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Guiding Principles

v'Align conversion exercises to new TBS dates (June 2024*)
v'"Minimize the impact on employees

v'Promote ongoing dialogue between employees and their
managers, with whom the authority resides to assign work
and state responsibilities in job descriptions (JD)

v’ Involve employees in reviewing JDs prior to evaluation

v Optimize the use of standardized JD

v'Use unique JD on an exceptional basis

v'Review and abolish vacant positions

v'"Communicate clearly and regularly throughout the process

* See slide 5 for detail



Preparation for Conversion

v'Review/update job descriptions not reflecting current responsibilities.

v'Determine priorities given the timeline:
QPrioritize JDs reflecting current responsibilities for evaluation
O Prioritize departmental standardized JDs to be developed by Classification
Qldentify vacant positions to be abolished (not converted)
L Reduce/avoid double-banking

v Establish and implement a change management plan supporting
management and employees during and after conversion.
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Outline of Conversion Process and Steps

Advance .

Personal Offl_Cl_aI P_ersonal
April December January to Notification Notification
2022 2022 December 2023 December 2023 June 20, 2024

| l | | |
__>

Starting —— Creation, review & update of SIDs / Abolition of vacant positions
April 2022 Organizational structure confirmation (reporting relationships)
Review and update of outdated JD by management
Mapping of CT positions

December 2022 =— ]D Evaluation by Classification

January 2023 —> Pre-mapping of current jobs to SID by Classification

May 2023 =—» Mapping to new products confirmed by Management
Communication to the Bargaining Agent

December 2023 _, Data entry in HR systems

January 2024 ——» Employee - Management discussions
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Checklist for Managers - overview

Avoid unique JDs - Consider:

Learn more about conversion
1- Align to existing SJID

2- Unique JD: only if no other SID is suitable

Confirm positions’ SIDs properly
reflect current roles and
responsibilities

Validate MyGCHR reporting relationships
(org structure)

Minimize or eliminate double-
banked positions

Abolish vacant positions,
where possible

Respond to CCE questions as job
descriptions assessed against new
standards

Review and maintain current
employee email distribution lists




Communications/engagement strategy

« Communications/Presentations to:

— Management
— Employees
— Bargaining Agents

» Classification Conversion Guide

— OCHRO Updates
— GCpedia resources

 information sessions with employees

« Bargaining Agent engagement


https://www.gcpedia.gc.ca/wiki/Classification_Conversion_Guide

QUESTIONS?

COMMENTS?

CONCERNS?




Appendix



PA Group Conversion

I*l Treasury Board of Canada Secrétariat du Conseil du Trésor
Secretariat du Canada

PA CURRENT PROGRAM AND ADMINISTRATIVE
SERVICES OCCUPATIONAL GROUP

AS R Ve OE'OFFICE EQUIPMENT
ORGANIZATION
)) Cm) COMMUNICATIONS @ ORGANZATION |
= CLERICAL AND PM) PROGRAMME
CR) RecuLatory ADMINISTRATION®**
SECRETARIAL,
@ DA DATA PROCESSING ST ) STENOGRAPHIC
q ) AND TYPING

lNFORMATION O WP) WELFARE
ERVICES ,gy PROGRAMS

*) Internal Audit will become CT-IAU.
**) Forms design only.

Canada

RESTRUCTURED PROGRAM AND ADMINISTRATIVE
SERVICES OCCUPATIONAL GROUP

5 NEW SUB-GROUPS

00]
XX

PA-PVO PA-PDM
A;RDOSE'%;.C‘E DEV! EPIEO‘?’?AR:B:‘T AND

OPERATIONS ADMINISTRATION

Q02O
IAZSA
PA-RHB

REHABILITATION AND
REINTEGRATION

©
PA-EAA

EXECUTIVE
ADMINISTRATIVE
ASSISTANT

PA-CMN

COMMUNICATIONS

%+ Except the PM-MCO sub-group. Please see the new Negotiation, Mediation and Conciliation Officer occupational group (MN) for more details.
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Current Portrait of PA positions for ISC
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Conversion CT

* Fl positions will be renamed to

CT-FIN. | y

* AU positions will be renamed to \

CT-EAV. | ¥y

* AS positions will be converted to\

CT-IAU. | |




