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NATIONAL RESEARCH COUNCIL CANADA 
JOB DESCRIPTION 

 

1. General Information 

Job Title:  Technical Supervisor 

Job Number: J-62824 

Portfolio/Branch/Program: Research Portfolios 

 

Classification Level:                          TO-5 

Effective Date:                                    October 15, 2015 

 

2. Job Purpose 

This position is responsible for daily management of a facility, laboratory or technical service delivery 

area, and leadership of a team carrying out and delivering services in various fields of expertise that 

support project work for external and internal clients.  

 

3. Reporting Relationships 

This position usually reports to a Director, Team Leader or more senior Technical Officer and is 

responsible for the supervision of a small team (approx. 3-7) of primarily Technical Officers, holding a 

unique functional capability within the organization. Functionally oversees and provides advice to 

clients, researchers and other Technical Officers using the facilities.   

 

4. Principal Accountabilities 

Accountability 

Planning and Project Management 

1 

Maximize resource usage by advising the supervisor in the effective planning of resource 
capacity and capability, and updating the overall resource capacity plan. Distribute resources as 
required to meet service delivery or project objectives. Coordinate with other portfolios the usage 
of facilities and equipment. 

2 
Provide technical expertise in developing proposals and/or project plans, including providing 
input in estimating time and cost required to meet project or service delivery requirements. May 
oversee small projects (e.g. installation of new equipment, capital projects with ASPM). 

Human Resources Management 

3 
Provide advice on appropriate staffing levels and skills required in order to meet requirements, 
and lead all necessary staffing actions. 

4 Manage the performance of employees by actively conducting all aspects of the CTE process 
(review, planning and training plan), obtaining input from others as required, as well as coaching, 
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Accountability 

motivating employees and providing regular feedback on assigned work.  

5 

Ensure sufficient technical expertise is resident in the team for the safe and efficient use of 
specialized equipment.  This includes the long-term planning of training and certification of 
employees as well as routine verification of standards. Perform annual competency gap analysis 
to determine where training resources should be allocated. 

Financial, Facility and Physical Resources Management 

6 
Provide advice on annual budget requirements for the operation and maintenance of the facility, 
and manage assigned budget to achieve planned outputs and outcomes. 

7 

Manage facilities and other physical resources to maximize cost efficiency and utilization. 
Oversee the use and upkeep of facilities/laboratories including the regular maintenance and 
calibration of equipment and tools, and the purchase and installation of new equipment/supplies. 
Calculate facility costs and recommend charge rates to achieve target cost recovery rates and 
oversee the collection and reporting of facility usage.  

8 
Determine the root cause of facility or equipment malfunctions which were escalated, and 
ensure the satisfactory resolution of the issue. 

Operations Oversight and Quality Assurance 

9 
Ensure the efficiency and efficacy of operations of the work unit by developing and implementing 
procedures, work instructions and best practices. 

10 
Ensure the delivery of services that meet or exceed project quality requirements by 
implementing quality assurance procedures for conformance to quality standard best practices. 

Experiment / Testing 

11 

May conduct experimental research including modifying analytical or testing methods and 
developing alternative and/or innovative experimental or testing techniques to meet current and 
future client needs and ensure the validity of results. This involves communicating results and 
providing expert analysis and opinion through reports and/or meetings. May referee and review 
scientific articles for journal publication and participate on internal and external committees as 
technical expert. 

Occupational Health and Safety 

12 

Provide a safe and health conscious work environment by promoting, monitoring and enforcing 
occupational safety and health regulations.  This includes a requirement to keep current with 
local and corporate OSH initiatives and constant identification and fulfillment of training 
requirements for employees supervised. 

 

5. Education, Knowledge and Skills 

Education 

1 

Post-secondary education in a technical, engineering or scientific discipline related to the 

position, or equivalent combination of work related experience, training and education. Some 

positions might require specialized certification.  
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Knowledge / Skills 

2 
Significant experience and expert knowledge in the application of methodology, principles and 
technologies in the subject matter area, including the planning, design, fabrication, assembly, 
modification, operation and/or maintenance of equipment, systems, processes and structures.  

