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Executive Summary


The purpose of this research was to provide HRSD officials with feedback on the usefulness, appeal, clarity and potential effectiveness of An Employer’s Guide to Human Resources Management Using the NOC. Participants were also asked to contribute suggestions for improving this tool. The findings presented in this report are based on twelve 90-minute focus groups conducted across Canada with small- and medium-sized business representatives, as well as directors of voluntary organizations. 


Overall, participants reacted very favourably to the Guide, which they saw as relevant and potentially highly useful to them, as well as to fledgling entrepreneurs. Indeed, of all of the materials (e.g., communications, advertising, tools, web sites, etc.) tested by the Department in recent years, this document ranks among the most positively received. 


Participants saw the Guide as providing them with value in two ways: 1) by raising their awareness of the NOC (a resource that few had heard of but judged to be very useful), and 2) by providing them with food for thought on the various ways that work descriptions could allow them to more effectively manage their human resources.  


There was a high degree of agreement among participants concerning the changes that should be made in order to improve the Guide.  At the broadest level, it was felt that the document should be simplified, shortened and written in a more plain-speaking fashion, with as much use of point-form text and illustrations/graphics as possible. In terms of content, participants suggested having less rationale and explanation of the potential benefits of using work descriptions in favour of more examples of “how” to use them.  


With respect to distribution and advertising, there was agreement that the Guide should be primarily available on-line in order to save on printing and production costs, and especially given that almost all organizations with employees should have easy access to the Internet. It was also felt that the Guide should be advertised to employers through an array of conventional means (e.g., an insert found in GST monthly tax return envelopes, business magazines, business/HR association newsletters, etc.).


Other key participant suggestions include the following:

Cover Page

· Remove references to the NOC, as it will be completely unfamiliar to the vast majority of potential readers. 

· Develop a clearer and more descriptive title, using the term “Job Descriptions”. 

Introduction

· With the exception of its last sentence, the first paragraph should either be omitted or moved to the end of the introduction. The reference to the Cornell study is more likely to evoke images of an ivory tower than it is to lend credibility to the Guide, and should therefore be removed.

· This section should more clearly and succinctly state the Guide’s twin aims: 1) How users can create work descriptions using NOC templates, and 2) How they can use the these descriptions to more effectively hire, train, evaluate and manage employees. 

Chapter 1

· The two NOC-related examples were much appreciated, but consideration should be given to the following suggestions:

· Colours should not be used to facilitate the reading of information. The current olive and grey hues badly miss the mark.

· Use the same NOC profile for all examples in the Guide.

· The differences between the NOC profile and the customized parts of the job description should be easier to see. The careful use of colour would help improve this distinction.

Chapter 2

· Delete obvious information (e.g., why hiring might be required), as well as more theoretical notions in favour of incorporating examples/templates on how to use work descriptions for hiring, training, evaluation, management, etc.

Conclusion

· The Internet address is too long and complicated and should, therefore, be replaced by something that is easier to remember, such as: www.noc.gc.ca.

· Consider adding a list of Government of Canada websites that are relevant to SMEs. 

Annex 1

· Consider deleting it entirely, as it confused participants.

Annex 2

· Consider removing, or adopting a graphic approach to communicating the information (e.g., screenshots of the NOC website with “click” arrows).

Sommaire


Cette étude visait à recueillir, pour les employés de RHDS, des commentaires sur l’utilité, l’intérêt, la clarté et l’efficacité possible de Gérez vos ressources humaines avec la CNP : Un guide à l’intention des employeurs. Les participants étaient aussi invités à formuler des suggestions pour améliorer cette ressource. Les observations réunies dans le présent rapport découlent de la tenue, d’un bout à l’autre du Canada, de douze groupes de discussion auprès de représentants de petites et moyennes entreprises de même que de directeurs d’organismes bénévoles. 


Dans l’ensemble, les participants réagissent très favorablement au Guide, qu’ils jugent pertinent et dont ils sont d’avis qu’il pourrait leur être très utile, ainsi qu’à de jeunes entrepreneurs. En effet, au nombre des ressources que le Ministère a mises à l’essai ces dernières années (p. ex., communications, publicités, outils, sites Internet, etc.), ce document figure parmi celles qui ont reçu l’accueil le plus favorable. 


Les participants estiment que le Guide leur est utile à deux égards : 1) il leur fait connaître la CNP (ressource peu connue chez les participants, qui l’ont jugée très utile) et 2) il soulève des éléments de réflexion sur les multiples façons dont les descriptions de travail pourraient leur permettre de gérer plus efficacement leurs ressources humaines.  


Il y a un niveau élevé d’accord entre les participants quant aux changements qu’il faudrait apporter au Guide pour l’améliorer. En général, ils sont d’avis qu’il faudrait simplifier et abréger le document. Il faudrait aussi le rédiger dans un langage plus clair, en recourant autant que possible au style abrégé et aux illustrations et graphiques. En ce qui concerne le contenu, les participants suggèrent que le document s’attarde moins aux fondements de l’utilisation des descriptions de travail et aux avantages susceptibles d’en découler au profit d’un plus grand nombre d’exemples de « comment » on peut les utiliser.


Aux chapitres de la distribution et de la publicité, les participants conviennent qu’en vue de réduire les coûts d’impression et de production, il faudrait avant tout offrir le Guide en ligne, d’autant plus que presque toutes les organisations réunissant du personnel doivent avoir accès facilement à l'Internet. Ils conviennent aussi qu’il faudrait faire connaître le Guide aux employeurs par l’intermédiaire d’un éventail de moyens conventionnels (p. ex., un encart dans les enveloppes de retour des déclarations mensuelles de TPS, les publications spécialisées, les bulletins du milieu des affaires ou d’associations de RH, etc.).


Voici certaines des autres importantes suggestions des participants :

Page couverture

· Éliminer toute mention à la CNP, étant donné que la grande majorité des lecteurs éventuels ne connaîtront pas le concept. 

· Élaborer un titre plus clair et plus descriptif qui fait appel à l’expression « descriptions de travail ». 

Introduction

· Exception faite de la dernière phrase, il faudrait omettre le premier paragraphe ou le déplacer à la fin de l’introduction. La référence à l’étude de Cornell est plus susceptible de faire penser à une tour d’ivoire que de renforcer la crédibilité du Guide. Par conséquent, il faudrait l’éliminer.

· Cette section devrait énoncer plus clairement et succinctement les deux objectifs du Guide : 1) Comment les utilisateurs peuvent créer des descriptions de travail au moyen des modèles de la CNP et 2) Comment ils peuvent se servir de ces descriptions de travail pour embaucher, former, évaluer et gérer plus efficacement leur personnel. 

Chapitre 1

· Encore que les participants aiment beaucoup les deux exemples liés à la CNP, il faudrait tenir compte des suggestions que voici :

· Il ne faudrait pas se servir de la couleur pour faciliter la lecture de l’information. Les teintes olive et gris retenues ratent complètement la cible.

· Recourir à un seul profil de la CNP pour tous les exemples dans le  Guide.

· Il faudrait que les différences entre le profil de la CNP et les éléments personnalisés de la description de travail soient plus faciles à voir. Une utilisation judicieuse de la couleur aiderait à clarifier cette distinction.

Chapitre 2

· Éliminer les évidences (p. ex., pourquoi il pourrait être nécessaire d’embaucher) ainsi que les notions plus théoriques au profit d’exemples ou de modèles de l’utilisation des descriptions de travail dans l’embauche, la formation, l’évaluation, la gestion, etc.

Conclusion

· L’adresse Internet est trop longue et compliquée. Par conséquent, il faudrait lui substituer une adresse plus facile à mémoriser, comme : www.cnp.gc.ca.

· Envisager d’ajouter une liste de sites Internet du gouvernement du Canada qui sont pertinents pour les PME. 

Annexe 1

· Envisager de l’éliminer complètement,  car elle a embrouillé les participants.

Annexe 2

· Envisager de l’éliminer ou d’adopter une approche graphique pour communiquer l’information (p. ex., instantanés d’écrans du site Internet sur la CNP avec flèches à cliquer).

1. Introduction: Objectives and Methodology

1.1 Objectives


The National Occupational Classification (NOC) is the authoritative reference on occupational information in Canada. The NOC offers analyses of over 30,000 occupations, and is used daily by thousands of people, from companies and organizations to individuals looking for career information, to understand the jobs found throughout Canada's labour market. An Employer’s Guide to Human Resources Management Using the NOC was created to enable smaller-sized enterprises to use the NOC as a tool in the day-to-day administration of their business. 

The primary purpose of the research was to provide HRSD officials with feedback from small business owners and HR managers on the Guide’s usefulness, appeal, clarity and potential effectiveness at promoting the NOC as a tool for managing human resources. Specifically, the following issues were examined in the focus groups:

· Current uses of work descriptions:

· Extent of use of formal/written work descriptions;

· Approach used for developing work descriptions;

· Benefits of using work descriptions; and 

· Reasons for not using work descriptions.

· Initial reaction to the Guide (e.g., relevance, appropriate level of complexity, appropriate level of detail, language, tone, etc.).

· Detailed reaction to the Guide’s key segments (e.g., cover, introduction, chapters, annexes):

· Clarity of meaning;

· Relevance and interest;

· Language and tone;

· Appropriateness of length and level of detail;

· Strengths and weaknesses; and

· Suggestions for improvement; 

Communications, marketing and distribution:

· Current methods for receiving information from governments and business groups;

· Preferred methods and suggestions for receiving the Guide; and

· Suggestions for advertising the Guide. 

1.2 Methodology


A total of 12 focus groups were conducted during the last two weeks of May 2006 with a cross-section of randomly selected representatives of small- and medium-size enterprises (SMEs). Two 90-minute groups were held during the same evening in each of the following six centres: Halifax, Montreal, Peterborough, Regina, Calgary and Vancouver. 


Twelve participants were recruited for each group to ensure that between seven and eight participated. The composition of the focus groups was consistent across all 12 groups, based on the following criteria:

· SMEs defined as companies or NGOs employing between 2 and 99 people on a part-time or full-time basis.
 

· Eight of the 12 confirmed participants in each group were owners of a company without a dedicated HR manager (i.e., the owner is the de facto HR manager). In addition, three of these eight confirmed participants were SME owners that employ between two and four employees. 

· Four of the 12 confirmed participants in each group were dedicated SME HR managers. 


In addition to the above core recruitment criteria participants collectively represented SMEs from a diversity of industries. 


The focus groups lasted 90 minutes and took place in dedicated facilities. The discussions in Montreal were in French. Participants received a $125.00 cash incentive for taking part in the research.


A common focus group moderator’s guide was developed to address the study objectives and issues. Feedback on Annex 2 of the booklet, which provides instructional information on the NOC site’s search engine, was obtained by walking participants through the NOC web site in order to gauge the extent to which they retained information from the Annex. A laptop computer and projector were used for this segment of the focus groups.


Participants received a copy of the Guide by e-mail or courier a few days prior to the evening of their focus group. This gave people a chance to familiarize themselves with it ahead of time, thereby maximising the amount of focus group time devoted to obtaining feedback on the Guide and keeping reading time to a minimum.
 

1.3 A Note on Qualitative Research


The primary benefit of focus group discussions is that they allow for in-depth probing with participants on behavioural habits, perceptions and attitudes related to the subject matter. The group discussion also allows for flexibility in exploring other areas as they arise that may be pertinent to the investigation. Focus groups allow for a more textured understanding of the issues at hand in that the thoughts or feelings are expressed in the participants’ own language. The focus group technique is used as a means of developing insight and direction, rather than quantitatively precise or absolute measures. Due to the inherent biases in the technique, the data cannot be projected to any universe of individuals. While every effort was made — within the recruiting parameters — to balance various demographic characteristics when recruiting participants, these groups (and therefore the findings drawn from them) may not be said to be representative of the larger population as a whole. For the reader’s ease, these findings are depicted to some extent as definitive and representative — this is, however, true only for the universe represented by these participants. 

2. Detailed Findings


The Guide appears to respond to a small business need, and clearly has the potential to contribute to professionalizing human resources management practices among this vital segment of Canada’s economy.


Overall, the Guide was very well received by participants. Almost everyone saw it as a useful tool for themselves, as well as other businesses, particularly novice entrepreneurs. Few participants had heard of the NOC and one of the most oft-heard remarks in the focus groups related to participants’ wishing that they had known about it sooner: “This would have been so helpful last year.” “I wish I would have know about this before we spent the money on a consultant to write job descriptions.” It was also apparent that the Guide had a significant persuasive impact: “I didn’t think that job descriptions were something for my business, but now I can see how it could help with a few things.”


Participants put forward a wide range of suggestions for improving the guide, and there was a great deal of consistency in what they recommended. Primarily, it was felt that the guide should be simplified and shortened, stripped of what people considered to be academic or highfalutin language and its occasionally paternalistic tone. For example, everyone agreed that the term “job descriptions” was much more familiar, relevant and down-to-earth than the tem “work descriptions”, which is found throughout the Guide. More substantively, participants wanted less rationale and explanation of the potential benefits of using work descriptions, in favour of more examples of “how” to use work descriptions to accomplish key HR management-related tasks. 


The detailed findings from the research are presented below.

2.1 Current Use of Work Descriptions


About half of the HR managers and owners who participated in the research were currently using formal, written work descriptions. A few other participants explained that they employed informal descriptions: “When we hire someone, we write down what we are looking for and expect them to do it. But that’s it.” The rest of the participants knew what a work description was, but did not in any way make use of them. Organizations that were employing written work descriptions as an HR management tool tended to have at least 10 to 12 full-time employees. 


Collectively, participants identified a number of reasons for using formal work descriptions. At the broadest level, some business people said that it helped them to manage rapid growth: “We started just my wife and I, and then we had a couple of people, but things really took off. Once we hit about 20 people, we had to start writing down what everyone was supposed to be doing.” Similarly, others spoke about how the use of work descriptions helped to inject order and discipline in their organization: “You get to a point where you have four people doing the same thing and no one really looking after another part of the business. Writing job descriptions forces you to look at your company as a whole. It’s part of being better organized.” 


More specifically, participants explained how they relied on work descriptions to assist their organization with one or two HR issues, including: 

· Hiring employees (and contractors): Used to develop a job posting/advertisement and to convey the nature of a job and scope of responsibilities to candidates. Some also said that they incorporated work descriptions within employment contracts. It is also important to note that a few employers said that many of their employees request a work description. 

· Conducting performance reviews/evaluations: Work descriptions were said to facilitate the implementation of formal, written and regular performance reviews: “Once you have a job description, then doing a formal performance review is easy because it’s all down on paper and both of you agreed to it when the guy was hired.” Related to the issue of evaluation, some participants noted that it was easier to terminate an employee when a written job description is in place: “It sort of protects you, I think. You can point to specific things. And it’s good if you end up in front of the Labour Board. 

· Fostering workplace harmony: Many participants said that work descriptions helped them reduce the confusion and animosity that can occur when employees are unsure about where their responsibilities end and another employee’s begins. 

· Establishing a balanced and comprehensive division of labour: Developing job descriptions for all positions within an organization was said to allow managers to ensure that no area, duty or function “slips through the cracks”. Similarly, the exercise sheds lights on areas of duplication and neglect.

· Responding to regulations or union requests: A number of participants indicated that they had been compelled by a union or by their provincial workers compensation board to develop job descriptions: “Given the kind of business we’re in, we have a lot of injuries and compensation claims. You can’t send a guy for a claim without a job description and you need it for when the guy comes back to identify the duties he can and can’t do.” 


Some of the participants representing organizations that did not currently utilize written job descriptions had been contemplating their development and use: “I’ve been thinking about it for about a year.” Most others, however, explained that they had never seen a need for having work descriptions. These were often owners of smaller businesses employing unskilled or semi-skilled labour, and/or businesses with low turnover: “Five of my seven guys have been with me for over 10 years. They know their job and it doesn’t change much.” These participants were also likely to feel that work descriptions only made sense for large businesses.

2.2 Initial Reaction to the Guide


As noted in the introductory chapter, most participants had spent 10 to 30 minutes reading the Guide prior to the discussion, while others were given a chance to peruse it for a minute or two. Initial reaction to the document was usually positive, with words such as “useful”, “valuable” and “clear” often used to describe it. Those who had a neutral or negative reaction to the Guide were unlikely to have spent much time reading it before coming to the focus group. They were also unlikely to employ work descriptions as an HR management tool: “I spent some time looking at it on my way over here while I was driving. But like I said earlier, I don’t really this as relevant to a smaller business like mine.” 


