 
and ability to 

apply the 
competency in a 

full range of 
situations 

Complete understanding 
and ability to apply the 

competency creatively in 
the most complex 

situations 

 
E 
X 
A 
M 
P 
L 
E 
S 
 
 
 

• Understands 
the formation 
and structure 
of businesses 
and how they 
work. 

• Has some 
familiarity with 
financial 
reports, 
ledgers, 
graphs, and 
tables. 

• Understands 
marketplace strategies 
and tactics, and 
forecasting techniques. 

• Has a good knowledge 
of relevant financial 
terminology - e.g. P&L, 
ROI, IPO, GATT etc. 

• Understands business 
investment practices, 
banking and business 
start-up financing, and 
stock markets.  

• Has a sound working 
knowledge of the principles 
of financial management, 
financial transactions, and 
the relevant processes, 
practices, relationships and 
obligations under business 
legislation.  

• Monitors market activity 
(e.g., stocks, bonds, 
futures, commodities) to 
pay particular attention to 
price changes, time or 
occurrence, ownership, 
volume of sales, brokers 
involved in the trading, 
relationship to information 
contained in news releases 
and articles. 

• Has a thorough 
knowledge and 
extensive 
practical 
experience in 
conducting 
sensitive and 
discreet 
financial 
auditing. 

• Easily interprets 
a range of 
complex 
financial 
reports, 
ledgers, 
graphs, and 
tables. 

 

• Identifies patterns, 
links, trends, gaps and 
makes connections 
between financial 
situations that are not 
obviously related. 

• Has a complete 
knowledge of key 
sources of industry 
information and data, 
and the financial 
institutions involved: 
stock exchanges, 
Provincial Securities 
Commissions, 
Investment Dealers 
Association etc. 

• Has an in-depth 
understanding not only 
of Canadian markets, 
but also of international 
markets.  

 
CORE: Does the person have a good working knowledge of a range of financial and business information?  
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Knowledge of Interviewing and Assessment Techniques: 
Uses effective professional interviewing techniques to gather relevant and complete information, accurately evaluate the qualifications, 
performance and/or suitability of individual(s). 
 
Progression: from minimal understanding to complete mastery of the subject matter 
 

1 = Foundational 2 = Basic 3 = Intermediate 4 = Advanced 5 = Mastery C 
O 
N 
C 
E 
P 
T 

Minimal 
familiarity and 
ability to apply 

the competency 
in limited-
difficulty 

situations 

Basic understanding and 
ability to apply the 

competency in routine 
situations 

Solid understanding and 
consistent ability to apply the 

competency in most situations 

Advanced understanding 
and ability to apply the 

competency in a full range 
of situations 

Complete 
understanding and 
ability to apply the 

competency creatively 
in the most complex 

situations 

 
E 
X 
A 
M 
P 
L 
E 
S 
 
 

• Is aware of 
what types of 
questions are 
appropriate and 
legal to ask in a 
given situation. 

• Is able to follow 
a pre-planned 
guide to 
conduct a basic 
structured 
interview. 

• Refrains from 
asking "leading 
questions", or 
making any 
comments that 
might help the 
interviewee.  

 
 

• Develops a productive 
rapport with interviewees 
- takes some time for 
small talk / introductions. 

• Understands and avoids 
the full range of potential 
problems in an interview: 
emotions, biases, 
stereotypes, intuition, 
and first impressions in 
assessing individuals. 

• Keeps the interviewee 
focused on actual work-
related events and 
actions. 

• Accurately records all 
the key information 
gathered during the 
interview. 

• Avoids the pitfalls of 
talking too much, 
listening too little and 
asking irrelevant 
questions.  

 

• Drills down for clarification and 
extra details and specifics 
without appearing to turn the 
interview into an interrogation. 

• Effectively gathers a full 
account: the situation, the task, 
the person’s actions, and the 
results. 

• Uses various techniques to 
control the pace and timing of 
the interview - to draw out 
information from people who 
are nervous or do not freely 
disclose details, and cut off 
those who won’t stop talking. 

• Where appropriate, probes to 
get at the "how" and "why" 
(thoughts and feelings) behind 
an individual's actions or 
performance.  

 

• Has a thorough knowledge 
of a range of interviews 
techniques (behaviour / 
competency based, critical 
incident, situational / 
judgement, “what if” etc.) 
and tailors their use to the 
situation. 

• Notices non-verbal warning 
signs of exaggerated 
claims, generalizations or 
misinformation, and 
challenges the information 
to obtain an accurate 
account. 

• When required, is 
consistently able to get 
interviewees to provide 
negative examples of 
behaviour.  

 

• Provides feedback, 
coaching and/or 
training to colleagues 
to assist them with 
the development of 
their interviewing 
/assessor 
techniques. 

• Is recognized as an 
expert assessor and 
is sought out for 
his/her experience 
and skills. 

• Determines and 
influences changes 
to the department’ 
employment 
interviewing policies 
and procedures. 

 
CORE: Can the person conduct effective interviews and assessment during the course of an assessment process? 
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Knowledge of Health and Safety Procedures:  
 Identifies health and safety concerns, anticipates danger, and takes the necessary steps to protect the health and safety of self and 
others. 
 
Progression: from minimal understanding to complete mastery of the subject matter 
 

1 = Foundational 2 = Basic 3 = Intermediate 4 = Advanced 5 = Mastery C 
O 
N 
C 
E 
P 
T 

Minimal familiarity and 
ability to apply the 

competency in limited-
difficulty situations 

Basic understanding 
and ability to apply the 
competency in routine 

situations 

Solid understanding 
and consistent ability 

to apply the 
competency in most 

situations 

Advanced 
understanding and 
ability to apply the 

competency in a full 
range of situations 

Complete understanding 
and ability to apply the 

competency creatively in 
the most complex 

situations 

 
E 
X 
A 
M 
P 
L 
E 
S 
 
 
 

• Maintains the quality 
of own safety 
equipment and 
clothing.  

• Acts to correct 
obvious workplace 
health and safety 
concerns such as ice, 
wet floors, faulty 
smoke detectors etc. 

 

• Conducts analysis 
and planning to 
avoid risks, 
anticipates probable 
nature of danger and 
takes steps should 
an incident actually 
occur (such as 
arranging for 
backup). 

• Implements plans to 
avoid danger and 
ensure a safe and 
healthy workplace 
for self, coworkers, 
clients, and public. 

• Performs 
continuous risk 
analysis, 
preventative and 
contingency 
planning throughout 
an activity to ensure 
the safety of others. 

• Seeks out human, 
material and 
financial resources, 
as appropriate, to 
reduce risk and 
ensure the safety of 
staff and 
public/clients. 

 

• Proactively obtains 
the appropriate 
internal and 
external resources 
as required to 
ensure own and 
others’ health and 
safety. 

• Oversees and 
manages a 
situation, while 
addressing other 
client needs and 
balancing priorities 
beyond the scope 
of the immediate 
situation / incident. 

• Conducts extensive, 
comprehensive, and 
ongoing risk analyses. 