3 
Significant experience in coordinating activities in a facility, laboratory or technical service 
delivery setting including scheduling of resources and of equipment operation and 
maintenance, training and oversight of laboratory users, and purchasing and inventory control. 

4 
Significant experience in coordinating and delivering on projects, including identifying 
research/development requirements, writing proposals, gathering and analyzing data and 
reporting on projects. 

5 
Significant experience managing a team of technical staff including assigning and scheduling 
workload, providing guidance and evaluating performance. 

6 

Knowledge of and experience in designing and implementing processes and procedures in a 
research facility environment, including knowledge of methods, techniques and practices for 
establishing and applying quality assurance criteria, standard operating procedures and good 
laboratory/field practices. 

7 
Knowledge of project management principles, tools and processes and experience in the 
management of small capital projects. 

8 
Knowledge of finance, HR, procurement and other management related principles, policies and 
procedures. 

9 
Knowledge of Occupational Health & Safety regulations and legislation required to create and 
maintain a safe and healthy environment. 

10 

Oral and listening skills required to provide feedback to researchers, designers and engineers, 
give instructions, provide  training and coaching and provide feedback on employee 
performance, hold team meetings, respond to enquiries and resolve complaints, make formal 
and informal presentations; reading skills required to review technical drawings, instructions 
and specifications; and writing skills required to assist in publishing results in research journals, 
write project management and technical reports, draft protocols and standard operating 
procedures. 

11 
Ability to use specialized domain-specific software as well as general office products. 
Knowledge of finance and human resources management SAP modules. 

 

6. Contacts 

Contact Purpose/Result of Contact Frequency 

Clients 

Project Managers 

Researchers 

Establish and manage priorities for project work. 
Coordinate and ensure deliverables meet 
expectations and timelines. 

Support technical progress reviews of ongoing 
work. 

Discuss and resolve any issues escalated by staff 
on project teams.   

Weekly 

Health and Safety 
Stay abreast of new H&S guidelines, regulations 
and legislation to maintain a safe work 
environment. 

As needed 
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Contact Purpose/Result of Contact Frequency 

Seek guidance in writing up incident reports when 
required. 

PWGSC/ASPM  

External vendors and 
suppliers 

Purchase equipment, instrumentation, tools and 
supplies in support of the facility operations and 
maintenance, or projects. Validate vendor 
qualification and acceptance processes. 

As needed 

NRC colleagues 

Coordination of work, optimization of resources 
usage, sharing of best practices and lessons 
learned. Keeping abreast of current developments, 
initiatives and policies that may affect the 
management of the facility and projects. 

As needed 

 

 

7. Key Challenges and Issues 

Challenge / Situation and Response 
Assistance / Reference / 

Support 

Challenge/Situation 1: 

Managing conflicting priorities for completion of project work and 
end-deliverables as well as facility maintenance and maintenance 
of safe work environment. 

Project Managers Facility 
manager 

Project Plans 

 

How to address it: 

Uses prior experience to shift resources from other areas to maintain priorities. Alternatively, consult 

with Project Managers to review Project Plans assessing schedule flexibility that could be used to de-

conflict the situation. Provides creative solutions and ideas to manage conflicting priorities. Conducts 

work in a resourceful way, seeks input from technical experts as required. 

Challenge/Situation 2: 

Managing productivity and performance of Technical Officers in 
the team, and continued improvement. 

 

Director, Project Managers, 
Facility manager 

Operational Requirements 

HR 

How to address it: 

Uses analytical methods to measure and assess productivity. Provides opportunities to 

underperforming team members to increase their utilization. Uses Team Building methods to help 

motivate team, implementation of lessons learnt.  Reassigns resources during peak period of work by 

using experience to forecast resources required to meet the increase in workload in some areas vs 

other areas, identify what skill set will be required and an estimate of when and for how long. With this 

information communicate with Project/Facility Managers to advise of possible impact to project, confer 

with the Director or Team Leader to develop mitigating solutions to be implemented. 

