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A few concepts to facilitate the use of the Profile.

DEFINITIONS

Competency Profile:
A detailed list of competencies required to perform ideally in a job, job category or
a function in an organization.

Competency:
Includes knowledge, skills and qualities or attitudes.

Behavioural  Indicators:
Descriptions of behaviours that indicate, in an observable way, that one has acquired
and is able to apply a specific skill, knowledge or attitude.

ORIGIN

The Leadership Profile for Information Services managers was developed with the
highest respect for the competencies and associated behaviours that were reported
to us as being essential to the ideal performance of managers. The information on
which this Profile is based was obtained through consultations with IS managers.

PURPOSE

This Leadership Profile, is a human resource management tools that was developed
based on the premise that organizational growth occurs in large part through that of
the people who are members of the organization. Since the Profile indicates the
essential competencies required to perform ideally in a job or role, it includes all the
information needed to effectively carry out the following HR management processes:
applicants’ recruitment and evaluation, succession planning, career planning, learning
and development needs analysis, performance appraisal, etc.

ELEMENTS

This profile is composed of 12 competencies. For each competency, you will find:

• a definition that is reflective of IS culture; and

• a list of behaviours that, together, describe the competency in action.

I N T R O D U C T I O N



A SINGLE PROFILE FOR ALL INFORMATION SERVICES SUPERVISORS 

AND MANAGERS 

To promote a culture in which we believe leadership can be demonstrated at all

levels of the organization, this Leadership Profile was developed for all supervisors

and managers at IS, regardless of their place in the formal hierarchy.

While competencies and associated behaviours remain the same for all managers,

they should be expected to demonstrate them within their sphere of activity,

according to their level of responsibility, and taking into account the complexity and

impact of their decisions and the parameters within which they manage.

A R E F L E X I O N  O F  T H E  C U L T U R E
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C O M P E T E N C I E S



KNOWLEDGE OF THE INSTITUTION
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To understand the organizational
culture and environment, and behave
with consideration for its specificities
and structures.

1. Is familiar with the structures, policies
and procedures related to his/her duties
and is able to interpret and use them to
maximize results.

2. Makes decisions that indicate a
good understanding of the priorities
of the House and their particular
sector as well as the interdepen-
dence between them.

3. Behaves in a manner 
that shows respect for the
protocols that are part of the
parliamentary environment.

4. Makes sound use of informal channels to obtain and provide the information and
assistance needed to attain objectives.

5. Stays abreast of and clearly identifies the House and its partners’ political issues.

6. Recognizes the impact of internal and external trends on Information Services,
the House of Commons, and its partners.

7. Influences key individuals and groups in order to position their services within
the organization.



SPECIALIZED KNOWLEDGE
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To apply knowledge and techniques
related to his/her field(s) or area(s) 
of expertise.

1. Demonstrates a thorough knowledge 
of a specific field or area of expertise.

2. Stays abreast of and assesses the
impact of recent developments 
and trends in their area(s) of
specialization.

3. Demonstrates and applies 
in the course of their duties,
thorough knowledge of
standards and best practices

in the information technology
industry.

4.Acts as resource person when employees encounter problems related to 
his/her expertise.

5.Acts as advisor for their supervisors and colleagues in his/her area of expertise.

6. Demonstrates knowledge of areas of technical expertise related to their own
field and understands the links between them.

7. Demonstrates the ability to dissociate him/herself from his/her specialized
domain of expertise in order to base his/her actions and decisions on a more
broad and varied spectrum of knowledge in the interest of the organization.



CLIENT FOCUS
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To understand clients’ characteristics
and address their current and future
needs in a creative, effective and
satisfactory manner.

1. Knows the characteristics and needs 
of clients and continuously and effectively
interprets or clarifies clients’ expectations.

2. Negotiates optimum and realistic
conditions and timelines with clients
and proposes alternatives that are
acceptable to everyone.

3.Assists their employees or
colleagues in solving problems
related to the delivery of
products and services.

4. Proposes innovative products and services solutions, taking into account the
fluctuating needs and limits of clients, the organization, and its employees.

5.Takes the necessary measures to continuously improve products and services,
including regularly asking the client for feedback.

6. Sets quality standards for products and services and ensures that those
standards are met.

7. Gives subordinates the flexibility and authority they need to implement new
products and services, where possible and appropriate.