• Puts multiple preventive 
and contingency plans in 
place. 

• Practices implementation 
of contingency plans, for 
example through role-
plays, situational 
judgement scenarios, 
etc. 

• Has extensive knowledge 
of policies, procedures 
and contingency plans, in 
relation to a range of 
potential major incidents. 

 
 

CORE: Does the person consistently apply safe work practices and/or ensure that others do so as well? 
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Records and Information Management:  
Applies appropriate procedures to record and maintain accurate, relevant and logical files and information. 
 
Progression: from minimal understanding to complete mastery of the subject matter 
 

1 = Foundational 2 = Basic 3 = Intermediate 4 = Advanced 5 = Mastery C 
O 
N 
C 
E 
P 
T 

Minimal familiarity 
and ability to apply 
the competency in 
limited-difficulty 

situations 

Basic 
understanding and 
ability to apply the 

competency in 
routine situations 

Solid understanding 
and consistent ability 

to apply the 
competency in most 

situations 

Advanced understanding 
and ability to apply the 

competency in a full 
range of situations 

Complete understanding 
and ability to apply the 

competency creatively in 
the most complex 

situations 

 
E 
X 
A 
M 
P 
L 
E 
S 
 
 
 

• Has a general 
understanding of 
information 
requirements of 
the job, but 
needs regular 
supervision to 
ensure 
information is 
accurately and 
effectively 
recorded. 

• Collects and 
maintains 
information 
relevant to own 
work and makes 
sure it is 
accurate, up-to-
date and in-line 
with the 
department 
policies and 
procedures.  

• Has a good working 
knowledge of 
legislation and 
policy relevant to 
the collection, 
recording, storage, 
security, distribution 
and disclosure of 
information.  

• Collects valid and 
reliable information in a 
manner that is 
consistent with the 
department’s values, 
policies and 
procedures. 

• Identifies the objectives 
of the information, and 
selects the most 
appropriate means of 
collecting and 
organizing the data to 
facilitate analysis and 
use. 

 

• Relates the goals and 
means of information 
collection to the strategic 
aims of the department.  

• Establishes new, 
innovative, more 
effective approaches or 
policies for gathering and 
maintaining relevant, 
timely and accurate 
information. 

 

 
CORE: Can the person effectively manage the information he or she deals with on a day-to-day basis? 
 
NOTE: This can apply equally to HR records, financial files, research data etc.
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Knowledge of Applicable Legislation and the Department’s Policies and Procedures: 
Understands and applies relevant laws, statutes, acts and regulations, and/or the department policies and procedures that have a direct 
impact on the role being performed.  

 
Progression: from minimal understanding to complete mastery of the subject matter 
 

1 = Foundational 2 = Basic 3 = Intermediate 4 = Advanced 5 = Mastery C 
O 
N 
C 
E 
P 
T 

Minimal familiarity 
and ability to apply 
the competency in 
limited-difficulty 

situations 

Basic understanding 
and ability to apply the 
competency in routine 

situations 

Solid 
understanding and 
consistent ability to 

apply the 
competency in 
most situations 

Advanced 
understanding and 
ability to apply the 

competency in a full 
range of situations 

Complete understanding 
and ability to apply the 

competency creatively in 
the most complex 

situations 

 
E 
X 
A 
M 
P 
L 
E 
S 
 
 
 

• Basic knowledge of 
laws, legislation 
and policy. 

• Guidance is 
required to give the 
individual a 
consistent 
understanding of 
the requirements of 
the role.  

• Applies specific 
written information / 
guidelines, when 
shown where to 
find them. 

• Applies knowledge of 
specific relevant acts, 
laws, statutes etc. in 
routine situations.  

• When required, looks 
up and confirms 
applicable legislation 
or policy, and then 
applies this 
knowledge. 

• Identifies the various 
provincial and or 
federal laws and 
regulations that are 
relevant and 
determines which 
laws supersede. 

 

• Has a thorough 
knowledge of all 
relevant 
legislation, 
policies and 
procedures, and 
accurately 
applies this 
understanding on 
the job.  

• Understands 
relevant case law 
and the impact it 
has on his/her 
specific functional 
area.  

• Has a broad 
understanding of the 
department policies 
and procedures – 
beyond the scope of 
the role being 
performed. 

• Takes full account of 
the department 
obligations under all 
relevant legislation, 
policy and procedures.  

• Is expert in resolving 
significant and complex 
questions relating to 
application of laws, 
regulations, acts, 
policies, etc. that have 
an impact across the 
department. 

 
CORE: Does the person have a good grasp of the laws and regulations that are relevant to his/her specific work role? 
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Knowledge of Conflict Management Practices: 
Knows the techniques and approaches of conflict resolution to bring to an effective conclusion differences between parties. 

 
Progression: from minimal understanding to complete mastery of the subject matter 

 
1 = Foundational 2 = Basic 3 = Intermediate 4 = Advanced 5 = Mastery C 

O 
N 
C 
E 
P 
T 

Minimal familiarity 
and ability to apply 
the competency in 
limited-difficulty 

situations 

Basic understanding 
and ability to apply the 
competency in routine 

situations 

Solid understanding 
and consistent ability 

to apply the 
competency in most 

situations 

Advanced 
understanding and 
ability to apply the 

competency in a full 
range of situations 

Complete understanding and 
ability to apply the competency 
creatively in the most complex 

situations 

 
E 
X 
A 
M 
P 
L 
E 
S 
 
 
 

• Has had exposure 
to conflict 
resolution / 
training, but has 
little or no personal 
experience in 
implementing 
processes. 

• Recognizes 
personal 
misunderstandings 
with colleagues. 

 

• Attempts to facilitate a 
discussion between 
disputants to explore 
differences. 

• Seeks assistance from 
others, such as one’s 
supervisor, to resolve 
conflicts. 

• Promotes awareness of 
workplace harassment 
and discrimination 
issues. 

 
 

• Effectively facilitates 
a dialogue between 
two people. 

• Helps to identify 
common ground and 
alternative solutions. 

• Gains agreement 
from disputants to 
attempt to implement 
a specified solution. 

 

• Resolves 
disagreements 
between groups of 
people where there 
are a relatively 
small number of 
causes underlying 
the disagreement. 

• Anticipates conflict 
and takes steps to 
prevent it from 
occurring. 

 

• Facilitates a dialogue between 
groups to help them understand 
the multiple causes or factors 
that have given rise to the 
disagreement. 

• Negotiates lasting and just 
solutions to group conflicts. 

• Leverages diversity of views to 
achieve better solutions or 
decisions. 

• Coaches / mentors others in 
conflict resolution procedures / 
approaches. 

 
 

CORE: Is the person able to apply the techniques necessity to resolve personal conflicts, and/or conflicts between others in a positive 
way?
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Knowledge of Research Methodologies, Principles and Practices: 
Ability to acquire a greater understanding of a subject under study through the application of formal research methodologies to gather and 
analyze reliable, relevant and verifiable information, test hypotheses, and draw conclusions.  The research methodologies could be those 
used in the pure, applied and social sciences, or the fields of law, business or education. 