Challenge/Situation 3: 

Managing inaccurate technical data required to complete the work 

Project Managers, Facility 
manager 

Design Engineers 

Technical Documentation 
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Challenge / Situation and Response 
Assistance / Reference / 

Support 

How to address it: 

Uses prior experience to review parts, work requirement and processes against relevant technical 

information to identify actual and potential sources of challenges to the timely completion to the work. 

Confers with Project/Facility Managers and Design Engineers to communicate the situation and 

provide options for resolution of the situation. 

Challenge/Situation 4: 

Provides conflict resolution support as situations may arise 
amongst team members and/or between team members and NRC 
colleagues.  

Human Resources 

Collective Agreements 

How to address it: 

May use past experience and training to solve conflict. Under the guidance of Human Resources 
Branch, work with the employees to determine the cause(s) of the conflict and agreeable solutions. 
Ensure that the situation is monitored and open communication is maintained. If so required, may 
make adjustments to work schedules and work sites, or re-allocate duties. 

 

8. Key Decisions and Recommendations 

Decisions Impact 

Decides on delivery schedule for project work 

including appropriate allocation of work space and 

resources to meet timelines and Health and 

Safety requirements. 

 

 

Affects the commitment and ability of allocated 
resources in delivering completed work on time 
and within estimates. May impact the number of 
Health and Safety related incidents and affect 
morale of employees. These decisions can also 
affect return business and the ability to meet 
revenue targets. 

Determines best solutions to resolve issues 

encountered in the performance of experimental 

work, management of a project or management of 

the assigned facility, laboratory or service delivery 

area. 

Affects ability to fulfill project goals and ensure 
validity of analytical results in order to meet 
clients’ expectation for end-deliverables 
completion. 

Decide on facility scheduled and unscheduled 

maintenance with internal and/or external service 

personnel where so required. 

Affects the liability of the facilities/plant which in 
turn will aid with high probable reliability of all 
equipment to serve the client without minimum 
unexpected down time. 
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Recommendations To Whom 

Recommends changes to resources usage and 
allocation through projection and analysis of 
workflow and load.  

Supervisor 

Make recommendations for employees that have 
distinguished themselves by their exemplary 
behavior. Conversely suggests disciplinary 
actions for underperforming employees. 

Supervisor 

Suggests major expenditures for items like safety 
improvements, facilities/laboratories overhaul, 
refurbish or new equipment using minor or major 
capital funds. 

Supervisor  

 

9. Working Environment and Conditions 

Physical 
Effort 

Much of the time is spent in a sitting position with frequent opportunity to move about at 
will. May require intermittent periods of standing, walking and sitting at a work bench; 
working in awkward positions; bending and stretching; moving lightweight objects and 
large, awkward and heavier objects on occasion; operating hand and power tools; 
climbing stairs and ladders on occasion. 

Physical 
Environment 

Work is typically divided between an office and a laboratory/plant/shop environment 
which can include daily exposure to background noise from tools and equipment, and 
regular exposure to chemicals, dirt, noise, noxious odors, hazardous equipment and 
substances, extreme temperatures or other awkward conditions. Work can be 
performed indoors and outdoors with occasional exposure to extreme weather 
conditions, and working on uneven terrain and from heights. 

Sensory 
Attention 

Regular and intermittent periods of concentrated visual and auditory attention are 
required to collect and verify file information. Attention to detail also required for 
performing calculations, accomplish an experiment, carry out precise analytical tests 
and measures, fabricating items or fixtures, and preparing reports. 

Mental 
Stress 

Frequent pressure from deadlines, quotas and requirement to meet client expectations. 
Multiple conflicting priorities may require the position to re-prioritize projects and 
reallocate resources. May deal with unhappy internal or external clients. Extended work 
hours or having to work overtime on short notice might impact personal like. May deal 
with internal staff conflicts. 

 