ANALYTICAL SKILLS
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To identify and process data in order 
to draw logical conclusions that are
conductive to effective decision-
making.

1. Identifies the inherent elements of
problems by recognizing how they are
related to one another in order to
formulate short and long-term
solutions.

2. Effectively prioritizes the tasks
he/she performs by correctly
identifying their relative
importance, while adapting to
changing conditions.

3. Identifies and selects the
best processes and methods
according to circumstances.

4. Gathers the necessary information from suitable and credible sources, and
synthesises that information by recognizing the relative usefulness of various
elements.

5.When faced with incomplete or contradictory information, makes deductions
that lead to action by drawing on lessons they or others have learned in similar
situations.

6.Analyzes risks and assesses the potential impact of different scenarios in order
to determine which would be most beneficial.

7.Thinks several steps ahead and cross functionally in deciding the best course 
of action.



RESOURCE AND PROJECT MANAGEMENT
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To plan, organize and evaluate materiel,
financial and human resources in order
to achieve optimum results.

1. Develops results-oriented action plans,
the objectives of which are in line with the
vision, strategy and priorities of the
House of Commons and its partners.

2. Sets project and operational
deadlines and timeframes that are
both prompt and realistic.

3.Thinks of alternate action plans
in order to mitigate risks.

4. Establishes governance
management models in which
the parameters and roles are
clear and well defined.

5. Plans, organizes and assigns the available materiel and financial resources, in a
flexible manner, in order to promote work efficiency and effectiveness within
his/her sector and, jointly, with other sectors.

6. Selects and organizes human resources to foster complementarity in expertise
and cohesiveness among activities.

7.Analyzes results and devises innovative solutions in order to improve overall
performance, and promote a healthy work environment.

8.Anticipates future resource needs and takes the necessary measures to meet
those needs in a timely manner.

9. Demonstrates on-going concern for accountability with respect to the managing
of taxpayers’ or partners’ funds, and takes related issues into consideration.



VISION AND STRATEGY
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Visualizes opportunities and provides the
direction needed to ensure that planning
and implementation are aligned with
the priorities and mission of the House
of Commons and its partners.

1. Conveys and disseminates the vision and
strategy of the information technology 
and management industry through words
and actions so as to elicit a commitment
to the industry from others within 
the organization and with external
partners.

2. Initiates and encourages dialogue
on the vision and strategy with
employees and colleagues in
order to ensure coherence
among the various units.

3. Demonstrates the ability to influence the direction taken by internal and
external partners with which he/she does business.

4.Acts as ambassador for projects he/she is managing, with partners and within the
professional community.

5.Anticipates major issues that have a direct or indirect impact on Information
Services and the industry, in order to adjust the direction to be given to
employees.

6.Assists in formulating the vision and strategy by sharing his/her ideas on future
directions and by acting as a leader in his/her area of expertise.



ADAPTABILITY
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To demonstrate a positive attitude
towards the prediction, planning and/or
initiation of change, and to help others
accept it.

1. Shift his/her focus quickly from one
activity to another.

2. Embraces change by identifying its
positives aspects by taking part in
implementation.

3. Reacts quickly to changes in
requirements and internal and
external demand by making the
changes needed to ensure
effective operations.

4. Encourages employees to accept and help implement change, by taking into
consideration the pace at which they can adapt and by encouraging dialogue.

5. Develops mechanisms, processes and methods that facilitate change both
internally and externally.

6. Creates and maintains a work environment that facilitates change and
encourages flexibility.

7. Recognizes, seizes and creates opportunities to be innovative with respect 
to change.

8.Acts as an agent of change within his/her team, as well as with partners, external
organizations and within the industry.



COMMUNICATION
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To ensure the effective transfer of
information, ideas and opinions in a way
that promotes harmonious relations
and facilitates goal attainment.

1. Listens to people actively and with
empathy.

2.Adapts his/her communication style
to the listener and respects individual
cultural differences.

3. Conveys their messages clearly
and in an organized manner,
making sure that the meaning
and intent underlying the
message are understood.

4. Provides timely information to the various audiences (employers, supervisors,
colleagues, clients, etc.).

5. Evaluates the relevance of information in order to convey a message geared to
the needs of the audience.

6. Influences decision-making at the next hierarchical level.

7. Demonstrates the writing skills required of his/her duties and role.

8. Provides others with opportunities and means to engage in dialogue.

9. Ensures that the structures, processes and methods they put in place and the
tools he/she proposes facilitate communication between individuals and groups.