Overall, it seemed as though participants who were most likely to employ work descriptions and who have some HR experience and expertise, were also more likely to devote attention to the Guide. This did not mean, however, that the Guide was preaching to the converted. With the exception of a few participants, those who were already making use of work descriptions indicated that they found the Guide thought provoking, for example, because it provided them with potential new ways of incorporating work descriptions within their HR management practices: “We use work descriptions to advertise and to give to employees when we hire them, but I think we’ll start using them as part of performance evaluations. I had never thought of that.” In addition to providing new ideas and “refresher” information pertaining to the use of employment descriptions, participants agreed that simply finding out about the NOC and how it could be used as a basis from which to develop work descriptions represented significant value in itself. 


Participants were able to grasp the point of the Guide, which was most often summarized as: 1) promoting the NOC to small businesses, and 2) educating small businesses about the different ways that work descriptions can be used by employers. At the same time, many said that the purpose of the Guide was not immediately apparent. In some cases, participants complained that it took them 10 minutes to appreciate its purpose: “I didn’t really get it until I realized that there’s a website, but that’s on page 15.” There was general agreement that it should be much easier for potential readers of the Guide to quickly understand what it is about and how it could help them, and the cover and introduction were identified as key to conveying this. It is important to note that while most participants spent at least 10 minutes going through the Guide as part of this study, most estimated that they would spend under 30 seconds deciding on the Guide’s worth in a real-world context: “I’d say that for government stuff like this, you have about 10 to 20 seconds to get my attention, and it took me a lot longer than that to understand what this NOC is and how it might help.” 


A few participants, notably in Calgary, dismissed the Guide as a waste of tax dollars. They felt that it had little relevance to their business, either because they were confident in their ability to develop and use work descriptions or because they were simply uninterested in the topic. It seemed, however, that most of these participants’ criticism was based at least as much on a belief in minimalist government as it was on the document per se: “I don’t want the Government using my tax dollars to tell me how I should run my business.” The spectre of the Long Gun Registry was raised as the example par excellence of bureaucratic incompetence and profligacy: “After that and other examples of waste, I just think they should stick to the basics.” 


It is important to note that these and other participants often assumed that the NOC system had been created by the federal government specifically to help business people develop job descriptions: “How many millions is this going to cost?” This concern was abated, however, once participants understood that the NOC was in fact an existing classification system developed by Statistics Canada and others to facilitate labour market and other research. Having understood a little about the origins of the NOC and the Guide’s relation to it, some went on to praise the Department’s effort to increase awareness of an existing tool as providing value to business people at relatively low cost to the public: “Okay, well now this makes more sense. It’s a good idea.” “I’m glad you cleared that up because it was bugging me.” 


People often commented on the document’s format during this initial segment of the discussion. Overall, it was judged to be fair to good. In particular, participants liked the large font and the use of text boxes to highlight key passages. Most also liked the size (i.e., width and height) of the publication. On the negative side, most felt that the Guide was too long given the fairly straightforward information it aims to convey. As noted previously, many also felt that the colours and graphic design were poor: “It looks like it was done in the 1980s.” Some participants thought that the Guide contained “too much white space”, particularly at the end of the Guide, while others were annoyed by the many times that the Guide referred them to information “below” when it was in fact contained on the following page.

2.3  The Cover


Overall reaction to the cover ranged from mildly positive to very negative, with the majority of participants feeling that significant changes were warranted. The cover’s positive elements centered on the fact that was it was clearly identifiable as a Government of Canada publication, thereby imbuing the Guide with a certain amount of credibility in the eyes of many participants: “If it’s from the Government, and it’s obvious that it is, it gives it credibility.” Collectively, participants felt that the cover suffered from the following two weaknesses: 

· The design was seen as “boring” and “bureaucratic”, suggesting to many that what it contained promised to be “technical” and “dry”: “It doesn’t grab my attention. It looks like a hundred other government publications out there.” Many felt that the design should centre on photos of people at work. Similarly, there was agreement that more vibrant colours should be used.

· The title and sub-title do not effectively convey the Guide’s purpose and potential utility to people who are unfamiliar with the NOC (which represented about 90 per cent of focus groups participants): “NOC reminds me of taxes, forms and Revenue Canada.” “The cover doesn’t tell you what it’s about.” The consensus view was that the title and/or sub-titles should incorporate “job descriptions”: “At a minimum, just take out ‘the NOC’ and put in ‘Job Descriptions’. Some felt that the title should be even more explicit about the contents: “It should say: ‘A Guide to Developing and Using Job Descriptions’.”

2.4 The Table of Contents 


A number of participants said that they most often relied on a document’s table of contents in order to gauge their potential interest in the subject matter. Overall reaction this part of the guide was positive, as participants felt that it conveyed the contents in clear and concise fashion. Other than that, a few people commented that the title of Section A in Chapter 2 should use the more familiar term “training” instead of “learning”: “In our business we talk about training. Learning sounds like you’re sending people on long courses.” 

2.5 The Introduction


The introduction elicited a lukewarm reaction from participants. Generally, people felt that it was “dry” and only somewhat effective at engaging the reader and explaining why business people should read the Guide. 


There was overall agreement that the introduction should be simplified and shortened, using bullets to simply and succinctly describe the Guide’s purpose and the benefits one could expect to derive from reading it: “It should be more like the table of contents. It should say: This guide tells you how to develop job descriptions for your business using an existing free database. It also tells you how to use job descriptions for hiring, performance evaluation and training.” 


More specifically, there was agreement that the first paragraph should be moved to the end of the introduction or removed altogether because it had little explanatory value. Starting the Guide with a reference to a study by an American university was judged to be wrongheaded given the intended audience. While some people felt that referencing the Cornell study added some credibility to the Guide and the ideas in it, most were put off by it; it signalled that the contents would be academic, technical and difficult for a self-made entrepreneur to relate to. Some also reacted negatively to the fact that a Canadian publication was referencing a foreign study: “I’d get rid of that first paragraph, except the last sentence where it tells you what it’s about. I don’t care about Cornell. What do a bunch of American professors know about my business?” 


Many people also suggested that the NOC URL be given more prominence in the Guide, either on the cover and/or the introduction: “You only find out at the end that there’s a site. It’s confusing because you kind of think that the booklet is the NOC, but it can’t be because it’s too short. So you think you’re missing something.” 

Chapter 1: Creating Work Descriptions that Fit Your Business Needs


This chapter was very well received by participants. It was thought to be very clear, well presented and useful. For example, it was apparently very easy for participants to understand that the purpose of the chapter was to introduce the NOC and to show how an employer could adapt a “generic” NOC profile to meet his or her needs. Most participants were of the view that the chapter’s text needed few if any changes (“It think it’s fine the way it is”), while some thought the text could be shortened and that the authors should make greater use of bullets. 


Quite a few participants noted from the Guide that work descriptions could be used to compare positions to better establish pay rates. This was very interesting to a number of them, leading some to ask if the NOC included typical rates of pay. The fact that it does not caused some confusion given what they had just read in the Guide. This led to agreement in some groups that this NOC-derived benefit be explained in clearer fashion. In addition, some noted that Chapter 2 did not include a section on how employers can use work descriptions to better establish pay rates: “It funny because it’s the only one out of the four that’s not explained in the next chapter and it’s the only one that’s not obvious to me.”


The “bookkeeper” example of an NOC profile found on page 6 of the Guide attracted much attention from participants. First, people agreed that information presented in some form other than paragraphs (e.g., bullets, graphs, tables, charts, etc.) was much more likely to catch their eye: “When you first flip through it, you notice things like that because it’s not just text and it has colour.” Second, participants felt that it was very informative and helpful for them to see what an actual NOC profile looked like, particularly given their very low level of familiarity with NOC: “You see that and you understand it right away. You can imagine how to use it.” Even some of the participants who had described the Guide as being of little use to them found something of interest in the example: “Actually, it was useful to see the headings they use.” 


On the negative side, almost everyone felt that the example was very difficult to read. Some thought that this was due to there being too much information on a single page; others pointed to the relatively small font; and many felt that the example’s dark colours submerged the text: “I mean, you’ve got olive green on grey with black writing. That’s hard on the eyes.” Some suggested that the explanatory text boxes should be removed in order to lessen the amount of information displayed on the page, and because the boxes blocked out some the profile’s text. Others liked the boxes and suggested that the example be displayed on two pages: “That way, you can keep the boxes and you can put them more to the side so that they don’t block the text.” 


The work description for “Baker/Cashier” was clearly understood by participants as an example of a work description developed by a bakery to meet its specific needs using an NOC baker “template”. Its format was also easily digestible: “Maybe if you just got rid of the colours in other one it would be okay.” People felt that this example was both useful and encouraging, particularly participants who had felt that the development and use of work descriptions might be “too advanced” for them and their business: “To be honest, I didn’t go through the book much. It just looked complicated. But you can see with these two examples that the NOC is just a template you can use to make your own descriptions.” Indeed, some people felt that using the term “template” in the Guide would help to demystify the NOC. 


A number of participants wondered aloud why two examples in Chapter 1 were based on different NOC profiles (i.e., bookkeeper and baker). Some thought that it was to show the breadth of profiles contained in the NOC, and they liked this conveyance of diversity: “It’s emphasizing that there are many different profiles. Also, I like that one job is an office job and the other is more labour.” Most participants, however, thought that the chapter’s main thrust -- the tailoring of employment descriptions based on a NOC profile template, would be more effectively conveyed using a consistent profile: “I would use the same one. It seems more logical, like ‘here is the starting point and now here’s how it’s been adapted’.” It is also important to note that the idea of using the same NOC profile in the two examples contained in Chapter 1 lends itself well to incorporating additional examples of how to use work descriptions in Chapter 2, a suggestion that (as noted below) was heartily endorsed by participants. 

2.6 Chapter 2: Using The
Work Descriptions


This chapter often generated mixed reactions from participants. Most felt that it was not as strong as the first one, and several recommendations were made. 


First, participants agreed that the type of information contained in the chapter was useful to almost everyone and particularly so for novice entrepreneurs and for business people without much experience using work descriptions: “It’s good to tell people how they can use job descriptions once you’ve told them how they can build them using the NOC.” 


The primary criticism made of Chapter 2 was that the text was sometimes redundant and overly focused on providing readers with “rationale” and “justification” for using work descriptions, as opposed to elucidating practical approaches for using them. Moreover, many participants felt the Guide’s authors were going to significant lengths to elaborate notions that were relatively intuitive: “I don’t need to know why I might need to hire someone. I think I’ve got a pretty good handle on that.” And, some thought that the text at times strayed from its hitherto clear focus on work descriptions into the jargon-filled realm of business theory: “It sort of drifts, talking about technology transfer and succession planning. I kind of glossed over that.” 


There was agreement that Chapter 2 could be significantly improved if it were shortened and conveyed information through the use of bullets. With respect to content, people thought it was relevant to discuss how work descriptions could be used for hiring, training and evaluation, but that some of the text should be substituted for examples. There was strong agreement among participants that it would be very useful for them to see examples of how a work description could be used to develop an employee performance evaluation tool, a training plan and an employment advertisement: “The idea that you can use a job description to evaluate performance is pretty straightforward. You don’t need to convince me of that. But what I do need is an example of how to do it.” Some participants suggested that the same template used in Chapter 1 also be used as the basis of any examples incorporated into Chapter 2, giving the Guide the look and feel of a case study: “That would be good! Then it’s even more real. Here’s how the owner started, with the NOC template, then here’s how he did his own job description, then here’s the ad he put in the newspaper, then here’s the employee evaluation sheet and so on.” 


In addition to the key suggestions outlined above, some participants felt that it would have been useful for them to know more about how to use the NOC and work descriptions to better establish rates of pay. Also, some felt that Chapter 2 should contain a few words on how work descriptions can be used to help employees understand their responsibilities, thus contributing to a more harmonious and collegial work atmosphere: “That’s a big one for us. It’s the main reason we have them.” Other potential work description uses identified by participants included: guiding employee career development/advancement; improving relations with labour unions; and allowing employees to make insurance claims related to on-the-job injury or long-term illness. 

2.7 The Conclusion


The conclusion was thought by most participants to be fine as is. Comments tended to revolve around the length and complexity of the NOC web address: “It’s way to long and hard to remember. No one is going to remember that.” 


At various points in the discussion, participants sometimes made comments or suggestions related to government web sites. For example, a few suggested that the text could refer readers to a website for obtaining more information about a particular issue: “You could do a PhD on performance evaluations, but for a guide like this a few bullets is fine. Then you give a website address for those who want more information.” One participant suggested that government websites relevant to small business be listed somewhere in the Guide, perhaps on the back page or another part of it that currently contained “white space” (e.g., at the end of the Conclusion section). This idea was raised in subsequent groups and received strong unanimous support from participants.

The Annexes

a) Annex 1: The NOC classification system


Most participants hadn’t spent much time reviewing the annexes prior to attending the focus groups. Those who did sometimes found Annex 1 confusing. For example, some wondered why they were not able to find their own occupational category. Other said that they had trouble understanding how the last two digits in the NOC code work. Perhaps more significantly, a majority of participants who had read at least some of Annex 1 assumed that they needed to understand the NOC code system in order to be able to search the NOC website, something that some found a little discouraging: “Well yes, I thought I had to know this in order to use the site and I couldn’t really figure it out. If it’s just background I’d take out.” 


It is important to note that some participants found Annex 1 interesting, straightforward and/or did not assume that one needed to grasp the NOC system in order to use the NOC website. 


In the end, the drawbacks associated with the inclusion of Annex 1 led most people to suggest that it be removed; that it include a clear statement that the Annex contains background information and is not crucial to using the NOC website; or that its contents be greatly simplified. With respect to the later comment, some suggested that one could use arrows to indicate what each digit in an example code means. 

b) Annex 2: How to use the
NOC search engine available over the Internet 


Participants were asked to spend a few minutes reading Annex 2 in preparation for an interactive demonstration of the NOC search engine in which they would be asked to direct hypothetical searches. It became quickly apparent that few people were able to focus on Annex 2 for more than 30 seconds (e.g., participants began chatting with each other, or put the Guide down). 


The results of the simulated searches of the NOC site reinforced participants’ apparent lack of interest in the Annex. In short, very few participants were able to direct a search in a manner consistent with the approach outlined in Annex 2. Rather, participants adopted a trial and error approach to searching, something they later agreed was their preferred method: “As soon as I see the website address I would just go and start looking around. If the site is any good, I should be able to figure it out.” This participant, as well as others, assumed that the NOC site would at least in part be designed with first-time small business users in mind. This belief, coupled with their usual approach to looking for information on the Internet, suggested to most that Annex 2 was superfluous and should therefore be deleted, or, greatly simplified using screen shots of the website and/or bullets to convey instruction: “I would keep something, but show a picture of the site with arrows of where to click.” “I don’t think we need to be told to click “English” if we want to look at the site in English. I think we can figure that out.”

c) Annex 3: Frequently
Asked Questions


Time constraints did not allow for much discussion of Annex 3. It was, however, raised occasionally by participants who, more often than not, thought it was a good idea: “You usually see an FAQ on a website, but I think it’s neat to see it here.” “I like that they tell you where to get help if you can’t find an answer to your question.” 

2.8 Communications, Marketing and Distribution


The last segment of the focus groups was devoted to obtaining participants’ advice for efficiently distributing the Guide to businesses/organizations such as theirs. The first and foremost participant suggestion was that the Government of Canada include the Guide, or an advertisement for the Guide, in one of the “regular” mail-outs it sends to Canadian businesses: “They could put it in the payroll or tax stuff that we get.” 


A few participants expressed concern about the expense involved in mass-mailing Guides to businesses throughout Canada: “How many thousands of these are going to end up in the recycle bin or on some shelf? I don’t think they should mass mail them.” Many participants came to agree with this view, leading to a consensus view that the Guide should be advertised to businesses, and that those who are interested would be able to order or download it from an Internet site. As this part of the discussion progressed, the idea of making the Guide available exclusively on-line increasingly struck people as the most sensible approach to distribution: “There’s no waste that way, and it’s cheaper for the Government because people are using their own paper and printers.” There was also agreement that it was a good idea to have a limited number of printed guides available in certain locations, such as government offices, business/entrepreneurship centres and business conferences and trade shows.