 
Progression: from minimal understanding to complete mastery of the subject matter 
 

1 = Foundational 2 = Basic 3 = Intermediate 4 = Advanced 5 = Mastery C 
O 
N 
C 
E 
P 
T 

Minimal familiarity 
and ability to apply 
the competency in 
limited-difficulty 

situations 

Basic understanding 
and ability to apply the 
competency in routine 

situations 

Solid understanding and 
consistent ability to apply 
the competency in most 

situations 

Advanced 
understanding and 
ability to apply the 

competency in a full 
range of situations 

Complete understanding and 
ability to apply the competency 
creatively in the most complex 

situations 

 
E 
X 
A 
M 
P 
L 
E 
S 
 
 
 

• Conducts basic 
research work, 
usually with a 
relatively narrow 
focus and is able 
to find out all the 
required relevant 
information or 
data for the task 
set. 

• Presents findings 
in a logical and 
easily understood 
manner. 

• Has a thorough 
understanding of 
research methods and 
is able to utilize these 
for a range of 
research projects. 

• Analyzes reports and 
data produced by 
other individuals or 
organizations and 
extracts relevant 
details to support the 
project at hand.  

• Produces a range of 
options for 
consideration, and 
understands the 
implications of the 
various options.  

• Conducts major and 
multiple research 
projects.  

• Able to use computerized 
research methods and 
mathematical techniques 
to support research 
requirements. 

• Recognizes and 
highlights the risks to the 
department, based on 
his/her analysis of 
research results. 

• Advises on the 
formulation and revision 
of policy in the light of 
research findings. 

 

• Proactively 
identifies the need 
for, initiates, plans 
and manages 
research projects. 

• Able to present 
findings and 
reports at important 
meetings. 

• Translates 
research reports 
into lucid and valid 
summaries and 
gives effective 
presentations of 
the findings.  

• Leads a team of 
colleagues working 
on research 
projects. 

• Demonstrates expert skill 
levels in strategic and 
operational research 
techniques, including process 
analysis, modeling and 
forecasting.  

• Adapts, creates and designs 
new research techniques to 
meet the department 
requirements. 

• Provides specialist coaching 
and guidance to researchers 
and other the department 
employees. 

• Promotes the professional 
reputation of the department 
by maintaining a respected 
profile with relevant external 
organizations and the 
research community in 
general. 

 
 
CORE:  Is the person able to apply appropriate research techniques to develop gather and verify information? 
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Human Resources Management: 
Understands human resource administration, including acts, regulations, policies and best practices related to some or all of the following 
(as relevant to the role): human resource planning, staffing / resourcing, organizational design, classification, training and development, 
organizational development, equity / diversity, official languages, performance evaluation, rewards / recognition, and labour / management 
relations.  

 
Progression: from minimal understanding to complete mastery of the subject matter 
 

1 = Foundational 2 = Basic 3 = Intermediate 4 = Advanced 5 = Mastery C 
O 
N 
C 
E 
P 
T 

Minimal 
familiarity and 
ability to apply 

the competency 
in limited-
difficulty 

situations 

Basic 
understanding and 
ability to apply the 

competency in 
routine situations 

Solid understanding 
and consistent ability 

to apply the 
competency in most 

situations 

Advanced understanding and 
ability to apply the competency 

in a full range of situations 

Complete understanding and 
ability to apply the competency 
creatively in the most complex 

situations 

 
E 
X 
A 
M 
P 
L 
E 
S 
 
 
 

• Has a limited 
understanding 
of Human 
Resources 
issues, 
policies or 
practices. 

• Has a basic 
knowledge of 
some human 
resource related 
areas, such as 
staff 
development 
policies. 

• Provides 
straightforward 
HR-related 
information to 
colleagues, 
staff.  

• Demonstrates 
sufficient HR 
expertise to achieve 
intended results.  

• Good ability to apply 
a range of Human 
Resource 
Management tools 
and approaches. 

• Creates 
opportunities for 
staff to develop their 
skills and 
knowledge.  

• Is sought out by others as a 
resource in helping to solve HR 
problems. 

• Keeps up to date on Human 
Resource management issues, 
and is aware of leading-edge 
thinking. 

• Demonstrates in-depth 
knowledge of approaches to 
handle staff development 
issues.  

• Analyses and forecasts 
recruiting needs, and initiates 
required staffing processes.  

 

• Uses best practices to make 
fundamental changes to the 
department Human Resources 
policies and procedures and 
bring about improvements to 
services. 

• Exercises a major influence on 
the department’s recruiting and 
resourcing strategies (or other 
HR areas).  

• Contributes to linking policies 
and systems to performance 
management processes, 
competencies and performance 
outcomes in support of 
organizational goals.  

 
 

CORE:  Does the person have a good working knowledge of one or more specific HR functional areas?  
 
NOTE:  This competency is relevant to those who are working in HR, and also to supervisors and managers who have to understand 
and apply staffing principles, or conduct performance reviews etc.  
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Project Management: 
Plans, initiates, executes controls and closes projects. Tracks and manages resources, timelines, costs, deliverables and performance, 
and implements contingency plans if necessary, to ensure large and complex projects are successfully completed. 

 
Progression: from minimal understanding to complete mastery of the subject matter 
 

1 = Foundational 2 = Basic 3 = Intermediate 4 = Advanced 5 = Mastery C 
O 
N 
C 
E 
P 
T 
 

Minimal 
familiarity and 
ability to apply 

the competency 
in limited-
difficulty 

situations 

Basic 
understanding 
and ability to 

apply the 
competency in 

routine 
situations 

Solid understanding 
and consistent ability 

to apply the 
competency in most 

situations 

Advanced 
understanding and 
ability to apply the 

competency in a full 
range of situations 

Complete understanding and ability to 
apply the competency creatively in the 

most complex situations 

 
E 
X 
A 
M 
P 
L 
E 
S 
 
 
 

• Has an 
awareness of 
the process of 
project 
management 
and carries 
out some 
aspects, such 
as defining 
objectives.  

• Assists project 
management 
teams in an 
administrative 
capacity. 

• Demonstrate
s an 
understandin
g of the key 
principles of 
project 
management. 

• Assists in the 
management 
of projects 
where the 
objectives, 
milestones 
and time 
scales have 
been defined. 

• Demonstrates a 
practical knowledge 
of project 
management 
principles and 
techniques. 

• Plans, defines, and 
manages projects 
within a department 
or area.  

• Identifies resources 
required and their 
appropriate role and 
skills. 

• Initiates project plans 
and secures 
resources for projects 
that span area or 
department 
boundaries.  

• Uses estimating 
techniques and 
develops project risk 
management 
approaches.  

• Has an in-depth and 
practical 
understanding of how 
to maximize the 
effectiveness of 
project teams. 

• Defines, plans and manages large 
and/or strategic projects, including 
those with a high degree of technical 
complexity, with impacts across the 
organization.  

• Assembles and leads diverse and 
multi-disciplinary teams, ensuring 
maximum effective resource 
utilization. 

