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F.
Competency Section

F.1
Overview

The profile is made up a series of tables to cover each major area of general competency and provides a detailed outline of the tasks and personal competencies one must be able to perform. Each of these tables also incorporates a short introduction and glossary to clarify some of the more technical terms, especially where they may be taken to have slightly different implications in each of the archives, library and records management disciplines. Throughout the profile "information resources" is used as the broad term to encompass the range of information materials, resources, and media currently being managed; the term should not be taken to mean just print materials, for example. Likewise, most information management units operate under a system of policies, guidelines, and regulations. Each task and subtask in the profile takes this context as a given, and reference to complying with such policies or regulations is not repeated for each task / subtask

Seven areas of professional competencies have been identified: 

1. Create and maintain programmes and services

2. Acquire and dispose of information resources

3. Create a framework for access to information resources

4. Provide reference, research, and advisory services

5. Provide access and support services

6. Provide electronic services

7. Store and protect information resources

F.2
Create and Maintain Programmes and Services 

Every library, archives or records management programme establishes a programme mandate and identifies the clients/users to which its services will be directed. Creation and maintenance of programmes and services ensures that they address, on an ongoing basis, the changing workplace, changes in technology and user needs on an ongoing basis. Without these competencies, programmes and services will become outdated, obsolete and will not be able to respond to client / user needs.

F.2.1
Acquire and Dispose of Information Resources

Acquisition and disposal activities ensure that the resources required to support the organizational mandate are added, when needed, or removed when no longer required. Failure to acquire and dispose of information resources would mean that programmes/services would not be augmented or remain up to date.

F.2.2
Create a Framework for Access to Information Resources

The IRM specialist must be able to organize and describe information resources so they are available to the client/user; intellectual access to information resources provides users with the ability to utilize the resources effectively. Without a framework to access these resources, they would be inaccessible to clients / users and therefore would be of no value.

F.2.3
Provide Reference/Research/ Advisory Services

The IRM specialist provides reference, research, and advisory services; develops specialized tools such as bibliographies, issue papers or briefing notes for clients/users; and advises organization authorities on such legal issues as privacy, access to information, copyright and other information protection issues. 

F.2.4
 Provide Access and Support Services

Clients/users visit facilities, want access to information resources on site or remotely and use descriptive tools to gain access to those information resources. IRM Specialists capture details about users, and retrieve, lend and borrow information resources. In addition they provide instruction to clients/users on how to use the facilities and services.

F.2.5
 Provide Electronic Services

Providing electronic services to our clients / users has now become a significant component of the information resource management sector whether it is in the area of electronic reference resources, electronic record-keeping or acquiring and maintaining electronic records for archival purposes. If the IRM Specialists do not have the competencies to create and maintain electronic services, regardless of content, they will be unable to address workplace issues and client/user needs.

F.2.6
Store and Protect Information Resources

Information resources must be stored and protected against both anticipated and unanticipated events so that they are available to clients / users as required. Therefore, IRM Specialists must be able to design facilities and storage solutions, develop disaster recovery plans, implement preservation techniques and design security systems for both facilities and electronic/automated systems. 

F.2.7
General Competencies

To accomplish all the above duties and to meet the standards of their occupations, IRM specialists need to demonstrate certain general competencies which have been clustered into three major categories: 

1
Business/Management Skills

2.
Interpersonal Skills

3.
 Personal Skills

This competency profile documentation was subsequently adopted and adapted by the Government of Canada, Library, and Archives Canada, as the basis for its records management competency model. The Government of Alberta recently issued its specific guidance for records management professionals within the government, as a further enhancement to this tool.

F.3
Applying the Competency Models in the UNPOs

One of the requirements of this deliverable is to provide details about functions and responsibilities but not to assign tasks to specific positions, since each UNPO will have to determine what functions it wants to take on and will have to assign certain activities within its own structure. The benefit of adapting competency models is that the tasks can be selected from the model, based on the requirements of the specific job.

It should be noted that the competency profile does not capture details about what people do in their jobs today but takes a higher level view of what a job should entail. It is possible that the incumbent will not have all the skills for the position. However, they can then use the competency profile to identify gaps and develop a self-learning or on the job training programmeme as part of a regular performance improvement process.

The Cultural Human Resource Website provides toolkits to help organizations apply the competency profile to their own particular environment.
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