It seemed that half of the business participants in the focus groups belonged to one or more business or professional associations (e.g., Better Business Bureau, local chamber of commerce, CFIB, HR professionals, etc.). They suggested that the Guide be advertised through such local and national associations/groups (e.g., e-mails, newsletters, at meetings, etc.). A few also thought it made sense to target professional accountants, given the important advisory role that some accountants play in the life of a small business: “My accountant gets all this type of information. He goes through it and passes along the stuff he thinks is worth my attention.” There was also some support for advertising the Guide in selected business magazines and newspapers.

3. Conclusions and Recommendations


The document was very well received by participants. It was generally thought to be useful, informative and reasonably clear. It was apparent that many participants were very pleased to have discovered that they could use NOC profiles as templates for developing their own work descriptions. The document was also successful at providing small business people with ideas and food for thought about how to use work descriptions.


The Guide suffers from a number of easily correctable weaknesses. Primarily, the document’s content, style and cover were felt to be fairly dry and academic. Perhaps the best example of this lies in the Guide’s use of the term “work descriptions”, which participants found to be foreign and likely born out of political correctness. Everyone preferred “job descriptions”. Moreover, participants thought that the Guide should focus more on providing them with examples of how to use work descriptions to manage human resources, rather than a rationale for doing so -- Chapter 1 was felt to be much superior to Chapter 2 in this regard. Finally, their was consensus that the document, including the annexes, should be shortened and should make greater use of bullets and graphic displays of information. 


Other suggestions that flow from this research include the following:

a) Cover page

· Remove references to the NOC, as it will be completely unfamiliar to the vast majority of potential readers. 

· Develop a clearer and more descriptive title, using the term “Job Descriptions”. Perhaps something along the lines of: “A Handbook for Developing and Using Job Descriptions”

b) Table of contents

· No changes required.

Introduction

· With the exception of its last sentence, the first paragraph should either be omitted or moved to the end of the introduction. The reference to the Cornell study appears to do more harm than good and should be dropped.

· This section should clearer and succinctly state the Guide’s twin aims: 1) How to create job descriptions using NOC templates, and 2) How to use the job descriptions to more effectively hire, train, evaluate and manage employees. 

c) Chapter 1

· The text should be reviewed with an eye to removing redundant sentences and information that the average small business person would find obvious/condescending. 

· Here, as well as throughout the document, the use of sub-sections, headings and point-form/bullets should be used as much as possible.

· The two NOC-related examples were much appreciated, but consideration should be given to the following suggestions:

· Colours should not be used to facilitate the reading of information. The current olive and grey hues badly miss the mark.

· Use the same NOC profile for all examples in the Guide.

· The differences between the NOC profile and the customized parts of the job description should be easier to see. The careful use of colour would help.

d) Chapter 2

· Consider the use of “training” rather than “learning plans”.

· Delete obvious information (e.g., why hiring might be required), as well as more theoretical notions in favour of incorporating examples/templates on how to use work descriptions for hiring, training, evaluation, management, etc.

Conclusion

· Participants believed the Internet address to be overly complicated and would prefer something a long the lines of www.noc.gc.ca.

· Consider adding a list of Government of Canada websites that are relevant to SMEs. 

e) Annex 1

· Consider deleting it entirely, as it confused participants.

f) Annex 2

· Consider removing, or adopting a graphic approach to communicating the information (e.g., screenshots of the NOC website with “click” arrows).

g) FAQs

· Well received. No changes required.

h) Distribution

· The Guide should not be printed for mass distribution, but instead made primarily available on the Internet. A limited quantity of printed Guides will be required for display in Government offices, as well as at conferences, trade shows and other SME gatherings. 

· Consider informing businesses about the Guide through advertising (e.g., an insert found in GST monthly tax return envelopes, business magazines, business/HR association newsletters, etc.).

Appendix A

Focus Group Moderator’s Guide(s)
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noc Focus groups

final guide 

May 15, 2006

1.
Introduction (5 minutes)

Hello, my name is Pat from Ekos [briefly describe the contractor].  We have been contracted by the government of Canada to conduct a discussion group to obtain feedback on a booklet aimed at assisting enterprises with HR management. Participation in this focus group is voluntary. Your responses will not affect your present on future involvement with the federal government. Your responses will also be administered in accordance with the privacy act and other applicable privacy laws.  The report that will be written will provide aggregate results only and no comments will be linked back to you.  
· Purpose of the discussion.

· Explanation of format and “ground rules”:

· Discussions are being audio taped and observed by members of the research team. Your comments will remain confidential.

· Please try to speak one at a time.

· There aren’t any right or wrong answers to the things we’ll be talking about — we’re just looking for your honest opinions.

· It’s okay to disagree.  Please speak up even if you think you’re the only one who feels a certain way about an issue.  It’s also okay, though, if you change your mind based on things you hear or new information.

· Moderator’s role: raise issues for discussion, watch for time and make sure everyone has a chance to participate.
· Participant introductions: First name; nature of business and role within company.

2.
Current Use of Work Descriptions (10 minutes)

Research published in 2005 by Cornell University shows that employee management practices and small business success are linked. Also, findings from surveys and meetings and discussions with small and medium-sized businesses in Canada point to a general lack of HR management skills and access to HR information, which in turn, lead to difficulties in retaining employees, a lack of knowledge about good HR planning and management practices, difficulties in forecasting future skills needs, etc. 
1.
How do you react to these findings?

· Do you believe that there is a link between employee management practices and a business’s success?

· To what extent could your company benefit from more and better HR-related information?

· How would you define HR-related information?

2.
One aspect of HR management and planning is the development of work descriptions. According to the research, some of the benefits of having up-to-date work descriptions include: 

· Facilitating the hiring of employees by better matching skills to the job's requirements
· Assisting in comparing positions internally to better establish pay rates

· Offering factual information for employees on the skills needed to advance in the organization

· Assessing skills gaps to better target training and professional development

· Provide a reference point from which to evaluate employee performance

3.
To what extent, if at all, does your organization use work descriptions?

· Do you have written work descriptions for all of the positions within your organization or just some of them? 

· What type of information do these work descriptions typically include (e.g., title, duties, employment requirements, etc.)?

· How often do you update the work descriptions?

· Have you ever heard of the National Occupational Classification (NOC)?

· What do you use these work descriptions for?  What purpose do they serve?

4.
Based on your experience, do you believe that having work descriptions can help a company such as yours obtain these benefits? Why do you say that?

5.
How interested would you be in a free guide that would introduce you to how to use work descriptions to help improve your company’s HR strategies? 

· Please take a minute to write down a few ideas on what a free guide for developing and using work descriptions should include in order for it to useful to you? 

3.
Overall Reaction to the Guide (20 minutes)

Let’s turn to the Guide: An Employer’s Guide to Human Resources Management Using the NOC. [Participants will have received the Guide prior to attending the focus group.] You have had a chance to look at it on your own time, as well as in the waiting area, but please take 10 minutes or so to go over the document again (including the annexes). Feel free to highlight parts that you find particularly good, useful or effective, as well as those parts that you might find poor, confusing or not useful. 

6.
To begin, what would you say is the guide’s purpose? And, at what type and size of business is this aimed primarily aimed?

· Having reviewed the Guide, how interested are you now in using the NOC and visiting the NOC web site? For what purpose would you want to use the NOC? Can you recall reading anything in particular that encouraged you to do so?

· For those of you who are less or not at all interested in using the NOC, can you tell us a little bit about why that is? What impact did the Guide have on your thinking?

7.
What is your overall reaction to the guide?

· How useful could this guide be to you? Under what circumstances?

· How effective do you think the guide is at encouraging you to use the NOC/visit the NOC website?

· Do you think this guide can be effective in your company? What impact do you think it could have in your workplace? 
· What did you think of the guide’s tone and language?

· What did you think of the guide’s format and look?

4.
Detailed Reaction to the Guide (30 minutes) 

8.
Let’s take some time to go through the guide together, starting with the introduction [Moderator leads participants through Guide’s main sections:  probing for the following:]
· Overall clarity

· Tone/language

· Usefulness of the information

· Weaknesses/confusing aspects

· Suggestions for improvement

9.
Which chapter or section you thought was the most useful, practical? Why?

5.
Website Walk-Through Based on Annex 2 (20 minutes)

As some of you noted, the Guide encourages people to visit the NOC website. Specifically, Annex 2 of the Guide tells you how to use the NOC search engine available over the Internet. Let’s walk through Annex 2 while browsing the NOC web site. The idea is to see how clear the instructions in Annex 2 are.

The moderator will present the NOC web site by means of an Internet-connected laptop and a projector. The moderator will ask participants to read a section of Annex 2 and to provide direction on how to proceed based on what they read. The moderator will probe for consistency of understanding amongst participants, clarity, points of confusion and suggestions for improvement.  

6.
Wrap-Up (5 minutes)

10.
Now that we have had a chance to go through the Guide in some detail, as well as had an opportunity to look at the website, I’d like to know what your overall view of NOC is? 

· How useful a tool could the NOC be for your organization?  

· Will you use it? Why? Why not?

11.
How useful is the Guide (e.g., drawing your attention to NOC, explaining how the NOC could be useful to your organization, explaining how the NOC works and how you can use it)?

12.
Can you think of any information that might be missing from the guide (e.g., unanswered questions)? 

13.
Please write down one to three key suggestions you would make for improving the Guide?

14.
Where would you expect to be able to find this Guide? How should business people be made aware of the existence of this Guide? 

THANK YOU VERY MUCH FOR YOUR PARTICIPATION!
 The information regarding this research may be requested from Human Resources and Social Development under the Access to Information Act.  The project name is: National Occupational Classification Focus Groups (Spring 2006). Instructions for making formal requests are provided in the publication Info Source, copies of which are located in local Service Canada centres or at the following Internet address: http://infosource.gc.ca/.
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DISCUSSIONS DE groupE SUR LA CNP

guide fINAL 

15 MAI 2006

1.
Introduction (5 minutes)

Bonjour. Je m’appelle Pat et je travaille chez Ekos [décrire brièvement l’entreprise]. Le gouvernement du Canada nous a chargés de mener une discussion de groupe pour recueillir des commentaires sur un guide visant à appuyer les entreprises dans la gestion des RH. La participation à cette discussion de groupe est volontaire. Vos réponses n’auront aucun effet sur vos relations actuelles ou futures avec le gouvernement fédéral. Elles seront traitées conformément aux dispositions de la Loi sur la protection des renseignements personnels et des autres lois de même nature. Le rapport qui sera rédigé ne renfermera que des résultats globaux et aucune observation ne pourra vous être attribuée.  
· But de la discussion.

· Explication du format et « règles de base » :

· Les discussions sont enregistrées sur bande sonore et observées par des membres de l’équipe de recherche. Vos propos vont demeurer confidentiels.

· Efforcez-vous d’intervenir à tour de rôle.

· Il n’y a pas de bonne ou de mauvaise réponse aux questions que nous allons aborder— nous cherchons simplement à connaître le fond de votre pensée.

· Il est permis d’être en désaccord. Exprimez-vous même si vous vous croyez la seule personne à être d’un certain avis. Il est aussi permis de changer d’opinion après avoir entendu celle des autres ou obtenu des éclaircissements.

· Rôle du modérateur : soulever les questions à aborder, surveiller le temps et veiller à ce que tous les participants aient l’occasion d’intervenir.
· Présentation des participants : prénom, nature du travail et rôle dans l’entreprise.

2.
Utilisation actuelle des descriptions de travail (10 minutes)

Une étude de l’Université Cornell publiée en 2005 indique qu’il y a un lien entre les pratiques de gestion du personnel et le succès des petites entreprises. En outre, il ressort des observations recueillies auprès de petites et de moyennes entreprises canadiennes dans le cadre de sondages, de rencontres et de discussions qu’en général, ces dernières n’ont pas suffisamment de compétences en gestion des RH et d’information sur les RH. Compte tenu de ces lacunes, les entreprises éprouvent des problèmes au chapitre du maintien en poste des employés, leurs connaissances sur les règles de la pratique pour la planification et la gestion des RH sont insuffisantes, et elles ont de la difficulté à prévoir les besoins futurs de main-d’œuvre qualifiée, notamment. 
1.
Que pensez-vous de ces observations?

· Seriez-vous d’accord pour dire qu’il y a un lien entre les pratiques de gestion des employés et le succès d’une entreprise?

· Dans quelle mesure la communication d’une masse plus importante de renseignements de qualité sur les RH profiterait-elle à votre entreprise?

· Qu’est-ce que de l’information sur les RH, selon vous?

2.
L’élaboration de descriptions de travail est un élément de la gestion et de la planification des RH. Voici certains des avantages qui accompagnent la tenue à jour de descriptions de travail, selon l’étude. Les descriptions de travail…

· favorisent l’embauche d’employés, car elles permettent une meilleure adéquation entre les compétences et les exigences du poste;
· favorisent la comparaison des postes entre eux, à l’interne, en vue de mieux établir les taux de salaire;

· présentent aux employés des renseignements factuels sur les compétences à acquérir pour progresser dans l’entreprise;

· permettent une évaluation des lacunes de compétences afin de mieux cibler la formation et le perfectionnement professionnel;

· établissent des points de repère en fonction desquels évaluer le rendement des employés.

3.
Dans quelle mesure votre entreprise utilise-t-elle les descriptions de travail, si elle le fait?

· Dans votre entreprise, y a-t-il une description de travail établie par écrit pour chacun des postes, ou pour certains d’entre eux seulement? 

· Quel genre de renseignements figurent habituellement dans ces descriptions de travail (p. ex., titre, fonctions, exigences liées à l’emploi, etc.)?

· À quel intervalle ces descriptions de travail sont-elles mises à jour?

· Avez-vous déjà entendu parler de la Classification nationale des professions (CNP)?

· Comment vous servez-vous de ces descriptions de travail? Quelle est leur utilité?
4.
En vous fondant sur votre expérience, seriez-vous d’accord pour dire que l’établissement de descriptions de travail pourrait aider une entreprise comme la vôtre à tirer parti de ces avantages? Et pourquoi donc?

5.
Dans quelle mesure seriez-vous intéressé à recevoir gratuitement un guide, qui exposerait la façon d’utiliser les descriptions de travail, en vue d’améliorer les stratégies de RH de votre entreprise? 
Accordez-vous un peu de temps pour mettre par écrit vos idées quant aux éléments qui vous seraient utiles dans un guide gratuit sur l’élaboration et l’utilisation de descriptions de travail. 

3.
Réaction générale à l’égard du guide (20 minutes)

Maintenant, en ce qui concerne le guide : le Guide de l’employeur sur la gestion des ressources humaines au moyen de la CNP. [Nous aurons fait parvenir le guide aux participants avant la tenue de la discussion de groupe.] Vous avez eu l’occasion d’examiner le guide dans vos temps libres et, de nouveau, lorsque vous étiez dans la salle d’attente. Accordez-vous tout de même une dizaine de minutes pour examiner le document encore une fois (y compris les annexes). N’hésitez pas à surligner les éléments que vous jugez particulièrement réussis, utiles ou efficaces, de même que ceux que vous jugez peut-être mauvais, déroutants ou encore,  inutiles. 

6.
En premier lieu, quel serait selon vous le but du guide? D’autre part, des entreprises de quel type et de quelle envergure le guide cible-t-il principalement?

· Maintenant que vous avez parcouru le guide, dans quelle mesure êtes-vous intéressé à utiliser la CNP et à consulter le site Internet sur la CNP? À quelle fin êtes-vous susceptible d’utiliser la CNP? Vous souvenez-vous d’avoir lu quelque chose en particulier qui vous ait encouragé dans cette voie?

· Si la CNP vous intéresse moins, voire pas du tout, pouvez-vous expliquer brièvement pourquoi c’est le cas? Quel effet a eu le guide sur votre opinion à cet égard?

7.
Quelle est votre réaction générale à l’égard du guide?

· Dans quelle mesure le guide pourrait-il vous être utile? Dans quelles circonstances?

· Dans quelle mesure le guide est-il parvenu à vous encourager à utiliser la CNP ou à consulter le site Internet sur la CNP?

· À votre avis, le guide pourrait-il être utile dans votre entreprise? Selon vous, quelles répercussions pourrait-il avoir dans votre milieu de travail? 
· Qu’avez-vous pensé du ton et du niveau de langue adoptés dans le guide?

· Qu’avez-vous pensé du format et de la présentation du guide?

4.
Réactions détaillées à l’égard du guide (30 minutes) 

8.
Prenons le temps d’examiner le guide ensemble, à commencer par l’introduction [le modérateur passe en revue les principales sections du guide avec les participants en cherchant à approfondir les dimensions suivantes : ]
· Clarté en général
· Ton ou niveau de langue

· Utilité de l’information
· Points faibles ou déroutants
· Améliorations possibles
9.
Quelle est la section, le chapitre, la ou le plus utile ou pratique, selon vous? Et pourquoi donc?