• Successfully manages substantial 
project budgets, and reports directly 
to senior managers on the progress 
and results of projects. 

• Identifies complex issues that need 
escalation and proposes appropriate 
corrective actions.  

 
CORE:  Does the person know how to manage an entire project, take care of all the logistics, and ensure a timely completion?  
 
Note: This is different to Planning and Organizing Skills. It is much broader in scope and reflex the technical skills reflected in Project 
Management training. 
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Knowledge of Auditing:  
Has an understanding of how to check, monitor and measure the systems, products, services and/or activities of a function on an 
ongoing basis, in order to identify and manage risks, assure that procedures and policies are being safely, effectively and efficiently 
followed, and recommend corrective actions and continuous quality improvements. 

 
Progression: from minimal understanding to complete mastery of the subject matter 
 

1 = Foundational 2 = Basic 3 = Intermediate 4 = Advanced 5 = Mastery C 
O 
N 
C 
E 
P 
T 

Minimal familiarity 
and ability to apply 
the competency in 
limited-difficulty 

situations. 

Basic 
understanding and 
ability to apply the 

competency in 
routine situations. 

Solid understanding and 
consistent ability to apply the 

competency in most situations. 

Advanced understanding 
and ability to apply the 

competency in a full range 
of situations. 

Complete understanding 
and ability to apply the 

competency creatively in 
the most complex 

situations. 

 
E 
X 
A 
M 
P 
L 
E 
S 
 
 

• Has a general 
understanding of QA 
principles within the 
department, and 
assists with carrying 
out some aspects, 
such as the 
identification of 
activities, or the 
physical review of 
functions. 

• Monitors the quality 
of his/her own 
activities on an 
ongoing basis. 

• Is familiar with 
corrective and 
preventive 
maintenance 
practices, where 
applicable. 

 

• Demonstrates a 
working knowledge 
of assessment, 
testing and 
inspection 
techniques and 
methods. 

• Consistently follows 
approved work 
procedures and 
protocols and 
standard operating 
practices (SOPs).  

• Has an 
understanding of 
appropriate quality 
assurance policies, 
programs, 
processes and 
requirements for 
his/her functional 
area. 

• Takes part in regular audits of the 
function’s activities, and helps to 
document findings and corrective 
actions taken, if required. 

• Understands how to perform QA 
assessments, document results, 
prepare reports and monitor 
resulting actions.  

• Demonstrates a solid knowledge of 
the management requirements 
related to compliance with 
administrative regulations and 
standards.  

• Understands the analytical 
principles and techniques 
necessary to identify problems, 
determine potential causes and 
identify corrective action(s). 

• Given a set of assessment reports 
for a given period, knows how to 
analyze the data for quality trends 
or compliance problems. 

 

• Demonstrates the ability to 
conduct complete and 
independent audits of 
specialized systems, 
products or services, in 
accordance with applicable 
QA requirements and 
standards. 

• Recommends and oversees 
the effective implementation 
of appropriate corrective 
actions by others. 

• Has a thorough 
comprehension of statistical 
process control and 
sampling procedures. 

• Provides advice and 
recommendations on the 
establishment of plans, 
training and/or manuals for 
ensuring compliance with 
regulations. 

• Serves as a subject matter 
expert and/or technical 
point of contact for quality 
assurance activities in the 
organization. 

• Ensures the effective 
application of appropriate 
quality assurance 
standards by HQ and field 
employees, managers and 
stakeholders. 

• Reviews and evaluates the 
adequacy and effectiveness 
of the department QA 
programs, plans, and 
processes to ensure 
compliance with all 
applicable regulations, 
standards and benchmarks. 

• Stays current with, and 
shapes the evolution of QA 
by participating in 
standards committees.  

 
CORE:  Is the person able to apply quality assurance processes to ensure that the best product or service possible is being produced? 
 
NOTE – This competency can relate to auditing processes in a variety of operational, administrative, financial and program settings.  It 
does NOT apply to basic supervisory activities such as checking the work of subordinates, which is covered in the Leadership 
competency. 
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Knowledge of Training / Instructional Techniques:  
Has an understanding of a range of training principles, adult learning principles, techniques and learning styles (such as problem-based, 
scenario-driven facilitation) and applies these to model expected values and behaviours, and develop the knowledge, skills, abilities and 
competencies of learners.  

 
Progression: from minimal understanding to complete mastery of the subject matter 
 

1 = Foundational 2 = Basic 3 = Intermediate 4 = Advanced 5 = Mastery C 
O 
N 
C 
E 
P 
T 

Minimal familiarity 
and ability to 

apply the 
competency in 

limited-difficulty 
situations. 

Basic understanding and 
ability to apply the 

competency in routine 
situations. 

Solid understanding and 
consistent ability to apply 
the competency in most 

situations. 

Advanced 
understanding and 
ability to apply the 

competency in a full 
range of situations. 

Complete understanding and 
ability to apply the 

competency creatively in the 
most complex situations. 

 
E 
X 
A 
M 
P 
L 
E 
S 
 
 

• Has a general 
awareness of the 
subject content.  

• Aware of a 
variety of training 
/ learning 
techniques, tools 
and principles.  

• Presents 
straightforward 
ideas or 
procedures on a 
one-on-one or 
group basis.  

• Aware of the role 
of assessment in 
teaching. 

 
 

• Has a basic understanding 
of the subject content. 

• Effectively instructs a select 
range of topics and/or skills 
following a prepared outline 
or lesson plan. 

• Establishes and assesses 
clear, challenging and 
achievable expectations for 
students. 

 

• Demonstrates a solid 
level of knowledge of the 
subject content. 

• Effectively instructs a 
wide range of topics 
and/or skills.  

• Organizes the style, 
timing, content and pacing 
of instruction to respond 
to the development of 
learners. 

• Uses assessment data to 
give timely and systematic 
feedback to learners and 
promote dialogue about 
progress. 

• Explains to learners the 
methods and criteria to be 
used in assessment and 
evaluation. 

• Has a comprehensive 
understanding of the 
subject content. 

• Regularly uses student 
assessment data to 
maintain the relevance 
and accuracy of the 
program / content and 
to implement 
appropriate instructional 
strategies. 

• Recognizes and 
accommodates 
individual learning 
exceptionalities. 

• Plans and applies 
evaluation strategies 
that address a full 
range of outcomes, 
including skills, 
knowledge, abilities, 
and attitudes. 

 

• Maintains a complete 
knowledge of the subject 
content by drawing on and 
applying current research / 
literature and/or by interacting 
with the professional 
community in their area of 
expertise.  

• Fosters the professional 
growth of colleagues through 
mentoring or coaching 
relationships. 

• Trouble-shoots evaluative 
inconsistencies. 

• Demonstrates a global 
understanding of the 
evaluation procedures as they 
apply to the department. 

 
CORE: Is the person able to effectively develop and refine the knowledge, skills, abilities and competencies of others? 
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Knowledge of Group Facilitation Techniques:  
Has an understanding of a range of training principles, adult learning principles, techniques and learning styles (such as problem-based, 
scenario-driven facilitation) and applies these to model expected values and behaviours.  

