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THIS AMENDMENT 011 IS RAISED TO AMEND 
THE REQUEST FOR STANDING OFFER (RFSO) 

 
AMENDMENT 

 
 
 
On page 178-179 of Annex “A” – Requirement, Stream 5-Professional Services, Sub-Stream 5f – Policy 
and Advisory Services, Classification:  Access to Information and Privacy (ATIP) 
 
DELETE: 
Access to Information and Privacy Officers administer policies and procedures related to the release of 
records in response to requests under federal government access to information and privacy legislation. 
 
Junior 
Typical duties may include: 

•  Assisting in the analysis, review and response to straightforward requests under the Access to 
Information Act  

•  Assisting in the analysis, review and response to straightforward requests under the Privacy Act  
•  Assisting in the processing of complaints under the Access to Information Act or Privacy Act  
•  Preparation of reports requiring compilation of data  

Minimum Mandatory Qualifications: 
Education: 

•  Secondary school diploma is required  
•  Certificate, diploma, or degree from a recognized post secondary institution is required or an 

acceptable combination of education, training and experience in a relative field is required  

Experience: 

•  Minimum of six (6) months of experience is required  

Intermediate 
Typical duties may include: 

•  Performing the analysis, review and preparing the response to straightforward requests under the 
Access to Information Act  

•  Performing the analysis, review and preparing the response to straightforward requests under the 
Privacy Act  

•  Processing of complaints under the Access to Information Act or Privacy Act  
•  Assisting in the preparation of Privacy Act Assessments  
•  Assisting in the provision of advice for privacy and ATI management and oversight functions, 

including liaison with Office of Primary Interests (OPIs).  

Minimum Mandatory Qualifications: 
Education: 

•  Secondary school diploma is required  
•  Certificate, diploma, or degree is required or an acceptable combination of education, training and 

experience in a relative field is required  

Experience: 

•  Minimum of three (3) years of experience is required  



Senior 
A thorough understanding of the interpretation and application of related legislation, policies and 
regulations are required.  
 
Typical duties may include: 

•  Preparing Privacy Impact Assessments  
•  Analyzing, processing, researching and preparing responses to sensitive ATIP requests  
•  Providing recommendations regarding the exemption or exclusion of information to be released  
•  Reviewing sensitive/complex files including personnel harassment complaints and discipline files  
•  Assisting in the defence of decisions on complaints submitted to the Information or Privacy 

Commissioner  
•  Updating departmental contributions to Info Source  
•  Assisting in the review of sensitive or complex files  
•  Conducting training sessions for employees  

Minimum Mandatory Qualifications: 
Education: 

•  Secondary school diploma is required  
•  Certificate, diploma, or degree from a recognized post secondary institution is required or an 

acceptable combination of education, training and experience in a relative field is required  

Experience: 

•  Minimum of five (5) years of experience is required  

Advanced 
Extensive understanding, interpretation and application of related legislation, policies and regulations are 
required. 
 
Typical duties may include: 

•  Coordinating activities of ATIP team members  
•  Coordinating the preparation of sensitive or complex Privacy Impact Assessments  
•  Coordinating the updating of departmental contributions to Info Source  
•  Providing recommendations regarding the exemption or exclusion of sensitive information  
•  Conducting, coordinating and managing consultations with various Federal Departments and 

Agencies  
•  Coordinating the defence of decisions on complaints submitted to the Information or Privacy 

Commissioner  
•  Providing advice and guidance to senior management, departments and agencies  
•  Performing detailed quality control on a wide variety of documents produced by ATIP teams, 

including requests, information disclosures, guidelines and workplace tools  

Minimum Mandatory Qualifications: 
Education: 

•  Secondary school diploma is required  
•  Certificate, diploma, or degree in accounting, finance, commerce or other relevant field from a 

recognized post secondary institution is required or an acceptable combination of education, 
training and experience in a relative field is required  

Experience: 

•  Minimum of ten (10) years of experience is required 



 
INSERT: 
Access to Information and Privacy Officers administer policies and procedures related to the release of 
records in response to requests under federal government access to information and privacy legislation. 
  
Junior 
Typical duties may include: 

•  Assisting in the analysis, review and response to straightforward requests under the Access to 
Information Act  

•  Assisting in the analysis, review and response to straightforward requests under the Privacy Act  
•  Assisting in the processing of complaints under the Access to Information Act or Privacy Act  
•  Preparing of reports requiring compilation of data  

Minimum Mandatory Qualifications: 
Education: 

•  Secondary school diploma is required  
•  Certificate, diploma, or degree from a recognized post secondary institution is required, or an 

acceptable combination of education, training and experience in a relative field is required  

Experience: 

•  Minimum of six (6) months of relevant experience is required   

Intermediate 
Typical duties may include: 

•  Performing the analysis, review and preparing the response to straightforward requests under the 
Access to Information Act  

•  Performing the analysis, review and preparing the response to straightforward requests under the 
Privacy Act  

•  Processing of complaints under the Access to Information Act or Privacy Act  
•  Assisting in the preparation of Privacy Act Assessments  
•  Assisting in the provision of advice for privacy and ATI management and oversight functions, 

including liaison with Office of Primary Interests (OPIs).  

Minimum Mandatory Qualifications: 
Education: 

•  Secondary school diploma is required  
•  Certificate, diploma, or degree from a recognized post secondary institution is required or an 

acceptable combination of education, training and experience in a relative field is required  

Experience: 

•  Minimum of three (3) years of relevant experience is required   

Senior 
A thorough understanding of the interpretation and application of related legislation, policies and 
regulations are required.  
 
Typical duties may include: 

•  Preparing Privacy Impact Assessments  



•  Analyzing, processing, researching and preparing responses to sensitive ATIP requests  
•  Providing recommendations regarding the exemption or exclusion of information to be released  
•  Reviewing sensitive/complex files including personnel harassment complaints and discipline files  
•  Assisting in the defence of decisions on complaints submitted to the Information or Privacy 

Commissioner  
•  Updating departmental contributions to Info Source  
•  Assisting in the review of sensitive or complex files  
•  Conducting training sessions for employees  

Minimum Mandatory Qualifications: 
Education: 

•  Secondary school diploma is required  
•  Certificate, diploma, or degree from a recognized post secondary institution is required or an 

acceptable combination of education, training and experience in a relative field is required  

Experience: 

•  Minimum of five (5) years of relevant experience is required  

Advanced 
Extensive understanding of the interpretation and application of related legislation, policies and 
regulations are required. 
 
Typical duties may include: 

•  Coordinating activities of ATIP team members  
•  Coordinating the preparation of sensitive or complex Privacy Impact Assessments  
•  Coordinating the updating of departmental contributions to Info Source  
•  Providing recommendations regarding the exemption or exclusion of sensitive information  
•  Conducting, coordinating and managing consultations with various Federal Departments and 

Agencies  
•  Coordinating the defence of decisions on complaints submitted to the Information or Privacy 

Commissioner  
•  Providing advice and guidance to senior management, departments and agencies  
•  Performing detailed quality control on a wide variety of documents produced by ATIP teams, 

including requests, information disclosures, guidelines and workplace tools  

Minimum Mandatory Qualifications: 
Education: 

•  Secondary school diploma is required  
•  Certificate, diploma, or degree in accounting, finance, commerce or other relevant field from a 

recognized post secondary institution is required or an acceptable combination of education, 
training and experience in a relative field is required  

Experience: 

•  Minimum of ten (10) years of relevant experience is required 

 
 
 
 

ALL OTHER TERMS AND CONDITIONS REMAIN UNCHANGED 
 


