
GOA12005  Rev. 2022-01 Page 1 of 6

Job Description

Common GovernmentPublic (when completed)

Describe: Basic Job Details

Position

Position Name (30 characters)

IT Procurement Specialist
Current Class

 Program Services 4 

Agency (ministry) code Cost Centre Program Code: (enter if required)

Employee

Employee Name (or Vacant)

Organizational Structure

Update

Ministry

Position ID

Job Focus Supervisory Level

Current organizational chart attached?
Division, Branch/Unit

Supervisor's Current ClassSupervisor's Position ID Supervisor's Position Name (30 characters)

Design: Identify Job Duties and Value

Date yyyy-mm-dd

Changes Since Last Reviewed

Responsibilities Added:

- Responsibilities broadened to include both Goods and Services procurement activities

Responsibilities Removed:

Job Purpose and Organizational Context

Why the job exists:
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Responsibilities

Job outcomes (4-6 core results), and for each outcome, 4-6 corresponding activities:
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Problem Solving

Typical problems solved:

This position is responsible for monitoring and assessing risk levels, from a procurement perspective, and 
managing the escalation process to address identified issues.  
Mitigation: Maintain collaborative relationships with the business partner, working closely to proactively 
identify and address potential issues prior to escalation. 
Types of guidance available for problem solving:

This position requires the ability to analyze and apply professional judgment to solve complex, new and 
emerging issues. There is supervisory guidance available from the Manager, Director and consultation with 
peers and other stakeholders. This position works closely with various program areas to understand 
procurement options and requirements in order to facilitate and provide accurate information to business 
partners as requested.
Direct or indirect impacts of decisions:

This position is responsible for supporting GoA business partners in procuring the IT goods and services they 
require in order to efficiently and effectively deliver on their respective mandates. The Specialist's role 
has a direct impact on the business partner's ability to realize the full intended benefit of procurements, 
including managing organizational risks from a procurement perspective. 

Key Relationships

Major stakeholders and purpose of interactions:

- Procurement Team: To provide status updates and information sharing among team members.

- Branch colleagues: To collaborate on tasks for the larger team and identify ways to improve processes
and procedures; to provide support to the Reporting and Relations team.

- Other GoA Employees / Contractors: To collaborate with other GoA employees and contractors across
government to move initiatives forward; to resolve issues and make recommendations.

- Subject Matter Experts: To engage subject matter experts for ITP; to provide context and clarification to
support business partner business decisions. Subject matter experts include, but are not limited to, Legal
Services, RMI, cybersecurity, DIPS, FOIP, and HR.

- Suppliers/Vendors: To act as the escalation point for issues relating to ITP; to provide leadership and
direction to suppliers/vendors where appropriate; to set expectations for the supplier/vendor relationship.

- Business Partner: To provide consultative services to business partners

- Senior Management and Executives: To provide contract and supplier/vendor status updates to
management on on-going procurement activities; to provide presentations, briefing notes and decision
requests, as needed.

Required Education, Experience and Technical Competencies

Education Level

Bachelor's Degree (4 year)
Focus/Major

Business
2nd Major/Minor if applicable

Public Administration
Designation
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Job-specific experience, technical competencies, certification and/or training:

If other, specify:

Procurement, Contract and Vendor Relationship Management

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
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Agility 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

This position relies on the 
ability to prioritize and 
manage time effectively 
to meet deadline 
constraints.

Build Collaborative Environments 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

This position requires a 
strong ability to develop 
and maintain successful 
relationships in an 
environment of constant 
change.

Drive for Results Works to exceed goals 
and partner with others 
to achieve objectives: 
• Plans based on past
experience
• Holds self and others
responsible for results
• Partners with groups to
achieve outcomes
• Aims to exceed
expectations

This position is required 
to apply knowledge of 
business areas and 
supplier/vendor 
environment and the 
ability to make effective 
decisions based on 
knowledge at hand.

Benchmarks

List 1-2 potential comparable Government of Alberta: Benchmark


