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Job Description

Common GovernmentPublic (when completed)

Describe: Basic Job Details

Position

Current Class

 Manager (Zone 2) 

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

Employee

Employee Name (or Vacant)

Organizational Structure

Update

Position ID

Job Focus

Operations/Program
Supervisory Level

01 - Yes Supervisory

Current organizational chart attached?
Division, Branch/Unit

MAG, ASB/LADM
Supervisor's Current ClassSupervisor's Position ID Supervisor's Position Name (30 characters)

Ministry

Municipal Affairs

Position Name (200 character maximum)

Manager, Finance and Business Services

Design: Identify Job Duties and Value

Date yyyy-mm-dd

Changes Since Last Reviewed

Responsibilities Added:

Added stakeholder relations

Responsibilities Removed:

Removed admin supervision
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Job Purpose and Organizational Context

Why the job exists:

Responsibilities

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

o 

o 

o 

o 

o 

o 

o 

o 

o 

o 
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o 

o 

o 

o 

o 

o 

o 

o 

o 

Problem Solving

Typical problems solved:

Types of guidance available for problem solving:

Guidance is available through GOA policy and procedures for financial management, senior leadership in 
branch is available for support. 

Direct or indirect impacts of decisions:
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Key Relationships

Major stakeholders and purpose of interactions:

Internal: All ASB staff and leadership, MAG ADMO, Finance division, fleet vehicle management contacts, 
accommodations contacts, procurement contacts.  
External: Municipalities (including tax departments and CAOs), contracted assessment service providers, 
industrial property owners and agents, supply and maintenance companies. 

Required Education, Experience and Technical Competencies

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

A valid Alberta Class 5 Driver's licence is required.

Education Level

Bachelor's Degree (4 year)
Focus/Major

Business
2nd Major/Minor if applicable Designation

If other, specify:

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

Build Collaborative Environments Collaborates across 
functional areas and 
proactively addresses 
conflict: 
• Encourages broad 
thinking on projects, and 
works to eliminate 
barriers to progress 
• Facilitates 
communication and 
collaboration 
• Anticipates and reduces 
conflict at the outset 
• Credits others and gets 
talent recognized 
• Promotes collaboration 
and commitment

This position is required 
to work with a variety of 
stakeholder internally 
and externally. Position is 
service-focused and 
supports the work of the 
branch and enables the 
work of others. 
  
As lead on fleet vehicles 
and finance issues, is 
responsible for 
communicating policy and 
procedures to staff in 
ASB. For DI requisition, 
communicates and 
explains processes to 
external stakeholders.  
 

Creative Problem Solving Works in open teams to 
share ideas and process 
issues: 
• Uses wide range of 
techniques to break down 
problems 
• Allows others to think 
creatively and voice ideas 

Manages a diverse team 
and is required to use 
problem solving skills for 
a variety of issues. Needs 
to seek out answers and 
understand impact on 
team to solve problems as 
they arise. Problems may 
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• Brings the right people 
together to solve issues 
• Identifies new solutions 
for the organization

involve external or other 
internal stakeholders and 
Manager needs to bring 
right people together to 
resolve issues

Agility Identifies and manages 
required change and the 
associated risks: 
• Identifies alternative 
approaches and supports 
others to do the same 
• Proactively explains 
impact of changes 
• Anticipates and 
mitigates emotions of 
others 
• Anticipates obstacles 
and stays focused on 
goals 
• Makes decisions and 
takes action in uncertain 
situations and creates a 
backup plan

This position is required 
to work on diverse files 
and support work across 
the branch. Working with 
diverse needs requires 
the Manager to anticipate 
challenges and impacts of 
decisions and understand 
how to broadly apply 
policies.  

Drive for Results Works to remove barriers 
to outcomes, sticking to 
principles: 
• Forecasts and 
proactively addresses 
project challenges 
• Removes barriers to 
collaboration and 
achievement of outcomes 
• Upholds principles and 
confronts problems 
directly 
• Considers complex 
factors and aligns 
solutions with broader 
organization mission

This position manages 
tight timelines for budget 
and reporting, and 
managing stakeholder 
engagements.  
  
High standards of 
excellence are required 
under tight timelines to 
ensure accuracy in our 
financial reporting and 
requisition and for 
reputational risks with 
stakeholders. 

Benchmarks

List 1-2 potential comparable Government of Alberta: Benchmark