5.
Exploration du site Internet selon l’annexe 2 (20 minutes)

Comme certains d’entre vous l’ont observé, le guide encourage les lecteurs à consulter le site Internet sur la CNP. Plus particulièrement, l’annexe 2 du guide explique comment utiliser le moteur de recherche sur la CNP, qui est accessible sur Internet. Nous allons donc passer en revue l’annexe 2 tout en explorant le site Internet sur la CNP afin d’établir dans quelle mesure les consignes présentées dans l’annexe sont claires.

Le modérateur présentera le site Internet sur la CNP au moyen d’un ordinateur portatif ayant une connexion à Internet et d’un projecteur. Le modérateur demandera aux participants de lire une section de l’annexe 2 puis d’indiquer comment il faut procéder selon ce qu’ils ont lu. Le modérateur cherchera à approfondir l’uniformité de la compréhension entre les participants, la clarté, les points déroutants et les améliorations possibles. 

6.
Récapitulation (5 minutes)

10.
Suite à notre révision plus détaillée du guide et à notre examen du site Internet, j’aimerais connaître vos opinions générales sur la CNP. 

· Dans quelle mesure la CNP pourrait-elle être utile dans votre entreprise?  

· L’utiliserez-vous? Pourquoi donc? Pourquoi pas?

11.
Dans quelle mesure le guide est-il utile (p. ex., faire connaître la CNP, faire valoir à quels égards la CNP pourrait être utile dans votre entreprise, expliquer le fonctionnement de la CNP et la façon de s’en servir)?

12.
À votre avis, est-ce qu’il manque des renseignements dans le guide (p. ex., questions sans réponse)? 

13.
Veuillez formuler par écrit une à trois suggestions d’améliorations visant le guide.

14.
Selon vous, où le guide devrait-il être disponible? Comment devrait-on informer les  gens d’affaires de la disponibilité du guide? 

MERCI BEAUCOUP DE VOTRE PARTICIPATION!
 On peut se renseigner sur la présente recherche auprès de Ressources humaines et Développement social en vertu de la Loi sur l’accès à l’information. Le projet s’intitule Discussions de groupe sur la Classification nationale des professions (printemps 2006). La marche à suivre pour la présentation d’une demande officielle figure dans la publication Info Source dont on peut se procurer un exemplaire au Centre Service Canada le plus près de chez vous ou à l’adresse Internet suivante :  http://infosource.gc.ca/.

Appendix B

Appendix B: Recruitment Screener

14648 – NOC

Respondent Name ____________________________________________________

Home Phone #: _________________________________________________________________

Business Phone #: ______________________________________________________________

E-Mail:_________________________________________________________________________

Group #:_______________________ Recruiter:_______________________________________

Recruit 12 per group 

GROUP 1 

GROUP 2


GROUP 3

GROUP 4 

TUESDAY 

TUESDAY 


WEDNESDAY 

WEDNESDAY 

MAY 23RD 

MAY 23RD 


MAY 24TH 

MAY 24TH  

5:30 PM 

7:00 PM 


5:30 PM 

7:00 PM 

SME


SME



SME


SME

HALIFAX

HALIFAX


REGINA 

REGINA 

GROUP 5

GROUP 6


GROUP 7

GROUP 8

THURSDAY 

THURSDAY 


FRIDAY


FRIDAY 

MAY 25TH 

MAY 25TH 
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Hello, I'm ________________ from Research House.  We are conducting research for the Government of Canada.  We are telephoning to invite small and medium-seized business owners and human resource managers to attend a group discussion on human resources management issues. The discussion will be held on (See above date).  May I speak to the Owner or HR manager please? (If “no”, thank and terminate)
We will be asking a small number of business owners and HR managers like you to sit down and give ideas and opinions about human resource management issues. We are having a number of these sessions across Canada, including in your city and we would be delighted to having your participation.

Your participation is completely voluntary and your decision to participate or not will not affect any dealings you may have with the federal Government.  The information is being collected under the authority of the Privacy Act and other applicable privacy laws.  The full names of participants will not be provided to the government or any other third party.  Also, the government will only receive the final results of the study in the form of a report, which will contain non-identifying aggregate information.  May I continue?  (If “no”, thank and terminate)

I would like to take 5 minutes of your time right now to ask you a few questions to see if you fit the profile of the type of people we are looking for in this research.




Yes………………………………..1




No…………………………………2 – THANK AND TERMINATE 

INDICATE: 

Male………………………………..1 – AS IT FALLS 




Female…………………………….2 – AS IT FALLS 
1.
Are you or is any member of your household or immediate family employed in, or ever been employed in:







1



Ever 






No 

Yes 

No 

Yes 

Market Research


(   )

(   )

(   )

(   )


Marketing


(   )

(   )

(   )

(   )


Public Relations


(   )

(   )

(   )

(   )


Any media (Print, Radio, TV)
(   )

(   )

(   )

(   )



A member of ACTRA

(   )

(   )

(   )

(   )


Advertising


(   )

(   )

(   )

(   )


Government 


(   )

(   )

(   )

(   )


Education 


(   )

(   )

(   )

(   )

IF YES TO ANY OF THE ABOVE – THANK AND TERMINATE

2.
As I mentioned, we are looking to invite owners and HR managers to a discussion about human resource issues. Can you please tell me which of the following six choices best describes your role in the organization with respect to human resource management? 

Owner, with all HR responsibilities (   )

Owner with most HR responsibilities (   )

Owner with little or no HR responsibilities (   ) – THANK AND TERMINATE AND ASK TO SPEAK WITH THE HR MANAGER  

Full time HR manager (   )

Part-time HR manager  (   )

Not an owner and have no HR responsibilities (   ) – THANK AND TERMINATE AND ASK TO SPEAK WITH OWNER OR HR MANAGER


Owner ………………………….…1 – 8 PER GROUP  


Full-time HR Manager…………..2 – 2-4 PER GROUP  


Part-time HR Manager………….3 – MAXIMUM 2 PER GROUP – SKIP TO Q.4
3.
Approximately, how many employees are there employed within your organization full and part -time?


_____________________________
 SPECIFY 


Under 2………………………………
1 – THANK AND TERMINATE
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2 – 14 ………………………………..
2 


15 – 29 ……………………………….
3


30 – 44……………………………….
4
ALL MUST MENTION ENSURE A GOOD MIX OF EMPLOYEE SIZES


45 – 59………………………………..5
(SMALL / MEDIUM / LARGER) MIN. 1 OWNER MUST MENTION 2 TO 


4 EMPL


60 – 74………………………………..
6       


75 – 99 ……………………………….7


Over 100………………………………8 – THANK AND TERMINATE

4.
In what industry is your company/organization with which you are employed? ENSURE A GOOD MIX


Manufacturing………………………..
1


Construction …………………………
2


Retail………………………………….
3


Hotel/hospitality………………………4

Automotive Repair…………………..
5


Transportation ………………………
6


Food Service…………………………
7


**Non-Government/Voluntary organization …
8 – 1 HR MANAGER/EXECUTIVE DIRECTOR MUST MENTION**  


Other (specify)_______________________
9 
5.
May I please have the company/organization’s name?


______________________________________ - SPECIFY
6.
Participants in group discussions are asked to voice their opinions and thoughts, how comfortable are you, in voicing your opinions in front of others?
 Are you….


Very Comfortable……………………………1 – MIN 50% PER GROUP

Comfortable………………………………….2

Fairly Comfortable…………………………..3


Not Very Comfortable……………………….4 – THANK AND TERMINATE 


Very Uncomfortable…………………………5 – THANK AND TERMINATE 

7.
Have you ever attended a focus group or one to one discussion for which you have received a sum of money, here or elsewhere?


Yes…………………………………………….1 – MAX (50%) PER GROUP

No……………………………………………...2 – SKIP TO Q. 14a
7b.
When did you last attend one of these discussions?


___________________________________________________________


TERMINATE IF IN THE PAST 12 MONTHS 

7c.
How many focus group or one –to-one discussions have you attended in the past 5 years?



__________________________________


(SPECIFY) IF MORE THAN 5 – THANK AND TERMINATE 

7d.
Would you please tell me the topics discussed?


_______________________________________________________________________________


IF GOVERNMENT –  THANK AND TERMINATE 

8.
Have you been invited to another of these focus groups or interviews in the near future?


Yes……………………………………..1 – THANK AND TERMINATE 


No……………………………………....2

9.
Sometimes participants are asked to write out their answers on a questionnaire or watch a TV commercial during the discussion.  Is there any reason why you could not participate?


Yes……………………………………..1 – THANK AND TERMINATE 


No……………………………………....2

NOTE: IF RESPONDENT OFFERS ANY REASON SUCH AS SIGHT OR HEARING PROBLEM, A WRITTEN OR VERBAL LANGUAGE PROBLEM, A CONCERN WITH NOT BEING ABLE TO COMMUNICATE EFFECTIVELY – THANK AND TERMINATE 
IMPORTANT:
The session is 1 1/2 hours in length, but we are asking that all participants arrive 10 minutes prior to the start time of the session. Are you able to be at the research facility 10 minutes prior to the session time?  

Yes.......1              

               No........2 – TERMINATE

All participants in this study are asked to bring to the group PICTURE IDENTIFICATION.  If you do not bring your personal identification then you will not be able to participate in the session and you will not receive the incentive fee.  Will you be bringing along your ID?

Yes.......1              

               No........2 – TERMINATE

The group discussion will last approximately 1 1/2 hours and we offer each participant a $125.00 in cash to cover their travel and displacement expenses. I should also tell you that the groups will be audio - taped for research purposes and members of the research team will be observing the discussion from an adjoining room. Your responses will not affect your present of future involvement with the federal government.  Your responses will also be administered in accordance with the Privacy Act and other applicable privacy laws.  The report that will be written will provide aggregate results only and no comments will be linked back to you.  The information regarding this research may be requested from the department of Human Resources and Social Development under the Access to Information Act.  The project name is: Qualitative Testing of the NOC Publication (Spring 2006).  Instructions for making formal requests are provided in the publication Info Source, copies of which are located in local Service Canada centres or at the following Internet address: http://infosource.gc.ca/ 

[   ] CHECK TO INDICATE YOU HAVE READ THE STATEMENT TO THE RESPONDENT.
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INCENTIVE: $125 

LENGTH OF GROUP: 1 1/2 hours 

LOCATIONS:


Halifax – May 23rd  
Peterborough – May 30th

Focal Research
Research House

7071 Bayers Road,
Portage Place Mall

Suite 326,
1154 Chemong Road, Unit 50B

902.454.8856
705.745.0670

Fax: 455.0109
Fax: 745.0497

Regina – May 24th  
Montreal – May 31st

The COR Group
MBA (Mayer, Bourbonnais & Aube)

1840 McIntyre Street,
1470 Peel Street, Suite 800,

306.359.3371
514.284.9644


Fax: 565.2177




Fax: 284.0668


Calgary – May 25th  

E-Style Studios 

1011 1st Street SW

Suite 520

403.770.0296

403.668.7307

Vancouver – May 26th  

Vancouver Focus

1177 Hornby Street,

Main Floor,

604.689.5511

Fax: 689.2013

14648 – NOC

Nom du répondant : _________________________________________________________

# résidence : ________________________________________________________________

# affaire :___________________________________________________________________

Courriel : ___________________________________________________________________

Groupe # : _________________Recruteur :________________________________________
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FRANÇAIS

Bonjour/Bonsoir, mon nom est________________ de Québec Recherches.  Nous menons présentement une recherche pour le Gouvernement du Canada.  Nous vous appelons aujourd’hui pour inviter des propriétaires de PME et des gestionnaires de ressources humaines à un groupe de discussion au sujet de questions qui touchent la gestion des ressources humaines.  La discussion aura lieu le 31 mai.  Puis-je parler au propriétaire ou au gestionnaire des ressources humaines?  (Si ‘non’, remerciez et terminez)

Nous demanderons à un nombre restreint de propriétaires et de gestionnaires des ressources humaines de s’asseoir avec d’autres personnes pour donner leurs idées et opinions au sujet de questions qui touchent la gestion des ressources humaines.  Nous mènerons plusieurs de ces séances à travers le Canada, et aimerions que vous participiez à une de celles qui se déroulera à Montréal.

Votre participation à cette recherche est entièrement volontaire et votre décision d’y participer ou non n’affectera en rien les interactions que vous pourriez avoir avec le gouvernement fédéral. Toute information recueillie, utilisée et/ou dévoilée ne sera utilisée qu’à des fins de recherche seulement et sera traitée conformément aux exigences de la Loi sur la protection des renseignements personnels.  Les noms des participants ne seront pas divulgués au gouvernement ni à toute autre tierce personne.  En outre, le gouvernement recevra les résultats finals de l’étude sous forme de rapport, qui ne contiendra que l’ensemble des informations sans vous identifier.  Puis-je continuer?  (Si ‘non’, remerciez et terminez)

Puis-je vous poser quelques questions afin de voir si vous vous qualifiez pour cette étude? 



Oui………………….1



Non…………………2 – REMERCIEZ ET TERMINEZ

PRÉCISEZ:
Homme................... 1 –  SELON LE SORT 



Femme................... 2  – SELON LE SORT

1.
Est-ce que vous-même ou un membre de votre foyer ou famille immédiate travaillez ou avez déjà travaillé dans l’un des domaines suivants :       





                                   1
                                        Déjà 






Non 

Oui 

Non 

Oui 

Recherche en marketing

(   )

(   )

(   )

(   )


Marketing


(   )

(   )

(   )

(   )


Relations publiques

(   )

(   )

(   )

(   )


Les médias (Presse, radio,TV)
(   )

(   )

(   )

(   )



Membre de l’ACTRA / l’UDA
(   )

(   )

(   )

(   )


Publicité



(   )

(   )

(   )

(   )

Gouvernement


(   )

(   )

(   )

(   )

Éducation


(   )

(   )

(   )

(   )

SI OUI À N’IMPORTE QUEL DOMAINE CI-DESSUS – REMERCIEZ ET TERMINEZ
2.
Comme je vous le disais, nous voulons inviter des propriétaires de PME et des gestionnaires de ressources humaines à une discussion au sujet de questions qui touchent aux ressources humaines. Pouvez-vous me dire lequel parmi les six choix suivants décrit le mieux votre rôle dans votre organisation en ce qui a trait à la gestion des ressources humaines? 

Propriétaire, responsable de tout ce qui a trait aux RH 

  (   )

Propriétaire, responsable de la plupart de ce qui a trait aux RH

  (   )

Propriétaire, pratiquement aucune responsabilité en ce qui a trait aux RH (   ) – TERMINER ET DEMANDER À ÊTRE TRANSFÉRÉ AU GESTIONNAIRE DES RH  

Gestionnaire des RH à temps plein

      
 

  (   )

Gestionnaire des RH à temps partiel



  (   )

Aucune responsabilité en ce qui a trait aux RH, n’est pas propriétaire
  (   ) TERMINER ET DEMANDER À ÊTRE TRANSFÉRÉ AU GESTIONNAIRE DES RH OU AU PROPRIÉTAIRE


QUOTA :

Propriétaire ……………………………………………………….1 – 8 PAR GROUPE

Gestionnaire des RH à temps plein …………………….……...2 – 2-4 PAR GROUPE

Gestionnaire des RH à temps partiel …………………………..3 – MAXIMUM 2 PAR GROUPE – 



PASSER À Q.4

3.
Environ combien d’employés à temps plein et à temps partiel votre entreprise emploie-t-elle?


_____________________________ PRÉCISER 


Moins de 2
1  
REMERCIER ET TERMINER

2 – 14 ………………………………..2 
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15 – 29 ………………………………3
TOUS DOIVENT FAIRE PARTIE D’UNE DE CES CATÉGORIES

30 – 44……………………………….4
S’ASSURER D’UN BON MÉLANGE DE NOMBRE D’EMPLOYÉS


45 – 59……………………………….5
(PETIT / MOYEN / PLUS ÉLEVÉ) MIN. 1 PROPRIÉTAIRE DOIT 


60 – 74……………………………….6
MENTIONNER 2-4 EMPLOYÉS

75 – 99 ………………………………7



Plus de 100
8 
 REMERCIER ET TERMINER

4.
Dans quelle industrie œuvre l’entreprise ou l’organisation pour laquelle vous travaillez? S’ASSURER D’UN BON ÉQUILIBRE


Fabrication….……………………………………………..
1


Construction …………………………
……………………2


Détail………………………………….
……………………3


Hôtel/hébergement…..……………………………………4

Réparations automobiles…………..……………………..5


Transport……. ………………………
…………………….6


Services alimentaires.………………
…………………….7


**Organisme de bienfaisance non gouvernemental …..8 
**DOIT ÊTRE MENTIONNÉ PAR 1 GESTIONNAIRE RH OU 

Autre (préciser)_______________________________9      
 PROPRIÉTAIRE

5.
Pourriez-vous me donner le nom de votre entreprise ou organisation?


______________________________________ - PRÉCISER
6.
Nous demandons aux participants du groupe de discussion d’émettre leurs opinions et leurs idées devant d’autres personnes.  Jusqu’à quel point êtes-vous confortable de le faire?  Êtes-vous... 

