	


Appendix G

Competency Model

	


G. Competency Model

	Competency
	Records & Information Management (Head Office) Group
	Business/Function Units

	
	Manager
	Senior Analyst
	Analyst/Technician
	Record Coordinators

	Strategic Direction
	Organize and direct the strategic and operational activities of the corporate RM programme. Develop recommendations to ensure compliance with approved strategy.   
	Provide advice analysis and guidance on implementing RIM strategies and initiatives 
	Provide support in implementing RIM strategies and initiatives 
	Oversight responsibility for local RIM  structure tailored to meet internal business requirements. Advise and assist in developing platform RM strategy

	Promote/market
	Develop/execute promotional/marketing strategy by planning and implementing communications strategies which are integrated with enterprise-wide initiatives
	Execute promotional/marketing strategy
	Support promotional/marketing strategy
	Promote and market RM strategy. Identify opportunities and innovations to strengthen RIM programme within unit. 

	Risk Assessment
	Develop procedures to evaluate effectiveness of RIM strategy, standards and practices
	Issue procedures for risk assessment
	Execute and maintain procedures to identify and manage RIM risk
	Monitor execution of day to day RM practices against established RIM strategy, standards and practices

	Policies, procedures, and standards
	Develop policy framework including standards, guidelines and procedures to ensure compliance with enterprise RM requirements.   Establish process for developing, issuing, and revising RIM standards and procedures. 
	Develop RIM policies, standards and practices. Establish responsibility, time lines, and accountability for implementing RIM procedures. 
	Advise and assist in implementing RM policies standards and practices
	Provide input to development of standards and practices when required. Enforce and monitor processes for adherence to RIM procedures and accountability.

	Audit
	Develop and implement process to audit RIM programme. Determine scope and authority for compliance with RIM statutory, regulatory, and sound business practice requirements
	Monitor execution of day-to-day work against established RIM standards and procedures. Plan, design and conduct audits of RIM procedures as necessary.
	
	Monitor review/audit RM standards and practices. Escalate RM issues/opportunities to Enterprise records management team.

	Statutory, regulatory, and business requirements
	Execute or direct statutory, regulatory, and business requirements research. In partnership with Record Retention Advisory Committee, plan statutory, regulatory, and business requirements research. 
	Research legislative/regulatory/business retention requirements. Provide expert advice and recommendations to enable them to address issues and concerns in a proactive manner
	Provide support to RM staff and RM coordinators in applying solutions to address statutory and business RM requirements
	Identify RM-related issues resulting from regulatory and/or business requirements.  

	Business processes and support systems
	Analyze RIM processes, organization, and procedures to determine areas for more effective contributions to business processes.  Plan and advise on building RM requirements into business process analysis and development
	Provide advice and support in business process analysis to ensure that RM requirements are met
	Assist in analysis and research related to business process activities
	Identify business processes that lack RM functionality and work with RM group to build in requirements

	Information identification and capture
	Develop policies and procedures to govern identification, collection, organization, protection, delivery and preservation of information. Determine required information technology resources.  
	Develop and implement procedures to identify,  capture and manage  information critical, necessary, or useful to organization
	Execute and maintain procedures to identify and gather information 
	Implement procedures to manage information to support access, retention and disposition requirements

	Information Organization (Classification)
	Provide advice, analysis and guidance on developing and applying tools ( (classification schemes, taxonomies and metadata standards) to organize and identify information resources.  
	Develop, implement and maintain classification schemes.


	Provide support and guidance on implementing records classification schemes and procedures.  Determine hierarchy, codification and thesauri support for classification schemes.
	Maintain and implement procedures to organize information. Create, file and classify, search, request and retrieve records. 

	Information Evaluation (Appraisal)
	Design and implement methodology and tools to evaluate information value (administrative, legal, vital, historical etc.). Develop objectives, policies, and tactics that relate to approved information evaluation strategy. Supervise development of procedures based on established information evaluation policies.   
	Develop and implement methodology and procedures to determine value of records to the organization. Apply appropriate techniques to manage and protect records accordingly.
	Execute procedures to evaluate information
	Identify business, regulatory and long-term value of records at the platform level 

	Information Access and Retrieval
	Plan and advise on methods for providing timely access and retrieval of records and for controlling access to meet internal (information security) and external (privacy) requirements..  
	Create, issue and implement procedures to ensure that users have appropriate access to information and information is appropriately controlled to meet internal and external requirements
	Execute and maintain access procedures for users
	Identify access and retrieval requirements and related user permissions and authorizations.  Apply information classification codes to platform-specific records

	Maintenance, protection, and preservation of information
	Plan and Ensure that strategies and procedures are in place to maintain, protect, and preserve information.
	Create, issue and implement procedures to ensure that information is expeditiously available in an appropriate format and is protected for strategic and tactical corporate use.
	Execute and maintain procedures to maintain, protect, and preserve information 
	

	Retention Schedule Development
	
	Analyse functions and develop records retention recommendations in conjunction with records coordinators
	
	

	Final disposition
	Determine strategy for deliberate and systematic ways of working for final disposition of information
	Create and issue procedures to ensure that information is thoroughly disposed of either through secure destruction or transferred to the corporate archive 
	Execute and maintain procedures for final disposition of  procedures. Manage third-party record storage vendor relationships
	

	T raining
	Determine training requirements
	Assist with the development and delivering of RIM training
	Deliver training
	Ensure that goals of training programme are met. Identify training requirements and opportunities. Describe organization’s RIM standards and procedures for end-users. Explain operation of basic technology.

	Expert evidence
	Explain organization’s RIM processes, procedures, standards, and policies to senior management, consultants, government representatives and internal legal counsel
	
	
	

	The RM Technology Framework
	Develops the RM technology strategy, policy, standards and practices 
	
	
	Maintain documentation of the unit’s procedures to ensure that users and unit activities  
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