
Job Description 

Public (when completed) 

Ministry 

!Jobs, Economy and Trade

I Describe: Basic Job Details
Position
Position ID 

Requested C lass 
 
Job Focus 

C ost C entre 

New 

Position Name 30 characters 

Branch Administrator 

 
Program Cede: (enter if required) 

__ � �---------� 
Employee
Employee Name ( or Vacant) 

Organizational Structure
Division, Branch/Unit

Common Government 

Supervisor's Position ID
l
___________ __.

l  Current organizational chart attached?
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!Design: Identify Job Duties and Value
Job Purpose and Organizational Context
Whv the iob exists:

As an integral member of the Child Care Transformation Branch the Branch Administrator works within a politically

sensitive, fast paced environment to provide administrative services to support the branch staff in the management of

the branch. The Branch Administrator manages the office of the Executive Director and management team; schedules

and coordinates the meetings and travel arrangements; coordinates activities across the branch as required;

coordinates administration to support the Branch; researches documents, materials and files; drafts correspondence;

executes and implements administrative policies; is a lead contact in the branch for administrative advice and assists

the Child Care Transformation branch as needed. This position also facilitates cooperation and sharing of knowledge

within and across the Divisions by enhancing relationships with internal and external groups.

It is expected that the Branch Administrator will professionally handle operational queries, questions and issues that 

relate to administrative and operational tasks and priorities, and coordinate and assemble materials for the 

management team. To succeed in this fast-paced and dynamic environment, the incumbent must be highly-motivated 

and organized, demonstrating self-confidence and discipline. Strong interpersonal skills will assist with contacting 

officials in partnering Ministries and other areas within Children and Family Services. Teamwork is required, specifically 

when working with Branch and Ministry staff to respond to emerging requests. 
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projects successful; 
shares learning 
• Collects breadth of data
and perspectives to make
choices

Agility 0@00 0 Works in a changing 

environment and takes 
initiative to change: 
• Takes opportunities to
improve work processes
• Anticipates and adjusts
behaviour to change
• Remains optimistic,

calm and composed in

stressful situations
• Seeks advice and
support to change
appropriately
• Works creatively within
guidelines

Build Collaborative Environments 0@00 0 Facilitates open 
communication and 
leverages team skill: 
• Leverages skills and
knowledge of others
• Genuinely values and
learns from others
• Facilitates open and
respectful conflict
resolution
• Recognizes and
appreciates others

Benchmarks 

List 1-2 potential comparable Government of Alberta: 

Benchmark 
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The signatures below indicate that all parties have read and agree that the job description accurately reflects the work assigned and 
required in the organization. 

Date yyyy-mm-dd 

 Date yyyy-mm-dd 

 Date yyyy-mm-dd 

Employee Name 

Supervisor/ Manager Name 

Director I Executive Director Name 

ADM Name 

 Date yyyy-mm-dd 

GOA 12005 Rev. 2022-11 

Employee Signature 

Supervisor/ Manager Signature 

Director I Executive Director Signature 

 

ADM Signature 
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