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Job Description

Common GovernmentPublic (when completed)

Describe: Basic Job Details

Position

Position Name (30 characters)

Creative Copywriter
Requested Class

 Program Services 3 

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

Employee

Employee Name (or Vacant)

Vacant

Organizational Structure

New

Position ID

Job Focus

Corporate Services
Supervisory Level

00 - No Supervision

Current organizational chart attached?
Division, Branch/Unit

Outreach, Creative Services
Supervisor's Current Class

 Manager (Zone 2) 

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

Assistant Director, Creative

Ministry

Communications and Public Engagement

Design: Identify Job Duties and Value

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:

Problem Solving

Typical problems solved:

Types of guidance available for problem solving:

Direct or indirect impacts of decisions:
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Key Relationships

Major stakeholders and purpose of interactions:

Interacts daily with designers, digital content specialists, social media team members to exchange information, provide 
writing and creative support. 

Interacts daily with the Assistant Director, Creative to seek advice and direction, provide research and writing support . 

Interacts as required with the Director, Brand and Marketing to provide information and updates, and receive direction. 

Required Education, Experience and Technical Competencies

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

Education Level

Bachelor's Degree (4 year)
Focus/Major

Other
2nd Major/Minor if applicable Designation

If other, specify:

Bachelor’s degree (or equivalent) in journalism, English, communications, or related discipline

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

Creative Problem Solving Focuses on continuous 
improvement and 
increasing breadth of 
insight: 
• Asks questions to 
understand a problem 
• Looks for new ways to 
improve results and 
activities 
• Explores different work 
methods and what made 
projects successful; 
shares learning 
• Collects breadth of data 
and perspectives to make 
choices

- Examines all factors of 
an issue, explores many 
different solutions to the 
challenge in front of 
them. 
- Builds on experiences 
from project to project 
- Not afraid to leap and 
propose something that 
deviates from the 
expected 
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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

Writes and helps to 
develop creative products 
for projects with 
continually shifting 
timelines and scope 
- Develops creative 
solutions when 
confronted with 
roadblocks 
- Identifies and flags 
issues and works with 
team to problem-solve.

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

Monitors performance 
standards and provides 
productivity reports to 
supervisor as required 
- Takes responsibility for 
assignments and 
delegates projects or 
aspects of projects to 
team members where 
required 
- Delivers on project 
requirements even when 
not aligned with personal 
opinion 

Develop Self and Others Seeks out learning and 
knowledge-sharing 
opportunities: 
•Reflects on performance 
and identifies 
development 
opportunities 
• Takes initiative to stay 
current 
• Shares with the team 
even when not asked 
• Actively coaches and 
mentors direct reports

- Openly receives 
coaching from AD 
Creative and others on 
process, copywriting and 
creative development.  
- Researches what others 
are doing in the industry, 
how other jursidictions 
are approaching subject 
matters 
- Self-evaluates 
performance 
- Shares viewpoints and 
creative thoughts with 
team members

Benchmarks

List 1-2 potential comparable Government of Alberta: Benchmark

023PS66 