 
 Très confortable.......…….…..1 – MIN 50 % PAR GROUPE

    
 Confortable...............….....….2


 Plutôt confortable...................3


 Pas très confortable...............4|- REMERCIEZ ET TERMINEZ

     
 Très inconfortable…...……....5|- REMERCIEZ ET TERMINEZ

7a. 
Avez-vous déjà participé à un groupe de discussion ou une entrevue face-à-face pour lequel vous avez reçu une somme d’argent, ici ou tout autre endroit?


Oui.......................................... 1 – MAX (50 %) PAR GROUPE

               Non.........................................2 – PASSEZ À LA Q.8

7b.
À quand remonte votre dernière participation?

  
____________________________________________________

TERMINEZ SI AU COURS DES 6 DERNIERS MOIS 

7c.
À combien de groupe de discussions ou d’entrevue face-à-face avez-vous participé au cours des 5 dernières années?  

_______________________________________________  

(PRÉCISEZ) SI PLUS DE 5 – REMERCIEZ ET TERMINEZ
7d.
Pouvez-vous me donner le(s) sujet(s) discuté(s)? 

 ________________________________________________________________                    

             
SI GOUVERNEMENT -  REMERCIEZ ET TERMINEZ

8.
Avez-vous été invité à un autre groupe de discussion ou entrevue face-à-face prochainement? 


Oui………………………………….....
1 – REMERCIEZ ET TERMINEZ


Non…………………………………....
2

9.
Parfois, nous demandons aux participants de répondre à un questionnaire par écrit ou de regarder une publicité à la télévision.  Y a-t-il une raison pour laquelle vous ne pourriez pas y participer?


Oui………………………………….....
1 – REMERCIEZ ET TERMINEZ


Non…………………………………....
2

REMARQUE : TERMINEZ SI LE RÉPONDANT OFFRE UNE RAISON TELLE QU’UN PROBLÈME VISUEL OU AUDITIF, UN PROBLÈME DE LANGUE PARLÉE OU ÉCRITE, UNE PRÉOCCUPATION QUANT À SA CAPACITÉ DE COMMUNIQUER EFFICACEMENT – REMERCIEZ ET TERMINEZ 

IMPORTANT :

La séance durera une heure et demie, cependant nous vous demandons d’arriver 10 minutes à l’avance.  Serez vous en mesure de vous présenter à la salle de recherche 10 minutes avant la séance?
Oui.........1              

            
Non....... 2 – TERMINEZ
Tous les participants sont demandés d’apporter une piÈce d’identitÉ AVEC PHOTO au groupe. Si vous n’apportez pas une pièce d’identité, vous ne pourrez pas participer au groupe et ne recevrez pas d’incitatif. Allez-vous pouvoir amener une pièce d’identité ?

Oui.........1              

            
Non....... 2 – TERMINEZ

Le groupe de discussion durera environ 2 heures et en guise de remerciement pour votre participation, vous recevrez la somme de  125 $ pour couvrir vos frais de déplacement. Je dois aussi vous dire que les groupes seront enregistrés sur support audio pour les besoins de la recherche et que des membres de l’équipe de recherche observeront la discussion d’une salle voisine. Tout ce que vous direz n’affectera en aucun cas votre interaction présente ou future avec le gouvernement fédéral. Vos réponses seront traitées conformément aux exigences de la Loi sur la protection des renseignements personnels. Le rapport qui sera émis ne contiendra que l’ensemble de l’information et aucun commentaire ne sera lié à vous. L’information par rapport à cette étude peut être demandée par le département des Ressources Humaines et Développement social Canada sous la Loi sur l’accès à l’information. Le nom du projet est : examen qualitatif de la Publication CNP (Printemps 2006). Les instructions pour faire une demande formelle vous sont procurées dans la publication d’Info Source, dont des copies sont retrouvées dans des centres locaux de Service Canada ou à l’adresse suivante : http://infosource.gc.ca/ 

[   ] COCHEZ POUR INDIQUER QUE VOUS AVEZ LU L’ÉNONCÉ AU RÉPONDANT.
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INCITATIF : 125 $ 

DURÉE DE LA SÉANCE : 1 1/2 heure

LIEU :

Montréal – 31 mai 

MBA (Mayer, Bourbonnais & Aubé)

1470, Peel

Bureau 800

514-284-9644

Téléc. : 284.0668
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Research published in 2005 by Cornell University shows that
employee management practices are linked directly to small
business success' Recognized worldwide, the National
Occupational Classification {NOC} derives from analysis of the
Canadian labour market and describes occupations in words com-
monly used in the Canadian economy?. This guide is designed to
provide you with information on how the NOC can increase the use-
fulness of your human resources management tools and processes

Developed in partnership with human resources management experts
from the Canadian Council of Human Resources Associations
(CCHRA), this Guide will explain how to

* use the NOC to create work descriptions specific to any
business’ needs; and

* use the work descriptions to help you manage your human
resources more efficiently.

Throughout the Guide, additional sources of information are also
provided to assist Canadian businesses

Whitten specifically for smaller organizations, this Guide provides basic
information on key aspects of human resources management
Keeping that in mind, the information throughout the guide can be an
asset for businesses and organizations of all sizes

1 Caliins, C, Ericksen, J. & Allen, M. (20061, Human Resousoe Management Fractices, Workforoe Alignment, and Firm
Porformance Ithaca, N.Y: Comel University, School of Industrial and Labour Relations, Centre for Advanced Hurman
Resources Studes. Working Paper Series

2.1f you have never used the NOC, we encourage you to read Amnex 1 1o acquire a better understanding of the logic
behind the stucture of this dassificaion system
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CREATING WORK DESCRIPTIONS THAT FIT YOUR
BUSINESS NEEDS

In general, a work description lists what employees do on the job
and how they do it. It usually includes a job title, a description of the
tasks performed and information on working conditions. It can also
include employment requirements such as education, knowledge,
skills, personality traits and any other attributes that the employer
requires for that position

Developing and keeping work descriptions up-to-date can benefit a
company by
* assisting in comparing positions to better establish pay rates,

* offenng factual information for employees on the skills needed to
advance in the company,

* assessing and identifying skill gaps and increasing effectiveness
of formal or on-the-job training, skills upgrading and professional
development strategies,; and

* providing a reference point from which to evaluate employee
performance

How the National Occupational Classification can help
with creating work descriptions

The occupational profiles found in the NOC cover all jobs in the
Canadian labour market. They also provide detailed information on
the work performed by employees and the education and skills
required to do the work® Written with a consistent language and
logic, the information found in the NOC can play a key role in helping
companies develop work descriptions that respond to their specific
business needs

3. Please read to Arnax 1 for an overview of the NOC
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The information in the NOC profiles provides an overview of the occu-
pation and is based on research and interviews with workers, employ-
ers and specialists. As such, each NOC profile of an occupation repre-
sents what is generally expected from employees in terms of duties
and employment requirements

Below 1s an example of what an NOC occupational profile
looks like. The text boxes explain the sections of the profile
and provide tips on how the information can be used to
create work descriptions specific to your organization

The information in the

NOC profiles provides
an overview of the

occupation and is
based on research
and interviews with

waorkers, employers
and specialists.
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NOC profile for Bookkeeper

1231 Bookkeepers

Sr——

NOC Code and Title

Use this titls or any of the example titles 1o help name your
job. The cods situates the occupation in the NOC structure
and is used as a key for other labour market applications.

Bookkeepers maintain complete sets

used far recording financial tra
employed throughout the pri

Example Titles

ons, and pravide persanal bookkeeping services. They are
and public sectors, gr they

Lead Statement
Use the description, or part of it, to
help summarize the work performed.

accounting bookkeeper
2> View all ftles

bookkeeper
-

View all titles

Click on this link in any occupational
dsscription to view an expanded list of titles
used for this specific occupation, in addition
10 the example tiles listed above.

Baokkeepers perform some or all of the fol

owing duties:
*  Keep financial recards and establish, maintain and balance various accounts using manual and

computerized bookkeeping systems
* Post joumal entries and recongile accounts
ledgers and prepare fnancal statements
« Calculate and prepare cheques for payrall
+ Complete and submit tax remittance forms,
forms and other govemment documents

+ Prapare taxretuns and perform other personal bookkeeping servicss
« Prepare other stafistical, financial and accounting reports.

Employment requirements
+  Completion of secondary school is required.

+ Completion of a college program in accounting, bookkee| enter the occupation, Including education,

or

Completion of two years (first level} of a recognized prof}
(e.g., Chartered Accounting, Certified General Accountin| essential to the job such as experience with

or

Courses in accounting or bookkeeping combined with several years of experience as a financial

or accounting clerk are required.

Additional information

Main Duties

Using these statements as a starting
point can help you describe the main
duties of your job and update or modify
them 1o fit your needs.

general

ntribution

Employment Requirements
These are prerequisites normally needed 1o

wraining, experience, certification and abilties.
You may add other skils, abilties or qualities

certain kinds of software.

Additional Information
Usually includes information about carser

+  Progression to professional accounting occupations is posq Progression within the occupation andjor

Classified elsewhere

additonal certfication possibilites within the
occupation.

I

+ Accounting and Related Clerks (1431}
« Banking, insurance and Other Financial Cler|
« Financial Auditors and Accountants (1111)

+ Payrolt Clerks (1432)

Classified Elsewhere

Provides links to similar jobs in the NOC. Considering
these other jobs can help you find or design a description
that most closely fits your company's specific nesds.

Classification Structure -1

Classification Structure
Organizes accupations based on skill yps (.. accupations in the
field of *business, finance and administration”) at various skill levels.
The NOC code for all accupations classified under *Business, Finance
and Administration’” starts with the number 1.





[image: image9.jpg]When using the NOC, you may find that the descriptions match the
work performed in jobs within your company or that your jobs are si-
milar but adjustment or tailoring is required to reflect specifics within
your business. Also, some of the positions in your compa-
ny may have tasks that span more than one occupation

Therefore, you can adapt the information found in the NOC
using your own words to describe the work performed by
employees, or combine the information from different NOC
descriptions to better identify the job performed by your
employees. Take what is useful from the NOC descriptions
as a starting point and customize the information to fit your
business needs

To clearly define the work performed by employees, work descriptions
for your business could also identify specific working conditions that
are not listed in the NOC. Examples include

* health or safety hazards (e.g. working with dangerous matenal);
* shift work or long hours {e.g. overtime);

* working in unusual conditions {e.g. underground, isolated loca-
tions);

* physical requirements {e.g. lifting, standing for long perods
of time);

* location (e.g. downtown or outside the city); and
* frequent traveling

Below is an example of a typical work description for a baker (NOC
code 6252} who also works as a cashier (NOC code 6611). ftalicized
information comes from the NOC, while the non-italicized information
was added to provide readers with a realistic work descnption for the
position of baker / cashier

Take what is useful
from the NOC descrip-
tions as a starting

point and customize
the information to fit

your business needs.

Chapter 1
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Work Description for Baker / Cashier

Main functi
The baker / cashier prepares bread, muffins, pies, cakes and cookies. As a
cashier, he / she works in the bakery serving customers and operates the cash
register. The employee in this position may work in any of the two positions as
directed by the owner.

Reports to:
Owner

The baker / cashier performs the following duties

- Prepares dough for pies, bread and rolls and sweet goods, and prepares
batters for muffins, cookies, cakes, icing and frostings according to recipes
or special customer orders

- Operates machinery

Bakes mixed dough and batters

- Frosts and decorates cakes or other baked goods

Monitors inventory to ensure bakery has sufficient tools, products and

ingredients for next workday and informs owner if additional tools,

products and ingredients are required

- During periods of less activity, works on creating new baked goods to increase

and improve the offerings to clients

Provides information to customers

Identifies price of goods and receives payment by cash, credit card

or automatic debit

- Accepts and records telephone orders

Performs any other duties related to the position of baker / casher,

as directed by the owner

Working conditions:

- Workweeks are 5 days including weekends and nights, 8 hours per day.
Days off are determined monthly based on a forecasted schedule

- The baker / cashier is frequently exposed to heat and noise

- The job requires standing for long periods of time

- Completion of high-school

- Completion of a four-year apprenticeship program for bakers

- Provincial trade certification from a recognized establishment is an asset

- Punctual and reliable, the baker / cashier understands that the cooking installation
and tools are under his / her responsibility during his / her workdays

- Courteous manner with the public
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Note that over time, every business evolves and work descriptions
may need to be updated to reflect the changing nature of the
company and the work being done. How often you update your
work descriptions depends on your specific business needs
Work descriptions can be as flexible as you want

With your detailed work descriptions in hand, you can, as
we will see in the next chapter, more precisely determine
the learning needs of your employees, evaluate their
performance and, if required, hire new employees

How often you update

your work descriptions
depends on your spe-
cific business needs.
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USING THE WORK DESCRIPTIONS

Building from Chapter 2, this chapter will explain how an organization
can use the work descriptions as a basis to

A. create learning plans for employees,
B. evaluate employee performance; and

C. hire employees

A. Improving the skills of employees through
learning plans

The work descriptions created by using the NOC can be excellent
tools for identifying the training and development needs of employees
and for creating learning plans. By using learning plans, an organiza-
tion can target the knowledge and skills requirernents of employees
Learning plans are a tool that can also prepare organizations for future
business challenges, such as the introduction of new technology, new
products and services or increased business competition

Creating learning plans can have a very positive impact on your organi-
zation: By identifying and then building on improving employees’ skills,
a new business line can be handled by someone who already knows
the organization, its culture and possibly the clients themselves. Doing
so would help create stronger bonds between the organization and
employees, assisting the company to retain its best employees. Other
reasons why learning plans may benefit your company in the long run
include

Continuous improvement and innovation: In today’s knowledge-
based econormy, organizations need to be aware of new develop-
ments taking place in their field of business. A company that identifies





[image: image13.jpg]and supports the skills development of its employees is a company
that increases its chances of not falling behind competitors. To create
a culture of learning, you may want to reinforce the importance of
skills upgrading with your employees, clearly communicating your
expectations and underlining the targets you want them to achieve
The work descriptions you have built are tools to help you facilitate
this learning culture

Technological change: Faced with ongoing technological change,
most Canadian organizations need to regularly redefine roles, duties,
and skills requirements for certain positions. YWhen job requirements
change, comparing the position's current work description to new
requirements can help a manager identify skills gaps and identify the
learning and training needs of employees to fill the gaps

Succession planning: In many businesses there are positions that
if left unoccupied when someone leaves will negatively impact the
company. By identifying the employment requirements of those
positions, a manager can more easily identify the skills required
should the vital position becorne vacant. Through basic planning and
use of work descriptions, you can target the skills current employees
need to acquire, develop dedicated learning plans and protect the
company from potential problematic situations

B. Evaluating employee performance

Chapter 2

Supporting your employees’ efforts in skills and knowledge | Effective management
acquisition may benefit your company in the short and long | of empleyees perfor-
term. You may also want to determine with them how you mance has a positive
intend to measure the benefits of the training they receive impact on productivity

By making training an integral component of your business,
you can establish the basis on which your employees could

be evaluated in the future g

and company perfor-
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Research has shown that effective management of employee per-
formance has a positive impact on productivity and company perform-
ance. Evaluating employees on a regular basis can help in:

communicating more clearly with staff about their role, work objec-
tives, expectations and performance,

identifying key performers for promotion or those ready
for a new challenge within the company,

providing supportive documentation to acknowledge
employee contributions; and

evaluating employee progress after training, and identifying any
remaining gaps

To establish performance standards and evaluate employees,
you could

1

Use the work descriptions you created with the information con-
tained in the NOC, listing the duties of each employee’s position,

Describe the level of performance that is expected in ways that
can be measured {quality or quantity of work performed) for each
of the duties you want to evaluate;

Make the timing of evaluation clear: annual, monthly or based on
another timeframe;

Provide concrete feedback on the objectives sought by the
employer and employee. A simple rating scale such as “did not
meet objectives’ “met objectives” and “surpassed objectives”
may be applied. Providing more information can also help em-
ployees better understand what can be improved

Suggest ways in which the employee can improve. This could
include on-the-job training, certification or change of behaviour
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Chapter 2

If your employees regularly exceed their work objectives, ensure that
they continue to be motivated and challenged to help your company
grow and prosper. Discuss with them other types of work they might
like to do. Through these discussions you may identify those ready for
promotion or those ready to move into other areas of responsibility.