10. Uses his/her presentation skills to obtain buy-in towards his/her ideas and
views.

11.Quickly answers politically sensitive questions without compromising
him/herself or the organization.

12. Encourages the negotiation of agreements based on common interests and
consensus, in order to reach set goals while promoting a climate that will be
conducive to future negotiations.



NETWORKING AND PARTNERING
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To establish and develop relationship on
the basis of professional interests, in
order to achieve objectives and solve
common or related problems.

1. Maintains a broad internal and external
network of experts in his/her area of
expertise and related areas by sharing
useful and pertinent information.

2. Establishes and maintains good
relations with colleagues and partners
in order to obtain their support or
cooperation more easily.

3. Recognizes, seizes and creates
opportunities to promote and
raise the profile of his/her
services in order to facilitate
strategic alliances.

4. Encourages his/her employees to establish partnerships, and facilitates that process
by creating opportunities for employees to establish contacts.

5.Assists in developing service agreements and/or contracts with internal and
external partners so as to ensure the quality and effectiveness of services and
protect the interests of the parties.



LEADING AND SUPPORTING EMPLOYEES
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To provide the direction and support
needed to create and maintain a
healthy work environment.

1. Guides his/her employees, while giving
them the autonomy they need to do their
work, based on their individual needs.

2. Listens to his/her employees’ ideas,
values their contribution and openly
gives them the credit when he/she
uses their ideas.

3. Openly acknowledges and
praises good work (contri-
bution, effort and
performance).

4. Demonstrates a positive attitude at all times, despite obstacles and stress, in
order to create and maintain an environment that is conducive to motivation and
productivity.

5. Encourages teamwork and cooperation.

6. Distinguishes circumstances that require immediate action from those that
require stepping back and confronts conflicts directly and tactfully, so that they do
not escalate with time or due to a lack of intervention.

7. Supports employees going through difficult times and, if necessary, directs them
to appropriate resources.

8. Recognizes the importance of a balance in employees’ professional and private
lives.

9. Conveys and demonstrates his/her availability towards employees.

10. Clearly communicates his/her expectations in regards to employees’ roles and
responsibilities.

11.Assigns responsibilities according to employees’ skills and interests as well as
organizational and operational needs.



DEVELOPING EMPLOYEES

Em

ployees

Dev
elo

ping

To provide the means and resources
necessary to the development of
competencies and to create a climate
that is favourable to learning.

1.Accurately identifies strengths and areas
needing development in the people who
report to him/her.

2. Shares his/her expertise, in order to
develop the competencies of
employees.

3. Gives employees feedback by
telling them which types of
behaviour are essential to
success and which can be
detrimental.

4.Acknowledges initiative in order to promote an environment that fosters
learning and motivation.

5. Establishes a continuous learning culture by transforming challenges into
opportunities for development that employees can seize, taking individual
differences into account and providing the necessary parameters and direction.

6. Provides opportunities for employees to increase their visibility.

7. Encourages employees to plan their career and supports them in their efforts.

8.Allocates the financial resources required for employee development and
distributes them strategically based on individual and collective needs and with a
view to developing the overall capacity of the organization.

9. Ensures regular follow-up with regards to employee development by using the
appropriate tools.

10. Ensures the implementation of methods and processes that facilitate employee
development.



SELF-MANAGEMENT
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To possess adequate self-knowledge in
order to master attitudes and emotions
and to behave appropriately according
to situations and to lead by example.

1. Knows and openly recognizes his/her
abilities and limitations, and sees to
his/her personal development by taking
the appropriate measures, including
that of asking for feedback.

2. Is conscious of factors that elicit
reactions within himself/herself
and knows how to control
his/her emotions in order to
maintain a healthy work
environment.

3. Is conscious of the reactions that he/she is likely to elicit in others, and chooses
an appropriate way to minimize negative reactions when appropriate, in order to
increase/maintain his/her level of credibility.

4.Takes ownership of his/her decisions and the consequences of his/her actions
with confidence and honesty, and learns from his/her mistakes so as not to repeat
them.

5. Demonstrates good judgment, transparency, and fairness with regard to his/her
decisions and actions, in order to be able to justify them in a satisfactory manner.