 
Progression: from minimal understanding to complete mastery of the subject matter 
 

1 = 
Foundational 

2 = Basic 3 = Intermediate 4 = Advanced 5 = Mastery C 
O 
N 
C 
E 
P 
T 

Minimal 
familiarity and 
ability to apply 

the competency 
in limited-
difficulty 

situations. 

Basic understanding and 
ability to apply the 

competency in routine 
situations. 

Solid understanding 
and consistent ability 

to apply the 
competency in most 

situations. 

Advanced 
understanding and 
ability to apply the 

competency in a full 
range of situations. 

Complete understanding 
and ability to apply the 

competency creatively in 
the most complex 

situations. 

 
E 
X 
A 
M 
P 
L 
E 
S 
 
 

• Is aware of a 
variety of 
training / 
learning 
techniques, 
tools and 
principles.  

• Presents 
straightforwar
d ideas or 
procedures 
on a one-on-
one or group 
basis.  

 
 

• Has a basic 
understanding of the 
subject content. 

• Understands various 
principles and methods 
of facilitation and 
learning. 

 

• Demonstrates a solid 
level of knowledge of 
the subject content. 

• Effectively facilitates 
a wide range of 
groups 

• Uses assessment 
data to give timely 
and systematic 
feedback to learners 
and promote 
dialogue about 
progress. 

 

• Has a 
comprehensive 
understanding of 
the subject content. 

 
 

• Maintains a complete 
knowledge of the subject 
content by drawing on 
and applying current 
research / literature 
and/or by interacting with 
the professional 
community in their area 
of expertise.  

• Effectively facilitates 
even the most complex 
topics, skills or 
scenarios, so that 
students gain a clear 
understanding. 

 
 
CORE:  Does this person have a good comprehension of the techniques and practices used to present complex ideas to people or 
groups? 
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Ability to Use Office Technology, Software and Applications:  
Understands and effectively uses standard office equipment such as personal computers / laptops, photocopiers, fax machines, 
shredders, scanners etc., and office automation software such as word processing applications, presentation software, spreadsheet or 
database packages, email systems, internet browsers etc.  Uses new, specialized or the department-specific automated equipment, 
technologies, software, databases and systems, as required, in accordance with the department’s policies. 

 
Progression: from minimal understanding to complete mastery of the subject matter 
 

1 = 
Foundational 

2 = Basic 3 = Intermediate 4 = Advanced 5 = Mastery C 
O 
N 
C 
E 
P 
T 

Minimal 
familiarity and 
ability to apply 

the competency 
in limited-
difficulty 

situations. 

Basic 
understanding 
and ability to 

apply the 
competency in 

routine 
situations. 

Solid understanding and 
consistent ability to apply the 

competency in most situations. 

Advanced understanding 
and ability to apply the 

competency in a full range 
of situations. 

Complete 
understanding and 
ability to apply the 

competency creatively 
in the most complex 

situations. 

 
E 
X 
A 
M 
P 
L 
E 
S 
 
 
 

• Knows how to 
operate some, 
but not all, 
standard office 
equipment. 

• Has a limited 
knowledge of 
typical office 
software 
applications.  

• Is aware of the 
department 
policies related 
to use of 
computers, and 
other 
technology. 

• Applies the 
basic 
functionality of 
common 
software, such 
as word 
processing 
systems, to 
complete 
assigned tasks. 

• Generally 
knows how to 
use and 
maintain own 
office / 
workplace 
equipment. 

• Consistently uses relevant office 
software products such as word-
processing, spreadsheet, 
presentation, and email packages 
to an acceptable standard for the 
job.  

• Operates essential office 
technology / equipment to 
effectively meet the demands of 
his/her role.  

• Demonstrates a good 
understanding of the 
requirements for data protection. 

• Has a solid ability to use standard 
and/or program-specific the 
department databases, and 
merge / import data from one 
program to another. 

 

• Demonstrates advanced 
skills in the use of one or 
more software tools.  

• Uses software systems to 
enhance the speed, quality 
and/or presentation of 
work.  

• Provides guidance to 
others in the effective use 
of specialized systems or 
automated equipment. 

• Has enhanced skills in 
understanding the purpose 
for, and applying the 
functionality of, various 
programs and databases.  

• Is a recognized expert 
in how to use one or 
more office software 
products or office tools 
to significantly enhance 
the value of own and 
others’ work. 

• Takes advantage of the 
full range of advanced 
functionality of software 
systems, to make the 
best use of information. 

• Recognizes how 
systems / equipment 
can be used to improve 
the way work in 
handled. 

 
CORE:  Is the person effectively able to apply technology (equipment and/or software applications) to improve their work / performance? 
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Presentation Skills:  
Either “one-on-one” or within a group setting, employing the use of various media to share ideas, convey information and obtain 
necessary inputs in a clear and concise manner. 

          
Progression: from minimal understanding to complete mastery of the subject matter 
 

1 = 
Foundational 

2 = Basic 3 = Intermediate 4 = Advanced 5 = Expert C 
O 
N 
C 
E 
P 
T 

Minimal 
familiarity and 
ability to apply 

the competency 
in limited-
difficulty 

situations. 

Basic understanding 
and ability to apply 
the competency in 
routine situations. 

Solid understanding and 
consistent ability to apply 
the competency in most 

situations. 

Advanced understanding 
and ability to apply the 

competency in a full range 
of situations. 

Complete 
understanding and 
ability to apply the 

competency creatively 
in the most complex 

situations. 

 
E 
X 
A 
M 
P 
L 
E 
S 
 
 
 

• Limited 
understanding; 
significant 
amount of 
learning to be 
done. 

• Is given clear 
oral and 
specific 
instructions to 
get the job 
done. 

 
 
 
 
 
 

• Prepare effective 
supporting 
documents 
(PowerPoint, etc,) 
that facilitate his or 
her oral presentation 

• Understands enough 
to independently 
handle most tasks in 
this area most of the 
time but is supplied 
with direction for 
work objectives. 

 

• Technically experienced 
and fully competent in 
presenting typical issues 
relevant to current 
positions. 

• Targets key messages to 
audience’s interest. 

• Effectively explains or 
presents technical issues 
to individuals not in his or 
her area of expertise 

 
 

• Helps others prepare 
impactful presentations  

• Reviews complex 
presentations of others for 
clarity and effectiveness.  

• Organizes and 
summarizes complex 
materials, and presents 
these to senior managers 
in order to be effective in 
providing advice to senior 
management. 

• Effectively defends orally 
the results and 
conclusions contained in 
the reports and 
memoranda 

 

• Prepares and delivers 
interdepartmental, or 
international briefings, 
seminars, and 
conferences 

• Is able to determine 
which aspects of his or 
her presentation skills 
needs to be 
transferred to others 
and coaches others in 
oral presentations 

• Presents highly 
complex information in 
a way that captures 
the audience’s 
interest. 