Closing the loop: from training to performance evaluation
to training

With the performance evaluation results in hand, a company can more
easily establish the training needs of its employees and develop dedi-
cated learning plans to help them improve

Subsequent performance evaluations can help management deter-
mine if the training received improved employee performance and
institute new or revised learning plans based on the company’s and
employees’ identified needs. For example, a year later, employee per-
formance can be evaluated again and areas for improvement can be
addressed, helping the company meets its objectives with increased
efficiency, productivity and competitiveness

C. Hiring employees

Every organization eventually has to hire new employees
Whether the hinng is required because of changing needs,

The information found

additional workload or because of an employee’s depar- in the work descrip-
ture, the work descriptions created with the information tions can help you
contained in the NOC can be helpful in selecting specific draft detailed job

functions, education, qualifications, certification and exper- | posings.
ence that management views as essential for the job. With
this information, the recruitment process can be performed
more easily and more effectively since the work description for the
position to be filled is already available in a clear and precise format
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The information found in the work descriptions can help you draft
detailed job postings that can include

* the title of the job {what you plan to call that position},
* asummary of the work description;

* the employment requirements (the education, training, qualifica-
tions and skills) you are looking for the candidate to possess, and

* the conditions of employment {e.g. full time or part time, 24 hour
shifts, regular hours of work)
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We have seen how the NOC can be used in the workplace to design
and develop precise and flexible work descnptions and, using the work
descriptions, to develop learning plans, evaluate and hire employees

By wvisiting the NOC Internet site at www.hrsdec-rhdcc.gc.ca/noc, you
will be provided with additional tools and sources of information such
as the Career Handbook which provides in-depth analysis and profiles
of over 900 occupations,describing various aspects of work such as
hazards, level of physical activity and environmental conditions

Also, the Department of Human Resources and Social Development
Canada has many programs and services aimed at assisting Canadian
entrepreneurs to become more competitive. To learn more about the
policies and programs at your disposal, please visit www.hrsdc.gc.ca
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fication system

The NOC is a system used to classify occupations according to their
skill type and skill level in a manageable and coherent way. A fourdigit
code, called the "NOC code”, identifies each of the 520 occupational
groups covening over 30,000 different job titles. Each digit of the code
reflects an important trait of the occupation it represents, with the
first two digits identifying the skill type and skill level

1. the skill type (the type of work performed}

2. the skill level {the level of education and/or training usually required
to perform the duties of the job}

The skill type

The skill type is based on the type of work performed, but it also
reflects the field of training or experience that is required for entry into
the occupation

The first digit of the NOC code designates the skill type (see chart
below). For example, Health Occupations start with the digit 3
Managerial occupations, which are found across all skill types, start
with 0
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an NOC code
NOC skill Types
Skill Type Occupation

0 Management Occupations

1 Business, Finance and Administration Occupations

2 Natural and Applied Sciences and Related Occupations

3 Health Occupations

4 Occupations in Social Sciences, Education, Government
Services and Religion

5 Occupations in Art, Culture, Recreation and Sport

6 Sales and Service Occupations

7 Trades, Transport and Equipment Operators and Related
QOccupations

8 Occupations Unique to Primary Industry

9 Occupations Unique to Processing, Manufacturing and Utilities
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The skill level

The second digit of the NOC code represents skill level and
corresponds to the type and/or amount of training or education
required to enter an occupation. Skill level is represented by a
numerical value in the NOC code ranging from 1 {university} to
6 (on-the-job training}

Skill Level Nature of Education/Training
(digit)
1 * University degree at the bachelor's or master's or doctorate level
20r3 * Two to three years of post-secondary education at a community

college, institute of technology or CEGEP, or

* Two to five years of apprenticeship
training; or

* Three to four years of secondary school and more than two
years of on-the-job training, specialized training courses or
specific work experience

40rh * One to four years of secondary school education; or

* Uptotwo years of on-the-job training, specialized training
courses or specific work experience

6 ¢ Short work demonstration or onrthe-job training, or
* Noformal educational requirements
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The major group

When used together, the first two digits of an NOC code are called
the major group. There are 26 major groups in the NOC and they are
classified as follows

MANAGEMENT OCCUPATIONS

00 Senior Management Occupations

01-09 Middle and Other Management Occupations

BUSINESS, FINANCE AND ADMINISTRATION
OCCUPATIONS

11 Professional Occupations in Business and Finance
12 Skilled Administrative and Business Occupations
14 Clerical Occupations

NATURAL AND APPLIED SCIENCES AND RELATED
OCCUPATIONS

21 Professional Occupations in Natural and
Applied Sciences
22 Technical Occupations Related to Natural and

Applied Sciences

HEALTH OCCUPATIONS

31 Professional Occupations in Health
32 Technical and Skilled Occupations in Health
34 Assisting Occupations in Support of Health Services

OCCUPATIONS IN SOCIAL SCIENCE, EDUCATION,
GOVERNMENT SERVICE AND RELIGION

41 Professional Occupations in Social Science, Education, Government
Services and Religion

42 Paraprofessional Occupations in Law, Social Services, Education and
Religion
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OCCUPATIONS IN ART, CULTURE, RECREATION

AND SPORT

51 Professional Occupations in Art and Culture

52 Technical and Skilled Occupations in Art, Culture, Recreation and Sport

SALES AND SERVICE OCCUPATIONS

62 Skilled Sales and Service Occupations
64 Intermediate Sales and Service Occupations
66 Elermental Sales and Service Occupations

TRADES, TRANSPORT AND EQUIPMENT OPERATORS

AND RELATED OCCUPATIONS

72-73 | Trades and Skilled Transport and Equipment Operators

74 Intermediate Occupations in Transport, Equipment Operation,
Installation and Maintenance

76 Trades Helpers, Construction Labourers and Related Occupations

OCCUPATIONS UNIQUETO PRIMARY INDUSTRY
82 Skilled Occupations in Primary Industry

84 Intermediate Occupations in Primary Industry

86 Labourers in Primary Industry

OCCUPATIONS UNIQUETO PROCESSING,
MANUFACTURING AND UTILITIES

92 Processing Manufacturing and Utilities Supervisors and

Skilled Operators

94-95 | Processing and Manufacturing Machine Operators and Assemblers
9% Labourers in Processing, Manufacturing and Utilities
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The last two digits

The last two digits further define the major groups into either minor
groups {when the third digit is used}, or into one of the
520 occupational groups (when the fourth digit is added}

To learn more about the NOC codification systern, visit our tutorial on
the NOC Internet site at www.hrsdc-rhdcc.gc.ca/noc
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over the Internet

Available on the NOC Internet site at www.hrsde-rhdcc.ge.ca/noc,
the search engine allows you to search any information available
in the NOC

At the Department Internet page, choose your preferred language and
you will be directed to the NOC main page. Again, you will be invited
to choose the language you prefer using. At the next page, click on
the NOC image on the left and, on the next page, click on “Search
2001“" on the left side bar.

On the search page, you can either search the NOC by the NOC
Index of Titles, containing over 30,000 occupational titles, or the
NOC occupational groups {NOC - Occupational Descriptions Search
on the Internet site} which contains all 520 occupational groups?

If you choose to search the NOC through the Index of Titles, you
will be provided with many more results containing very precise
occupational titles than with a search through the NOC occupational
groups. In this latter case, you will be provided with fewer results
and with less precise occupational titles. For example, if you search
the Index of Titles with “sale” as the keyword, you will be provided
with 624 results. A search through the NOC occupational groups
using the same keyword will provide you with 15 results

1 Available in Fall 2006, the information containedin the NOC will be updated The new version of the NOC will be
named *2006 update” At that point, *Search 2006” wil replace “Search 2001”

2If you have never used the NOC, we encourage you to read Amnex 1 1 aoquire a better understanding of this cassi-
caton system
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We suggest you start by searching the occupational groups. Following
the search, you will be offered different results. Select the one closest
to your needs and click on the “View all Titles” link at the end of

the Example Titles section to see the full range of occupational titles
within the group. Doing so will help you in more precisely finding

the occupational title you want or need

For example, searching the occupational groups using the keyword
“sale” will provide you with 15 results, one of them being “Retail and
Wholesale Buyers” {(NOC code 6233}. Check the description for that
occupation to see If it matches your needs. If it is a close match,
review the example titles by clicking on the “View all Titles” link

By doing so, you will be provided wath 31 occupational titles such as
“Lumber buyer; “Clothing buyer” or “Retail merchandiser”

The “Classified elsewhere” section at the bottom of each profile can
also link you to similar groups which may be closer to what you want

How to search the NOC

The three most important search criteria are
1. by the title of the occupation

2. by the duties of the occupation

3. by the NOC fourdigit code
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1. Searching by title
To search by title of occupation, simply

0 Select the “Group Title” and “Example Titles” boxes by clicking
them

0 Type the title of the occupation in the rectangular box

3 Click on the “Search” button. Your search results will appear
autormatically

Depending on the title you have entered, you could be provided with
multiple results. For example, if you were looking for the description

of sales representative and typed “representative; you will be provid-
ed with 15 results from which you will select the one closest to

your needs

2. Searching by duties

If you do not know the title of an occupation or you can't find an occu-
pation by searching the title, you may want to do a search based on
duties. To do so:

O Select the “Lead Statement” and “Main Duties” boxes by clicking
them

0 Type the duty in the rectangular box

3O Click on the “Search” button. Your search results will appear auto-
matically

If your search results in providing you with no occupation, modify
your keyword. For example, you may want to use “telephone” if

you are looking for occupations with duties that include answering
telephone calls, or “computer” if you are looking for occupations that
use computers
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3. Search by NOC code

After you have used the NOC database several times, you will have
identified the fourdigit codes of certain occupations, allowing you to
search by NOC code, the fastest way of accessing NOC information
If you choose to search by NOC code, simply

0 Select the “Unit Group code” box by clinking it
1 Type the fourdigit code of the occupation in the rectangular box
3 Click on the “Search” button, the results will appear automatically

We have included a list of frequently asked questions at the end of
this guide to refer to If you have difficulties in accessing the NOC
database. In the frequently asked questions, we have also included an
email address in case you need further assistance
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1. | can‘t find the job title of one of my employees or
The job description used in the NOC is not at all what my
employee does. What should | do?

The job title you use may be specific to your company, whereas titles
in the NOC are more general. Try searching for similar but generic
titles. You can also search by “Main duties” by entering key words
such as “telephone” if your employee answers phone calls or “cus-
tomers” if your employee is responsible for customer relations. Check
the NOC description to make sure it's close to the work done in your
company.

2. The search engine gave me too many results. Do you really
expect me to go through all of these different possibilities?

Many occupations are linked, for example, to serving customers. If
you searched the NOC database with a keyword such as “clients’ it is
possible you were provided with over 100 results. You may want to
refine your search by identifying other duties

3. Each occupation listed in the NOC has a four digit code. What
does it mean?

The NOC was developed to provide Canada with a standardized
way of describing and understanding the world of work. The
coding is used to classify occupations according to their skill type
(nature of work performed) and skill level {education or training)
To learn more about the coding and how it is used in other
applications, read Annex 1, or wisit the NOC Internet site at
www.hrsdc-rhdcc.ge.ca/noc

4. | can’t find an answer to my question. How can you help me?

Send us an email at noc-cnp @hrsdc-rhdce.ge.ca and we will respond
within the next five business days. Please mention you are a user of
the guide on HR management
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(études ou formation). Pour en apprendre davantage sur la codifica-
tion et la maniere dont elle est utilisée dans d'autres applications,
lisez lAnnexe 1 ou encore visitez le site Internet de la CNP a
I'adresse www.hrsdc-rhdce.gc.ca/cnp

4. Je ne peux pas trouver de réponse a ma question. Pouvez-
vous m‘aider?

Faites-nous parvenir un courriel 8 noc-cnp@hrsde-rhdcc.gc.ca et
nous y répondrons dans un délai de cinqg {5) jours ouvrables
Veuillez mentionner que vous utilisez le Guide sur la gestion des
ressources humaines
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Une recherche publiée en 2005 par I'Université Cornell démontre
que les pratiques de gestion du personnel sont directement reliées
a la réussite des petites entreprises’. La Classification nationale des
professions (CNP), qui est reconnue dans le monde entier, découle
d’une analyse du marché du travail du Canada et décnit les profes-
sions en des termes communément utilisés dans I'économie canadi-
enne?_ Le présent guide est congu de fagon a vous fournir des ren-
seignements sur la maniére dont la CNP peut augmenter I'utilité de
vos outils et processus de gestion des ressources humaines

Elaboré en collaboration avec les experts en gestion des ressources
humaines du Conseil canadien des associations en ressources
humaines {CCARH), le Guide explique comment

« utiliser la CNP pour créer des descriptions de travail adaptées a
tous les besoins d’'une entreprise;

* utiliser les descriptions de travail pour vous aider a gérer plus
efficacement vos ressources humaines

On trouve également, tout au long du Guide, des sources addition-
nelles de renseignements pouvant aider les entreprises canadiennes

Rédige expressément a l'intention des petites organisations, ce guide
fournit de I'information de base sur des aspects clés de la gestion des
ressources humaines. En ce sens, les renseignements figurant dans
le Guide peuvent s'avérer utiles pour toute entreprise ou organisation,
peu importe sa taille

1 Calins, C, Ericksen, J. ot Allen, M. (2008), Human Resouroe Management Fractices, Warkforce Alighment, and Frm
Performance, Ithaca, N : Universite Comnell, School of Industrial and Labour Relations, Centre for Advanced Human
Resources Studes, Working Paper Series

2 Si vous riavez jameis utlisé la CNP, nous vous encourageons 4 ire [mnexe 1 pou misux comprendre & logique
s0us-acents a la stiuctre de ce systame de chssification
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CREER DES I
CORRESPONDANT A VOS BESOINS D’AFFAIRES

Régle générale, une description de travail précise les taches des
travailleurs dans le cadre de leur emploi et la maniére dont ils s'en
acquittent. Elle inclut normalement un titre de poste, une description
des taches a réaliser et des renseignements sur les conditions de
travail. Elle peut également comprendre des conditions d‘accés au
poste telles que les études, les connaissances, les habiletés, les traits
de personnalité et toute autre caracténistique que I'employeur consi-
dére nécessaire pour ce poste

Il peut étre profitable pour une entreprise d'élaborer des descriptions
de travail et de les tenir a jour car cela permet

* de comparer les postes pour mieux établir les échelles salariales;

* d'offnr aux employés des renseignements concrets sur les
compétences requises pour obtenir de I'avancement au sein
de I'entreprise;

* d'évaluer et de cerner les lacunes en matiere de compétences et
d‘accrditre I'efficacité des stratégies de formation structurée ou en
cours d’emploi, de recyclage et de perfectionnement professionnel;

* de disposer d'un point de référence a partir duquel évaluer le ren-
derment des employés

Comment la Classification nationale des professions peut
aider & créer des descriptions de travail

Les profils professionnels que I'on trouve dans la CNP englobent tous
les emplois offerts sur le marché du travail au Canada. lls fournissent
également des renseignements détaillés sur les taches accomplies
par les employés et les études et aptitudes requises pour effectuer
le travail’. Rédigée selon une formulation et une logique uniformes,

n 3 Veuillez lire IAnnexe 1 pour avoir une vue d'enserrible de la CNP
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I'information contenue dans la CNP peut grandement aider les
entreprises a élaborer des descriptions de travail adaptées a leurs
besoins d'affaires particuliers

Les renseignements contenus dans les profils de la CNP donnent une
vue d’ensemble de la profession et reposent sur des recherches et
des entrevues aupres de travailleurs, d’employeurs et de

spécialistes. A ce titre, chaque profil professionnel figurant
dans la CNP représente ce qu'on attend généralement des
employés en termes de fonctions et les conditions d’accés | centenus dans les pro-
au poste fils de la CNP donnent

Les renseignements

N d'ensemble d
Vous trouverez ci-dessous un exemple de la maniére dont s

est présenté un profil professionnel de la CNP Les cases ES o

de texte expliquent les sections du profil et fournissent reposent sur des
des consells et astuces sur la fagon d'utiliser I'information recherches et des
pour créer des descriptions de travail congues expresse- entrevues auprés de
ment pour votre organisation travailleurs, d'em-
ployeurs et de spéci-

\ alistes. /
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Code de la CNP et appellation d’emploi

Profil de la CNP pour Uniisez cette appellation ou n'importe quel exemple d'appek-
Teneurs/teneuses de livres Iation d'emplol pour vous aider & désigner votre poste. Le
code situe la profession dans la structure de classification de
la CNP et sert de clé d'accés & d'autres applications portant
sur le marché du travail.

