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Job Description
Select Reason for Review
Every employee in the Alberta Government benefits from having clear expectations of their duties. A job description also supports organizational design, recruitment, employee performance, learning and development, and succession planning.   Use this tool to define a job.   Defining a job in three steps:
● Describe - Identify the job within the organization.
● Design - Describe job responsibilities and authorities.
● Assign - Sign to confirm responsibilities and submit to HR.
Job Description
Common Government
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Competencies
Benchmarks
Guide
Describe: Basic Job Details
Position
Employee
Organizational Structure
Design: Identify Job Duties and Value
Changes Since Last Reviewed
Job Purpose and Organizational Context
Responsibilities
Problem Solving
Key Relationships
Required Education, Experience and Technical Competencies
Behavioral Competencies
Pick 4-5 representative behavioral competencies and their level.
Competency
Level A    B    C    D    E
Level Definition
Examples of how this level best represents the job
Benchmarks
Assign
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.
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Common Government
2018-08
Public Service Commission
Every employee in the Alberta Government benefits from having clear expectations of their duties. A job description also supports 
organizational design, recruitment, employee performance, learning 
and development, and succession planning. 
Use this tool to define a job.
Government of Alberta
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