 

 
CORE: Does this person have a good grasp of the techniques and practices relevant to present complex ideas to individuals or groups. 
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Planning and Organizing Skills:  
Is the ability to organize, prioritize and, where applicable, delegate work activities to efficiently accomplish tasks and meet objectives. 

          
Progression: from minimal understanding to complete mastery of the subject matter 
 

1 = 
Foundational 

2 = Basic 3 = Intermediate 4 = Advanced 5 = Expert C 
O 
N 
C 
E 
P 
T 

Minimal 
familiarity and 
ability to apply 

the competency 
in limited-
difficulty 

situations. 

Basic 
understanding 
and ability to 

apply the 
competency in 

routine 
situations. 

Solid understanding and 
consistent ability to apply the 

competency in most situations. 

Advanced understanding 
and ability to apply the 

competency in a full range 
of situations. 

Complete 
understanding and 
ability to apply the 

competency creatively 
in the most complex 

situations. 

 
E 
X 
A 
M 
P 
L 
E 
S 
 
 
 

• Needs 
assistance to 
plan for 
contingencies 
in current work. 

 
 
 

• Plans his or 
her daily work 
effectively; 
area; needs 
more 
application 
experience or 
practice if the 
required 
planning is 
more 
extensive. 

• Independently 
plans and 
organizes own 
routine work 

 

• Uses time management 
procedures effectively  

• Can exercise independent 
judgement regarding all 
planning and organizing issues. 

• Uses specialized software to 
plan and manage own time  

• Plans and manages multiple 
priorities and deadlines. 

• Is relied on to helps other 
plan and organize their 
workload. 

• Uses effectively advance 
time management 
processes to deal with 
high workload and tight 
deadlines. 

• Provides guidance to staff 
or contractors on the 
methods and practices of 
planning and organizing. 

 

• Coaches others on 
advance planning and 
organizing skills. 

• Plays a role in 
transferring advance 
planning and 
organizing skills and 
knowledge to others. 

 
 
 

 
CORE: Can this person plan and organize his or her work (or the work of others) in an effective manner?
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Specialized Subject Matter Expertise and Knowledge:  
Is the knowledge of and/or skill in a particular field (e.g., biology, medicine, chemistry, statistics, economics, engineering, sociology, 
statistics, epidemiology, or a combination, etc.) and the ability to apply that knowledge and/or skill in a variety of work situations.  

          
Progression: from minimal understanding to complete mastery of the subject matter 
 

1 = Foundational 2 = Basic 3 = Intermediate 4 = Advanced 5 = Expert C 
O 
N 
C 
E 
P 
T 

Minimal 
familiarity and 
ability to apply 

the competency 
in limited-
difficulty 

situations. 

Basic 
understanding and 
ability to apply the 

competency in 
routine situations. 

Solid understanding and 
consistent ability to apply the 

competency in most situations. 

Advanced understanding 
and ability to apply the 

competency in a full range 
of situations. 

Complete understanding 
and ability to apply the 

competency creatively in 
the most complex 

situations. 

 
E 
X 
A 
M 
P 
L 
E 
S 
 
 
 

• Limited 
understanding; 
significant 
amount of 
learning to be 
done. 

• Knows some of 
the basic 
principle of the 
SM. 

 
 
 
 
 
 
 
 
 

• Understands area; 
needs more 
application 
experience or 
practice. 

• Demonstrates 
knowledge of 
theoretical basis of 
defined subject 
matter area 

• Understands 
enough to 
independently 
handle most basic 
tasks in this area 
most of the time 
but is supplied with 
direction for work 
objectives. 

 

• Technically experienced and fully 
competent. 

• Has thorough working knowledge 
of the subject matter. 

• Demonstrates knowledge of 
theoretical and empirical basis of 
defined subject matter area and 
knowledge of additional subject 
areas as required  

• Can exercise independent 
judgement regarding all technical 
issues. 

• Plays a role in transferring skills 
and knowledge to others. 

• Understands how area of 
knowledge relates to broader work 
issues. 

• Specialist knowledge of the 
area. 

• Demonstrates expert 
knowledge of relevant 
theoretical and empirical 
basis of own subject matter 
areas and knowledge of 
related areas to formulate 
hypotheses, develop 
models and interpret data 
and information. 

• Is relied on for guidance. 

• Understands how the 
area for knowledge 
relates to broader 
organizational goals. 

• Demonstrates expert 
knowledge of relevant 
theoretical and empirical 
basis of own subject 
matter areas and 
knowledge across policy 
areas to comprehend the 
impact of varied 
viewpoints and 
arguments and formulate 
strategies for leading 
work  

 
 
 

 
CORE: Does this person have a solid understanding of his or her scientific field of expertise.
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Written Communication:  
Is the ability to express ideas, request actions, summarize events and formulate plans by means of clear and effective writing. 

          
Progression: from minimal understanding to complete mastery of the subject matter 
 

1 = 
Foundational 

2 = Basic 3 = Intermediate 4 = Advanced 5 = Expert C 
O 
N 
C 
E 
P 
T 

Minimal 
familiarity and 
ability to apply 

the competency 
in limited-
difficulty 

situations. 

Basic 
understanding 
and ability to 

apply the 
competency in 

routine 
situations. 

Solid understanding and 
consistent ability to apply the 

competency in most situations. 

Advanced understanding 
and ability to apply the 

competency in a full range 
of situations. 

Complete 
understanding and 
ability to apply the 

competency creatively 
in the most complex 

situations. 

 
E 
X 
A 
M 
P 
L 
E 
S 
 
 
 

• Avoids making 
mistakes that 
hinder the 
understanding 
of his or her 
written 
documents 

• Writes in point 
forms. 

 
 
 
 
 
 
 

• Writes clearly 
and concisely 
simple work 
related 
documents  

• Expresses 
simple ideas 
clearly in writing 

• Understands 
enough to 
independently 
handle most 
tasks in this 
area most of the 
time but is 
supplied with 
direction for 
work objectives. 

• Technically experienced and fully 
competent writer: can write 
independently various technical 
and non-technical documents 

• Uses a clear and easily 
understood writing style when 
communicating technical 
information to non-technical 
employees or individuals. 

• Understands that different writing 
styles are required for different 
documents or audiences. 

• Write effective correspondence, 
prepares questions and reports, 
statements of circumstance and 
briefing notes, 

 
  

• Reviews others’ complex 
documents for clarity and 
impact. 

• Is relied on by others to 
help them write complex 
technical and non-technical 
documents and briefs. 

• Is able to determine 
which aspects of this 
knowledge area need to 
be transferred to others 
in order to achieve 
organizational goals. 

• Coaches others and 
transfers 
communication skills 
and knowledge to 
others. 

 
 
 

 
CORE: Does this person have a solid mastery of writing principles such as grammar, sentence constructions, etc.
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Consulting Skills:  
Provides consulting support, advice and guidance in a particular field of expertise to internal clients at all levels of the department. 
Gathers, clarifies and analyzes client requirements, and proposes sound options and the “right” solutions to meet their identified needs. 
This competency often complements Client Service Orientation. 