1231 Teneurs/Teneuses de livres -——
Les teneurs de livres tennent & jour des
comptes, vérifient les méthodes utiis
nissent des services de tenue
ou s peuvent étre des

pour enregistrer 1e{ Enoncé principal
Tes personnels. li traval Utilisez la description, en entier ou en partie,
[eurs autonomes. pour résumer les taches & accomplir

Example Titles Consulter toutes les appellations d’emplo
Teneurfteneuse de ivres g | Cliquez sur ce lien dans la description de toute
Teneurfteneuse de livres comptables profession pour visualiser une liste étendue des
appellations utilisées pour cette profession, en
2> Consulter foutes les appellations d'empl| plus des exsmples dappsilations d'emploi
énumérss ci-dessus.

Fonctions

Les teneurs de livres exercent une partie ou ' Fonctions principales

*+ tenir les registres financiers et étabiir, tenir { Ces énoncés peuvent servir de point de départ
isant des systémes de tenue de livres manj et vous aider a décrire les fonctions principales

+  reparter les écritures au joumal et concilier | de votrs emploi et & lss mettre a jour ou  les s
comptes, tenir le grand livre général et modifier pour répondre a vos besoins.

« calculer et préparer les chéques de paye, des services pubics, & dTmpaY;

+ compléter et soumettre les famules de versement dimpéts, dindemnisation des accidents du
travail, de prestations de retraite et autres documents gouvernementaux;

« préparer les déclarations dimpéts ef effectuer d'autres

b et e E T T

ment nécessaires pour accéder a la profes-

Conditions d’accés a la profession ﬁi;‘v ¥ w:m_';‘wwzllﬂmm "“le-

. é périence, la ce! ion etles s
::ndulﬂrr- d'études collégiales en comptabilité, en ten: pouves préceer  autres compitences
jusqu'a deux années (premier niveau) d'un programme mm‘:“mﬁﬁmﬂ‘;’;’ﬁ -

(p. ex. comptable agréé, comptable général licencié) | yait 4 certains types de logiciels.
ou

des cours de comptabilité ou de tenue de ivres et plusieu
commis & la comptabilité ou commis des services financie

Renseignements supplémentaires.
Cetts section comprend habituellement de
Iinformation sur 'avancement de carriére et
(ou) d'autres possibilits de certification
concemant |a profession.

Appellations & ne pas confondre Appellations a ne pas confondre

< Coviie'd fa couplabisth of potaorhal Fournit des liens vers des emplois connexes dans la CNP.
Y Un examen de ces autres emplois peut vous aider & trou-

« Commis de banques, d'assurance et des a i

. Vo % & s ver ou & concevoir une description qui correspond le

cainces et compiaties (111 rigu aux besoins particuliers de votre entreprise.

« Commmis  ia paye (1432) —

Structure de la classification

Structure de la CNP -1 Les professions sont organisées selon le genre de compétence

(p. ex. les professions dans le domaine « Affaires, finances et

administration » et selon divers niveaux de compétence, Le code

n de la CNP pour toutes les professions répertorides sous « Affaires,

Renseignements supplémentaires
* Une formation supplémentaire permet d'accéder 3 des p

finances et administration » commencent par le numéro 1.
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Lorsque vous utiliserez la CNP. vous pourrez constater que les
descriptions reflétent les taches de postes au sein de votre entre-
prise, ou bien que vos emplois sont semblables mais qu'il faudra

adapter les descriptions ou y apporter des ajusternents pour tenir
compte d'aspects précis de vos activités. Par ailleurs, certains
postes de votre entreprise peuvent comprendre des taches
qui relévent de plus d'une profession

Par conséquent, vous pouvez adapter les renseignements [ Prenez ee qui vous

contenus dans la CNP en choisissant vos propres mots
pour décrire le travail des employés, ou jumeler les ren-
seignements provenant de différentes descriptions de la
CNP pour mieux désigner leur travail. Comme point de
depart, prenez ce qui vous convient dans les descriptions
de la CNP puis personnalisez I'information pour combler
vos besoins d'affaires

Pour bien définir les taches des employés, les descriptions

de travail de votre entrepnse pourraient aussi indiquer des conditions
de travail précises qui ne sont pas énumérées dans la CNP En voici
quelques exemples

convient dans les
descriptions de la CNP,

puis personnalisez
Finformation pour
combler vos besoins
d'affaires.

* les nsques pour la santé ou la sécurité {p. ex. interaction avec des
matiéres dangereuses);

* e travail par quart ou un nombre élevé d'heures de travail
(p. ex les heures supplémentaires);

* e travail dans des conditions inhabituelles {p. ex les emplace-
ments souterrains ou isolés);

* les exigences physiques {p. ex. soulever des charges, demeurer
debout pendant de longues périodes);

* l'emplacement (p. ex. au centre-ville ou a I'exténeur de la ville);

* des déplacements fréquents
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Voici un exemple d'une description de travail typique du poste de
boulangerpatissierboulangére-patissiere (code de la CNP 6252)
occupé par une personne qui travaille également comme caissier/cais-
siere {code de la CNP 6611). Linformation en italiques provient de la
CNP tandis que les renseignements sans italiques ont été ajoutés pour
fournir aux lecteurs une description de travail réaliste du poste combiné
de boulangerpatissier/boulangere-patissiere et caissier/caissiere
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Description de travail pour un poste de boulanger-patissier/

Fonctions principales :

Les boulangers-pétissiers/boulangéres-patissiéres et caissiers/caissiéres font
des pains, des muffins, des tartes, des géteaux et des biscuits En tant que
caissiersfcaissiéres, ilsfelles travaillent dans la boulangerie 4 servir les clients et

se servent de la caisse-enregistreuse. Les titulaires peuvent occuper I'un ou l'autre
des deux postes, au gré du ou de la propriétaire

Supérieur hiérarchique/supérieure hiérarchique :

Propriétaire

Les boulangers-patissiershoulangéres-patissiéres et caissiers/caissiéres exercent les

fonctions suivantes

- préparer la péte pour les tartes, les pains, les petits pains, les sucreries, les

muffins, les biscuits et les géteaux ainsi que les crémages et glagages, sefon

les recettes ou commandes spéciales des clients;

faire fonctionner les machines;

cuire les produits préparés;

glacer et décorer des géteaux ou d’autres produits de boulangerie;

surveiller I'inventaire pour s'assurer que la boulangerie dispose de suffisamment

d'outils, de produits et d'ingrédients pour la journée de travail suivante et informer

le ou la propriétaire s'il faut d'autres outils, produits et ingrédients;

travailler & créer de nouveaux produits de boulangerie pendant les périodes de

ralentissement pour accroftre et améliorer la gamme de produits offerte aux

clients,

fournir des renseignements aux clients;

identifier le prix des produits et recevoir le paiement en espéces, par carte de

crédit ou par débit automatique;

accepter et consigner les commandes téléphoniques;

effectuer toute autre tache reliée au poste de boulanger-patissier/boulangére-patis-

siére et caissier/caissiére, au gré du ou de la propriétaire

Conditions de travail :

- Les semaines de travail sont de cing (5) jours, y compris les fins de semaine et la
nuit, & raison de huit (8) heures par jour. Les congés sont établis chaque mois
selon un calendrier prospectif.

- Les boulangers-patissiersfoulangéres-patissieres et caissiers/caissieres sont
fréquemment exposés a la chaleur et au bruit

- Le poste exige de passer de longues périodes debout

- Un dipléme d'études secondaires.

- Un programme d'apprentissage de quatre (4) ans a l'intention des
boulangers-patissiers/boulangéres-patissiéres.

- Un certificat de qualification provincial d‘un établissement reconnu serait un atout

- Etre ponctuel et fiable; les boulangers-patissiersiboulangéres-patissieres et
caissiers/caissieres comprennent que les installations et outils de cuisson relevent
de leur responsabilité pendant leurs journées de travail

- Adopter une attitude courtoise envers le public
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Chapitre 1. CREER DES DESCRIPTIONS DE TRA

Veuillez noter qu‘au fil du temps, chaque entreprise évolue et qu’il fau-
dra sans doute mettre a jour les descriptions de travail pour tenir
compte de la nature changeante de I'entreprise et des taches. La
fréquence a laquelle vous mettrez a jour vos descriptions de travail
dépendra de vos propres besoins daffaires A vous de rendre ces
descnptions aussi souples que vous le voulez

Avec vos descriptions de travail détaillées en main, vous
pouvez, comme on le verra au prochain chapitre, détermin-
er avec plus de précision les besoins d'apprentissage de
vos employés, évaluer leur rendement et, s'il'y a lieu,
embaucher de nouveaux effectifs

La fréquence & laquel-
le vous mettrez a jour

vos descriptions de

travail dépendra de

vos propres besoins
d'affaires.
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Ce chapitre, qui est fondé sur le précédent, précisera comment une
organisation peut utiliser les descrptions de travail comme point de
départ pour

A. créer des plans d'apprentissage pour les employés,
B. évaluer le rendement du personnel,

C. embaucher des employés

A. Améliorer les compétences des employés grice a des
plans d’apprentissage

Les descriptions de travail créées au moyen de la CNP peuvent s'ave-
rer d’excellents outils pour déterminer les besoins de formation et de
perfectionnement des employés et pour créer des plans d'apprentis-
sage. En utilisant ces plans, une organisation peut cibler les connais-
sances et les compétences que doivent posséder les employés. Les
plans d’apprentissage peuvent également servir a préparer les organk
sations a relever les futurs défis d'affaires, notamment ceux
attribuables a I'avénement de nouvelles technologies, a l'introduction
de nouveaux produits et services ou a l'intensification de la concur-
rence commerciale

Créer des plans d'apprentissage peut avoir une incidence trés favo-
rable sur votre organisation. En déterminant les compétences des tra-
vailleurs, puis en s'efforgant de les améliorer, on pourrait faire en sorte
qu‘une personne qui connait déja l'organisation et sa culture, voire ses
clients, puisse se charger d'un nouveau secteur d'activités. Cette
fagon de procéder pourrait contribuer a resserer les liens entre
I'organisation et ses employés et aider I'entrepnse a maintenir en

Chapitre 2
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poste les meilleurs d'entre eux. Il y a également d’autres motifs pour
lesquels les plans d’apprentissage peuvent étre profitables, a long
terme, pour votre entreprise

Une amélioration et une innovation constantes - Dans |'économie
du savoir actuelle, les organisations doivent étre au courant des
nouveautés touchant leur champ d'activités. Une entreprise qui appuie
le perfectionnement des compétences de ses employés et détermine
les besoins en la matiére est une entreprise qui augmente ses chances
de ne pas se laisser dépasser par la concurrence. Pour instaurer une
culture axée sur |'apprentissage, vous pourriez choisir de renforcer
I'importance d’acquénr de nouvelles compétences aupres de vos tra-
vailleurs, de bien communiquer vos attentes et de souligner les objec-
tifs que vous voulez qu'ils atteignent. Les descriptions de travail que
vous aurez rédigées sont des outils pour vous aider a instaurer cette
culture d'apprentissage

Le changement technologique - Confrontées a la transformation
incessante de la technologie, la plupart des organisations canadiennes
doivent régulierement redéfinir les roles et les fonctions que compor-
tent certains postes ainsi que les compétences qu'ils exigent. Lorsque
les exigences professionnelles évoluent, la comparaison de la descrip-
tion de travail actuelle aux nouvelles exigences du poste peut aider un
gestionnaire a cemner les écarts en matiére de compétences et a déter-
miner la formation dont les employés ont besoin pour les combler

La planification de la reléeve - Dans bon nombre d’entre-
| pnses, certains postes cntiques doivent absolument étre
rendement des effectits | coptinuellement comblés et ne peuvent dong étre laissés
aune incidence fave- | vacants. En déterminant les exigences requises pour
rable sur la productiv- | combler ces postes, on peut plus facilement cerner les
ité etle rendement de compétences nécessaires si jJamais le poste crucial se
libérait. Grace a une planification élémentaire et aux
descriptions de travail, vous pouvez cibler les compé-

tences que les travailleurs en place doivent acquéerir,
élaborer des plans d’apprentissage en conséquence et protéger
I'entreprise contre des problémes éventuels

Une gestion efficace du

Tentreprise.
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B. Evaluer le rendement du personnel

Il pourrait étre profitable pour votre entreprise, a court et a long terme,
d’aider les employés a acquérir de nouvelles compétences et connais-
sances. Vous pourriez également vouloir établir avec eux la fagon dont
vous prévoyez mesurer les avantages de la formation dont ils bénéfi-
cient. En faisant de la formation une partie intégrante de vos activités,
vous pouvez fixer I'étalon de mesure du rendement de vos employés
a l'avenir.

Selon des recherches, une gestion efficace du rendement des effectifs
a une incidence favorable sur la productivité et le rendement de I'entre-
prise. Evaluer les employés a intervalles réguliers peut contribuer a

* communiquer plus clairement avec les employés en ce qui a
trait a leur role, leurs objectifs professionnels, vos attentes et
le rendement;

* repérer les employés les plus performants admissibles a une
promotion ou ceux qui sont préts a relever un nouveau défi au sein
de I'entreprise;

* fournir une documentation d‘appoint pour reconnaitre |'apport des
travailleurs;

* évaluer les progrés des employés a la suite de la formation, et
relever toute lacune qui reste a combler.

Pour établir des normes de rendement et évaluer le personnel, vous
pourrez

1. utiiser les descriptions de travail que vous avez créées a partir des
renseignements contenus dans la CNP en énumérant les fonc-
tions rattachées au poste de chaque employe;

2. décnire le niveau de rendement attendu de maniere mesurable
{qualité du travail ou quantité de travail accompli} pour chacune des
fonctions que vous souhaitez évaluer;
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préciser le calendrier d'évaluation - annuel, mensuel ou autre,

fournir une rétroaction concréte sur les objectifs visés par I'em-
ployeur et I'employé {vous pourriez appliquer une simple échelle
de notation de type « n‘a pas atteint les objectifs », « a atteint les
objectifs » et « a dépassé les objectifs ». En fournissant plus de
précisions, vous pouvez également aider les employés a mieux
comprendre ce qu'ils peuvent améliorer);

5. suggerer des fagons dont I'employé peut s'améliorer {cela pourrait
inclure de la formation en cours d’emploi, une certification ou une
modification des comportements)

Si vos employés dépassent régulierement leurs objectifs profession-
nels, assurez-vous qu'ils continuent d'étre motives par le défi d'aider
votre entreprise a croitre et a prospérer. Discutez avec eux d'autres
types de taches qu'ils aimeraient assumer. En discutant ainsi, vous
pourriez repérer les travailleurs préts a accepter une promotion ou a
faire le pont vers d’autres champs de responsabilités

Boucler la boucle : la formation, I’évaluation du rende-
ment, puis & nouveau la formation

Avec les résultats de I'évaluation de rendement en main, une entre-
prise peut établir plus facilement les besoins de ses employés en
matiére de formation et concevoir des plans d’apprentissage sur
mesure pour les aider a s’améliorer.