 
Progression: from minimal understanding to complete mastery of the subject matter 
 

1 = Foundational 2 = Basic 3 = Intermediate 4 = Advanced 5 = Mastery C 
O 
N 
C 
E 
P 
T 

Minimal familiarity and 
ability to apply the 

competency in limited-
difficulty situations. 

Basic understanding 
and ability to apply 
the competency in 
routine situations. 

Solid understanding and 
consistent ability to apply 
the competency in most 

situations. 

Advanced understanding and 
ability to apply the 

competency in a full range of 
situations. 

Complete understanding 
and ability to apply the 

competency creatively in 
the most complex 

situations. 

 
E 
X 
A 
M 
P 
L 
E 
S 
 
 
 

• Has a general 
awareness of the 
department’s 
business / 
operational needs in 
relation to the 
consulting specialty 
offered by the group / 
unit. 

• Provides basic help 
and advice on a 
limited range of 
issues. 

• Clarifies client 
requirements in 
response to requests 
for help and support. 

• Demonstrates an 
understanding of 
the department’s 
business / internal 
client needs and 
expectations in 
relation to the 
consulting specialty 
offered by the 
group / unit.  

• Collects and 
analyzes relevant 
data, using 
appropriate 
methodologies and 
offers practical 
solutions which 
meet client 
requirements. 

• Demonstrates a good 
knowledge of the 
relevant specialist area 
and combines this with 
solid consulting skills. 

• Develops strategic and 
collaborative 
relationships with 
internal clients and 
works with them to 
achieve joint objectives 
and targets.  

• Maintains an up-to-date 
understanding of all 
developments which 
may affect the 
department’s operations 
and policies and 
proactively advises 
clients of all relevant 
matters. 

• Provides advanced 
consulting support, advice 
and guidance to senior 
managers. 

• Develops an excellent 
knowledge of client 
requirements, balanced with 
an understanding of internal 
culture and climate.  

• Proposes a level of service 
required after exploring all 
relevant options and 
consequences to ensure 
best value and/or greatest 
benefit.  

• Provides a seamless 
consulting service to several 
senior clients at the same 
time. 

• Combines specialist 
functional skills with 
knowledge of the 
department’ strategic 
business plans and 
priorities.  

• Proactively identifies the 
need for action or further 
research / investigation 
concerning matters with 
organization-wide 
implications.  

• Identifies critical issues at 
individual, functional, 
divisional and national 
levels.  

• Delivers high level 
consulting expertise that 
maximizes benefits for the 
department and/or 
enhances its reputation. 

 
 
Core: Does this person depict a strong ability to provide sound advises to his or her clients, adding value to their requirements?
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Counselling Skills:  
Provides expert/specialized coaching/counselling techniques, such as those related to career issues and career development (either one-
on-one or in a group setting). It includes a deep knowledge of the human developmental process as well as an extensive knowledge of a 
wide range of theoretical approaches, skills and modes of practice. These are used to guide, encourage challenge and inspire others in 
creatively managing and resolving practical, personal and relationship issues, and in achieving goals, and in self-realization.  

 
Progression: from minimal understanding to complete mastery of the subject matter 
 

1 = Foundational 2 = Basic 3 = Intermediate 4 = Advanced 5 = Mastery C 
O 
N 
C 
E 
P 
T 

Minimal familiarity 
and ability to apply 
the competency in 
limited-difficulty 

situations. 

Basic 
understanding and 
ability to apply the 

competency in 
routine situations. 

Solid understanding 
and consistent ability 

to apply the 
competency in most 

situations. 

Advanced understanding 
and ability to apply the 

competency in a full range 
of situations. 

Complete understanding 
and ability to apply the 

competency creatively in 
the most complex 

situations. 

• 
• 
• 
• 
• 
• 
• 
• 
• 
• 
• 
• 

• Limited 
understanding: 
significant amount 
of learning to be 
done. 

• Needs coaching 
from Senior 
Counsellor 

• Understands 
area; needs 
more experience 
or practice 

• Needs coaching 
from Senior 
Counsellor 

• Given clear 
guidance of 
skills to use with 
client 

• Demonstrated 
knowledge of 
theoretical basis 
of defined 
subject matter 
area 

• Technically 
experienced and fully 
competent 

• Has thorough 
theoretical and 
working knowledge 
of the area 

• Can exercise 
independent 
judgement regarding 
all technical issues 

• Plays a role in 
transferring skills and 
knowledge to others 

• Understands how 
area of knowledge 
relates to broader 
issues 

 

• Specialist knowledge of 
the area 

• Demonstrates expert 
knowledge of relevant 
theoretical areas, 
develops models and 
interprets data and 
information 

• Is relied on for guidance 

• Understands how the 
area for knowledge 
relates to broader 
organizational goals 

• Demonstrates expert 
knowledge of relevant 
theoretical areas, 
across policy areas to 
comprehend the 
impact of varied 
viewpoints and 
arguments and 
formulate strategies for 
leading counselling 
work 

 
Core: Can this person help others better understands challenges they face, and help them resolve these issues?
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Knowledge of Organization Development Approaches and Practices:  
Ability and knowledge relevant to designing and delivering Organization Development Interventions with a variety of clients  

 
Progression: from minimal understanding to complete mastery of the subject matter 

 
1 = Foundational 2 = Basic 3 = Intermediate 4 = Advanced 5 = Mastery C 

O 
N 
C 
E 
P 
T 

Minimal familiarity 
and ability to apply 
the competency in 
limited-difficulty 

situations 

Basic understanding 
and ability to apply the 

competency in less 
complex situations 

Solid understanding 
and consistent ability 

to apply the 
competency in most 

situations 

Advanced 
understanding and 
ability to apply the 

competency in a full 
range of situations 

Complete understanding and 
ability to apply the competency 
creatively in the most complex 

situations 

 
E 
X 
A 
M 
P 
L 
E 
S 
 
 
 

• Has had 
exposure to OD 
training, but has 
little or no 
personal 
experience in 
implementing 
processes. 

• Recognizes 
situations where 
OD would be an 
appropriate 
approach to 
fostering change 
in an 
organization. 

 

• Demonstrate a 
basic grasp the 
nature of the 
department / 
system, and to 
select ready-
made tools to 
meet client 
group’s needs 

 

• Effectively: 
- Grasps the nature 
of the department / 
system 
- obtains 
collaboration of 
client group 
- plans and 
implements a 
diagnosis / 
intervention which 
will result in the 
outcomes desired 
by the client(s) 
 

 

• Is able to plan & 
implement a 
diagnosis/interven
tion using the 
Action Research 
Method (as in 3, 
Intermediate level 
of development) 
with more 
complex 
organizations 
and/or when there 
are more difficult 
outcomes to 
achieve 

• Successfully leads a client 
group through the department 
Development process she/he 
has designed, resulting in the 
intended outcome: long-term, 
positive change within the 
department 

• Coaches / mentors others in 
Organization Development 
theory and practice 

 

 
Core: Does this person have a good grasp of OD practices and approaches and can use them to enhance results? 
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Knowledge of the Department’s Administrative Processes, Practices and Procedures:  
Knowledge of the administrative policies, directives and guidelines in such areas as contracting, property management, 
telecommunications, information management/information technology, travel and removal, and other administrative provisions which 
affect the delivery and cost of programs and the nature of advice to management.   

 
Progression: from minimal understanding to complete mastery of the subject matter 
 

1 = Foundational 2 = Basic 3 = Intermediate 4 = Advanced 5 = Mastery C 
O 
N 
C 
E 
P 
T 

Minimal familiarity 
and ability to apply 
the competency in 
limited-difficulty 

situations. 

Basic 
understanding and 
ability to apply the 

competency in 
routine situations. 

Solid understanding 
and consistent ability 

to apply the 
competency in most 

situations. 

Advanced understanding 
and ability to apply the 

competency in a full range 
of situations. 

Complete understanding 
and ability to apply the 

competency creatively in 
the most complex 

situations. 

 
E 
X 
A 
M 
P 
L 
E 
S 
 
 
 

• Knows that certain 
rules apply to 
certain 
administration 
processes but 
needs help in 
applying them or 
making sense of 
them. 

 

• Demonstrated 
knowledge of 
the most used 
administrative 
rules and 
regulations and 
applies them 
when situation is 
clear and lacks 
problems. 

• Has sound 
understanding of 
most relevant 
administrative 
regulations  

• Can exercise 
independent 
judgement regarding 
all administrative 
issues 

• Plays a role in 
transferring skills and 
knowledge to others. 

 

• Demonstrates in-depth 
knowledge of all relevant 
administrative acts and 
regulations 

• Is relied on for guidance 
by others 

• Supervises others in the 
administrations of these 
functions. 

• Identifies and 
implements new 
administrative 
processes that are 
adapted to the 
department’s business 
context and 
requirements, 

• Demonstrates expert 
knowledge of relevant 
acts and regulations 
areas. 
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Knowledge of Policy Development Processes:  
Knowledge of how to develop a guiding principle, identify policy needs and concerns, perform comparative analysis of policies, 
developing policies or procedures, and validate and adjusting policies and procedures (policy development as applicable to any business 
area relevant to the role).  

          
Progression: from minimal understanding to complete mastery of the subject matter 
 

1 = 
Foundational 

2 = Basic 3 = Intermediate 4 = Advanced 5 = Expert C 
O 
N 
C 
E 
P 
T 

Minimal 
familiarity and 
ability to apply 

the competency 
in limited-
difficulty 

situations. 

Basic 
understanding 
and ability to 

apply the 
competency in 

routine 
situations. 

Solid understanding and 
consistent ability to apply the 

competency in most situations. 

Advanced understanding 
and ability to apply the 

competency in a full range 
of situations. 

Complete 
understanding and 
ability to apply the 

competency creatively 
in the most complex 

situations. 

 
E 
X 
A 
M 
P 
L 
E 
S 
 
 
 

• Can identify 
needs for new 
policies or 
procedures in 
own expertise 
area 

• Needs 
assistance 
when 
proposing 
modification to 
existing 
policies 

 
 

• Understands 
the policy 
development 
process; needs 
more 
application 
experience or 
practice to 
develop more 
complex 
policies. 

 
 

• Can develop advance policies 
and procedures effectively with 
little supervisions 

• Performs comparative analysis 
of policies to identify new policy 
requirements.  

• Effectively obtains approval 
from senior managers or key 
stakeholders for new policies or 
procedures 

• Exercises independent 
judgement regarding the 
development of policies 

 
 

• Specialist knowledge of 
the area. 

• Is relied on to help other 
develop complex new and 
complex policies or 
procedures 

 
 

• Understands how 
policy development 
impacts and relates to 
broader the 
department goals. 

• Determine which 
aspects of policy 
development need to 
be transferred to 
others in order to 
achieve departmental 
goals. 

• Transfers advance 
policy development 
skills and knowledge 
to others. 
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Specialized Knowledge of Relevant Laws, Judicial Process, Procedures and Legal Precedents:  
knowledge of numerous specialized areas of legal practice including constitutional law, administrative law, immigration and refugee law, 
international law and comparative law, among others. This includes also litigation principles, precedents as well as the legal framework 
and relevant acts of federal and provincial departments and agencies.   

 
Progression: from minimal understanding to complete mastery of the subject matter 
 

1 = Foundational 2 = Basic 3 = Intermediate 4 = Advanced 5 = Mastery C 
O 
N 
C 
E 
P 
T 

Minimal 
familiarity and 
ability to apply 

the competency 
in limited-
difficulty 

situations. 

Basic 
understanding and 
ability to apply the 

competency in 
routine situations. 

Solid understanding and 
consistent ability to apply the 

competency in most 
situations. 

Advanced understanding and 
ability to apply the competency 

in a full range of situations. 

Complete understanding 
and ability to apply the 

competency creatively in 
the most complex 

situations. 

 
E 
X 
A 
M 
P 
L 
E 
S 
 
 
 

• Limited 
understanding: 
significant amount 
of learning to be 
done. 

• Demonstrated 
knowledge of 
theoretical basis 
of the judicial 
process, 
procedures and 
legal precedents 

 

• Understands and 
applies the 
relevance of acts, 
laws and 
procedures in 
routine situations 

• Maintain contacts in 
the legal community. 

• Demonstrates basic 
knowledge of the 
theoretical basis of 
legal framework 
relevant to the work 
being performed.  

• Stays abreast of 
issues, trends and 
developments in the 
fields of law.  

• Has a thorough knowledge of 
relevant legislation, well as 
departmental policies and 
procedures  

• Has a thorough knowledge of 
other organizations or 
departments’ relevant 
legislation, policies and 
procedures, and accurately 
applies this understanding on 
the job. 

• Stays up to date with recent 
decisions, development or 
jurisprudence that impacts the 
role being performed. 

• Can exercise independent 
judgment regarding most typical 
legal issues 

 

• Has an in-depth understanding of 
the legal responsibilities of the 
department and departments. 

• Knows best practices, methods, 
techniques and practices of 
advocacy, case preparation/ 
management, comparative legal 
analysis, argument/opinion writing, 
and examination (discovery, 
examination in-chief and cross-
examinations) 

• Has a complete understanding of 
the Canadian judicial system, the 
functioning of Courts and 
administrative tribunals, and the 
impact of their decisions on the 
policy process 

• Knowledgeable in resolving 
significant and complex questions 
relating to operational application 
of laws, regulations, acts, policies, 
etc., that has an impact across the 
department. 

• Has a deep understanding of the 
machinery of government. 

 

• Participates as an expert in 
interdepartmental, national or 
international briefings, 
seminars, and conferences in 
the legal community.  

• Demonstrates expert 
knowledge of the legislation 
and regulations. 

• Explains and coaches others 
on the legal principles, 
practices, rules and 
regulations that are unique to 
the department and are 
relevant to his or her role. 

• Takes full account of the 
department’s obligations 
under all relevant legislation, 
policy and procedures 
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