Les évaluations de rendement suivantes peuvent aider la direction a
déterminer si la formation regue a rehaussé le niveau de rendement
des employés et a instaurer des plans d’apprentissage nouveaux ou
remaniés selon les besoins identifiés de I'entreprise et des employés
Par exemple, une année plus tard, on peut évaluer a nouveau le ren-
dement des employés et aborder les points a améliorer, ce qui aiderait
I'entreprise a atteindre ses objectifs de maniere plus efficace, produc-
tive et concurrentielle
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C. Embaucher des employés

Chaque organisation a éventuellement besoin d’embaucher
de nouveaux employés. Que I'embauche soit nécessaire en
raison de I'évolution des besoins, d'un surcroit de travail

ou du départ d'un membre du personnel, les descriptions
de travail créées a partir des renseignements contenus
dans la CNP peuvent contribuer a la sélection de fonctions,
d'études, de qualifications, d’une certification et d'une
expérience spécifiques que la direction croit essentiels a
I'exécution des taches. Grace a cette information, on peut se lancer
plus aisement et plus efficacement dans le processus de recrute-
ment, étant donné que les données a évaluer sont déja disponibles,
clares et précises

Le contenu des

descriptions de travail
peut vous aider a rédi-
ger des offres d'emploi
détaillées.

Le contenu des descriptions de travail peut vous aider a rédiger des
offres d'emploi détaillées qui peuvent comprendre

* le titre du poste {I'appellation que vous prévoyez lui donner);
* un sommaire de la description de travail;

* les exigences du poste {les études, la formation, les qualités et les
compétences) auxquelles le candidat ou la candidate doit satisfaire;

* les conditions d’emplol {p. ex. temps plein ou temps partiel, quarts
de travail, heures d’emploi habituelles}
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Nous avons vu comment la CNP peut étre utilisée en milieu de travail
pour élaborer et rédiger des descriptions de travail précises et souples
et, a partir de ces descnptions, a I'élaboration de plans d'apprentis-
sage en milieu de travail. Nous avons également vu comment la CNP
peut servir a I'évaluation des compétences et a I'embauche de
nouveaux employés

Sur le site Internet de la CNP (www.hrsde-rhdce.gc.ca/noc), vous
trouverez des outils et sources de renseignements supplémentaires
tels que le Guide sur les carrieres, qui renferme des analyses
poussées et des profils sur plus de 900 professions, et décrit divers
aspects relatifs au travail tels que les nsques, le niveau d’activité
physique et les conditions ambiantes

En outre, Ressources humaines et Développement social Canada
offre de nombreux programmes et services visant a aider les entre-
preneurs canadiens a devenir plus concurrentiels. Pour en savoir plus
sur les politiques et les programmes dont vous pouvez bénéficier,
rendez-vous a www.rhdsc.gc.ca
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La CNP est un outil utiisé pour classifier, de maniéere gérable et
cohérente, les professions selon le genre et le niveau de compétence
Un code a quatre chiffres, appelé « code de la CNP », désigne chacun
des 520 groupes professionnels qui englobent plus de 30 000 appella-
tions d’emploi. Chaque chiffre du code rend compte d'une caractéris-
tique importante de la profession représentée, les deux premiers
chiffres précisant le genre et le niveau de compétence

1. le genre de compétence {le genre de travail réalisé),

2. le niveau de compétence {le niveau d'études et (ou) de formation
normalement nécessaire pour s'acquitter des fonctions du poste}

Le genre de compétence

Le genre de compétence est fondé sur le type de travail réalisé, mais
il tient également compte du domaine de formation ou de I'expéri
ence nécessaire pour accéder a la profession

Le premier chiffre du code de la CNP désigne le genre de compeé-
tence (voir le tableau ci-dessous). Par exemple, les professions du
Secteur de la santé débutent par le chiffre 3. Les professions en
Gestion, présentes dans tous les genres de compétence, commen-
cent par le chiffre 0
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Tableau : Les dix genres de compétence désignés par le premier
chiffre d’'un code de la CNP

Genres de compétence de la CNP

Genre de Profession
compétence
0 Gestion
1 Affaires, finances et administration
2 Sciences naturelles et appliquées et domaines apparentés
3 Secteur de la santé
4 Sciences sociales, enseignement, administration publique

et religion

Arts, culture, sports et loisirs

Ventes et services

Métiers, transport et machinerie

Secteur primaire

©|®|w|lo| o

Transformation, fabrication et services d utilité publique
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Le niveau de compétence

Le second chiffre du code de la CNP représente le niveau de compé-
tence et renvoie au type et (ou} a la durée de la formation ou de
"éducation nécessaire pour accéder a une profession. Dans le code
de la CNE le niveau de compétence est représenté par une valeur
numeérique variant de 1 (études universitaires) a 6 {formation en cours
d’emploi}
Niveau de Nature des études ou de la formation
compétence
(chiffre)
1 * Diplome universitaire (baccalauréat, mattrise ou doctorat)
2ou3 * Deux a trois ans d'études postsecondaires dans un collége
communautaire, un institut technique ou un cégep; ou
¢ Deux 4 cing ans de formation en apprentissage, ou
* Trois 4 quatre ans d'études secondaires et plus de deux ans de
formation en cours d'emploi, de cours de formation spécialisée
ou d'expérience de travail précise
4005 * Una quatre ans d'études secondaires; ou
¢ Jusqu'a deux ans de formation en cours d'emploi, de cours de
formation spécialisée ou d'expérience de travail précise
6 * Une bréve démonstration du travail ou une formation en cours
d’emploi, ou
* Pas d'exigences scolaires particuliéres
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Grands groupes

Un grand groupe correspond aux deux premiers chiffres d'un code de
la CNP Celle-ci contient 26 grands groupes, classifies comme suit

GESTION
00 Cadres supérieurs/cadres supérieures
01-09 Cadres intermédiaires et autre personnel de gestion

AFFAIRES, FINANCES ET ADMINISTRATION

1 Personnel professionnel en gestion des affaires et en finance

12 Personnel spécialisé en administration et en travail de bureau

14 Personnel de bureau

SCIENCES NATURELLES ET APPLIQUEES ET DOMAINES
APPARENTES

21 Personnel professionnel des sciences naturelles et appliquées

22 Personnel technique relié aux sciences naturelles et appliquées
SECTEUR DE LA SANTE

31 Personnel professionnel des soins de santé

32 Personnel technique et personnel spécialisé du secteur de la santé
34 Personnel de soutien des services de santé

SCIENCES SOCIALES, ENSEIGNEMENT,
ADMINISTRATION PUBLIQUE ET RELIGION

41 Personnel professionnel des sciences sociales, de 'enseignement, de
I'administration publique et de Ia religion
42 Personnel paraprofessionnel du droit, des services sociaux, de I'en-

seignement et de la religion
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ARTS, CULTURE, SPORTS ET LOISIRS

51 Personnel professionnel des arts et de la culture
52 Personnel technique et personnel spécialisé des arts, de la culture, des
sports et des lisirs

VENTE ET SERVICES

62 Personnel spécialisé de la vente et des services
64 Personnel intermédiaire de la vente et des services
66 Personnel élémentaire de la vente et des services

METIERS, TRANSPORT ET MACHINERIE

72-73 | Personnel des métiers et personnel spécialisé dans la conduite du
matériel de transport et de la machinerie

74 Personnel intermédiaire en transport, en machinerie, en installation et e
réparation

76 Personnel de soutien des métiers, manceuvres et aides d'entreprise en
construction et autre personnel assimilé

SECTEUR PRIMAIRE

82 Personnel spécialisé du secteur primaire
84 Personnel intermédiaire du secteur primaire
86 Personnel élémentaire du secteur primaire

TRANSFORMATION, FABRICATION ET SERVICES
D'UTILITE PUBLIQUE

92 Parsonnel de supervision et personnel spécialisé dans la
transformation, la fabrication et les services d'utilité publique
Personnel relié & la transformation, & la fabrication et au montage

Personnel élémentaire dans la transformation, la fabrication et
les services d'utilité publique
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Les deux derniers chiffres

Les deux demiers chiffres précisent davantage les grands groupes
selon des groupes intermédiaires {utilisation du troisieme chiffre) ou
selon I'un des 520 groupes professionnels {ajout du quatrieme chiffre)

Utilisez notre tutoriel de formation sur le site Internet de la CNP a
I'adresse www.hrsdc-rhdcc.gc.ca/enp pour en apprendre davantage
sur le systeme de codification de la CNP
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de la CNP accessible sur Internet

Le moteur de recherche disponible sur le site Internet de la CNP a
I'adresse www.hrsdc-rhdcc.gc.ca/enp, vous permet de rechercher
tout renseignement contenu dans la CNP

A la page Internet du Ministére, choisissez votre langue de préférence
et le site vous dirigera vers la page principale de la CNP A nouveau,
on vous invitera a préciser la langue dans laquelle vous préférez
fonctionner. A la page suivante, cliquez sur I'image CNP 2 la gauche
de I'écran puis, a la page suivante, cliquez sur « Recherche 2001 »'
dans la barre latérale gauche

A la page d'interrogation, vous pouvez effectuer des recherches dans
la CNF soit a partir de I'lndex des appellations d’emploi de la CNE qui
contient plus de 30 000 désignations de professions, soit a partir des
groupes professionnels de la CNP (« Recherche de la CNP - descrip-
tions des professions » sur le site Internet} qui contiennent I'ensem-
ble des 520 catégories d‘emplois’

Si vous choisissez d'interroger la CNP au moyen de I'Index des appel-
lations d’emploi, vous obtiendrez beaucoup plus de résultats con-
tenant des désignations professionnelles trés précises qu‘au moyen
d’une recherche des groupes professionnels de la CNP Dans ce
dernier cas, vous obtiendrez des désignations de professions moins
nombreuses et moins précises. Par exemple, si vous interrogez
I'Index des appellations d’emploi en vous servant du mot-clé « com-
merce », vous obtiendrez 411 résultats. Une recherche menée pour
les groupes professionnels de la CNP au moyen du méme mot-clé
produirait 18 résultats

1 Linformation contenue dans ks CNP fera l'objet d'une mise a jour. Disponible 2 compter de autorne 2006, l nouvelle
version portera le nom de « Mised;our 2006 ». A ce moment-B, vous riaurez qu'a diquer sur la section « Recherche
2006 », qui rermplacera “Recherche 200"

2:5i vous riavez jamas utisé la NP nous vous encourageons 4 lire IAnnexe 1 pour mieusx comprendre la logique
s0us-acents a la stuctre de ce systame de chssification
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Nous vous proposons de commencer par interroger les groupes pro-
fessionnels. A la suite de cette recherche, vous obtiendrez différents
résultats. Sélectionnez celui qui répond le mieux a vos besoins, puis
cliquez sur le lien « Consulter toutes les appellations d’emploi », a la
fin de la section Exemples d'appellations d’emploi, pour voir toute la
gamme des désignations professionnelles a I'inténieur du groupe en
question. Cela vous aidera a trouver plus précisément I'appellation
d’emploi que vous souhaitez ou dont vous avez besoin

Par exemple, une interrogation des groupes professionnels au
moyen du mot-clé « commerce » donnera 18 résultats, |'un d'eux
étant « Acheteurs/acheteuses des commerces de gros et de détail »
(code de la CNP 6233). Vérifiez la description de cette profession
pour voir si elle correspond a vos besoins. Si la concordance est
presque parfaite, examinez les exemples de désignations profession-
nelles en cliquant sur le lien « Consulter toutes les appellations
d’emploi ». En procédant ainsi, vous obtiendrez 37 appellations
d’emploi telles que « Acheteur/acheteuse de bois d'ceuvre »,

« Acheteur/acheteuse de vétements » ou « Marchandiseur/marchan-
diseuse — commerce de détail »

La section « Appellations a ne pas confondre » au bas de chaque pro-
fil peut également vous mettre en lien avec des groupes semblables
qui pourraient mieux correspondre a ce que vous cherchez

Comment interroger la CNP
Les trois principaux critéres de recherche sont

1. la désignation de la profession;
2. les fonctions de la profession;
3. le code a quatre chiffres de la CNP
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1. Recherche selon la désignation

Pour interroger suivant la désignation de la profession, procédez
simplement comme suit

0 Sélectionnez les cases « Titre de groupe » et « Exemples
d‘appellations d’emploi » en cliquant dessus

3 Tapez la désignation de la profession dans la case rectangulaire

O Cliquez sur le bouton « Chercher ». Les résultats de votre
interrogation seront automatiquement affichés

Selon la désignation que vous avez entrée, vous pourriez obtenir de
multiples résultats. Par exemple, si vous recherchez la description de
représentant/représentante des ventes et que vous tapez « représen-
tant », vous obtenez 12 résultats parmi lesquels vous choisirez celui
qui répond le mieux a vos besoins

2. Recherche selon les fonctions

Si vous ne connaissez pas la désignation d'une profession ou que
Vous ne parvenez pas a trouver une profession en effectuant une
interrogation a partir de son appellation, vous pourriez effectuer une
recherche selon les fonctions. Pour ce faire

0 Sélectionnez les cases « Enoncé principal » et « Fonctions
principales » en cliquant dessus

1 Tapez la fonction dans la case rectangulaire

O Cliquez sur le bouton « Chercher ». Les résultats de votre interro-
gation seront automatiquement affiches

Si vos résultats de recherche ne vous donnent aucune profession,
modifiez votre mot-clé. Par exemple, vous pourriez utiliser « téléphone
» sl vous étes a la recherche de professions comprenant des fonctions
telles que répondre aux appels téléphoniques, ou « ordinateur »
sivous recherchez des professions qui requierent I'utilisation de
systémes informatiques
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3. Recherche selon le code de la CNP

Apres avoir utilisé la base de données de la CNP plusieurs fois, vous
connaitrez les codes a quatre chiffres de certaines professions, ce qui
vous permettra d'effectuer des recherches selon le code de la CNP la
maniére la plus rapide qui soit d'acceder aux données contenues dans
la CNP Si vous choisissez de mener des recherches par code de la
CNP procédez simplement comme suit

1 Sélectionnez la case « Code du groupe de base » en cliquant
dessus

0 Tapez le code a quatre chiffres de la profession dans la case rec-
tangulaire

a Chquez sur le bouton « Chercher ». Les résultats de votre interro-
gation seront automatiquement affichés

Nous avons inclus, a la fin du présent guide, une liste de questions
fréquemment posées que vous pourrez consulter si vous éprouvez
des difficultés d’acces a la base de données de la CNP Dans la Foire
aux questions, nous avons également indiqué une adresse de courriel
vous permettant d'obtenir de I'aide supplémentaire
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1. Je ne parviens pas a trouver |‘appellation d’emploi d'un de
mes employés ou La description de travail utilisée dans la
CNP ne correspond nullement aux taches qu’effectue mon
employé. Que dois-je faire?

L'appellation d’emploi que vous utilisez peut étre propre a votre
entreprise, tandis que les désignations contenues dans la CNP sont
plus générales. Essayez de rechercher des titres similaires, mais
génénques. Vous pouvez également faire une interrogation selon
les « Fonctions principales » en entrant des mots-clés tels que

« téléphone » si votre employé répond aux appels téléphoniques ou
« clientéle » si votre employé est chargé des relations avec la clien-
tele. Verifiez la description de la CNP pour voir si elle se rapproche
des taches effectuées dans votre entreprise

2. Le moteur de recherche m‘a donné trop de résultats. Vous
attendez-vous vraiment a ce que j'examine chacune de ces
possibilités?

Bon nombre des professions sont reliées, par exemple, au service a

la clientéle. Si vous avez interrogé la base de données de la CNP au

moyen d’un mot-clé tel que « clients », il est possible que vous ayez
obtenu plus de 100 résultats. Essayez de préciser votre interrogation
en identifiant d'autres fonctions

3. Chaque profession énumérée dans la CNP comporte un code a
quatre chiffres. Que signifie til?

On a élaboré la CNP pour fournir une maniére normalisée de

décrireet de comprendre le monde de I'emploi au Canada. La codifi-
cation est utilisée pour classifier les professions selon leur genre de
compétence {nature du travail réalisé} et leur niveau de compétence
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(études ou formation). Pour en apprendre davantage sur la codifica-
tion et la maniere dont elle est utilisée dans d'autres applications,
lisez lAnnexe 1 ou encore visitez le site Internet de la CNP a
I'adresse www.hrsdc-rhdce.gc.ca/cnp

4. Je ne peux pas trouver de réponse a ma question. Pouvez-
vous m‘aider?

Faites-nous parvenir un courriel 8 noc-cnp@hrsde-rhdcc.gc.ca et
nous y répondrons dans un délai de cinqg {5) jours ouvrables
Veuillez mentionner que vous utilisez le Guide sur la gestion des
ressources humaines





� 	No more than two of the 12 confirmed participants were NGO representatives (i.e., either executive director or HR manager). 


� 	Most participants said they had spent 10 to 30 minutes reading the guide. A few spent an hour with it and/or visited the NOC website. Participants who had not reviewed the Guide at all prior to coming to their focus group were given an opportunity to peruse it in the waiting area. 
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