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time y manner. T e PIC p ays a critica ro e in esta is ing, imp ementing an monitoring e ective issues 

management and communication processes. The PIC works under high pressure situations to provide 
accurate advice on current and emerging issues and ensures information is disseminated to the affected 
program areas in an efficient and effective manner. A strong understanding of communications, policy and 
departmental organization is required, as well as the linkage of these items to all aspects of delivery 

Responsibilities 

Participation in the branch management team 

- Identify and prioritize risks, challenges and issues, and recommend strategies to support the branch and
division in achieving successful outcomes.
-Share information gained from staff learning and interactions across the branch and department.
-Ensure the Executive Director and branch leadership is kept informed about issues affecting their
respective areas (for example - e-scanning).
-Prepare weekly branch situation reports, highlighting priority issues and information.
-Provide data for metrics and tracking systems related to PIC functions.
-Lead and support other projects as required by the Executive Director or branch leadership team.
-Attend meetings on behalf of the Executive Director and branch, as required.
-Represent the branch on appropriate departmental committees and attend branch management meetings.
-Provide cover-off support for other department PICs.

Primary communication liaison for the branch 
-Establish, implement, integrate, and monitor effective communication processes and information
management systems to manage the flow of information and inquiries that are received, ensuring inquiries

are routed appropriately, responses prepared and issues addressed.
-Coordinate and develop strategic communications plans and associated products with respective program
area of the department.
-Collaborate with branch staff to support the coordination and integration of activities across program
areas and branches and ensure the branch leadership team is informed of significant developments,
emerging issues, or concerns in the day-to-day operations of the branch.
-Coordinate information from various staff members, other department staff and stakeholders into an
integrated and comprehensive response to queries.
-Work with the Assistant Deputy Minister's office to implement consistent and efficient processes to
respond to all requests for information.

Support the branch in achieving its mandate and goals 
-Provide input and recommendations relating to issues, opportunities and challenges associated with
branch operations.
-Work closely with the Executive Director and branch leadership team to determine key priorities and
goals for the year.
-Lead the development and ongoing review of the branch operational plan and quarterly reporting
updates.
-Provide regular communications on the progress and achievement of performance measures relative to
operational/business planning goals and objectives.
-Participate in department committees, teams and working groups to promote thoroughness, strategic
awareness and consistency in management of issues.
-Review key branch documents and plans as required from a strategic issues management perspective.
-Review FOIP requests and identify potential issues related to the release of information prior to Executive
Director's sign off.
-Manage the ARTS process and lead a quality assurance function ensuring the branch provides high quality

messaging that is professional, clear, succinct and in alignment with the department's business plan and
mandate.

Issues research and tracking 
-Remain current and informed on departmental issues; proactively recommend and provide an evaluation
of issues and potential strategies to resolve issues.
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I-Conflict resolution skills

Behavioral Competencies 

 

Competency 
Level 

Level Definition 
Examples of how this level best 

A B C D E represents the job 

Develop Networks 0@00 0 Works on maintaining The PIC relies on subject 
close relations with all matter experts to 
stakeholders: develop briefing 
• Identifies key materials and respond to 
stakeholder relationships urgent information 
• Has contact with range requests. Building and
of interested parties maintaining a strong 
• Actively incorporates network of relationships 
needs of a broader group amongst subject matter 
• Influences others experts is key. 
through communication
techniques

Creative Problem Solving 00@0 0 Engages the community The PIC is responsible for 
and resources at hand to issues management and 
address issues: must be able to identify 
• Engages perspective to alternate approaches or
seek root causes courses of action in 
• Finds ways to improve unclear and/or complex
complex systems situations. 
• Employs resources from
other areas to solve
problems
• Engages others and
encourages debate and
idea generation to solve
problems while
addressing risks

Systems Thinking 00@0 0 Takes a long-term view Analytical and evaluative 
towards organization's skills are required to 
objectives and how to assess issues and inquiries 
achieve them: to determine their 
• Takes holistic long-term urgency, impact and
view of challenges and influence, connecting to 
opportunities the appropriate program 
• Anticipates outcomes staff to ensure a 
and potential impacts, coordinated and timely 
seeks stakeholder response. 
perspectives
• Works towards actions Strong collaboration and
and plans aligned with coordination skills are 
APS values required to ensure that 
• Works with others to each of the internal and 
identify areas for external parties impacted 
collaboration by a specific issue is 

linked into the solution. 

Agility 00@0 0 Identifies and manages The issues that the PIC 
required change and the works on can often 
associated risks: change rapidly in terms 
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• Identities alternative ot priority or direction. 
approaches and supports The PIC must show agility 
others to do the same to change course and 
• Proactively explains achieve outcomes under 

impact of changes these circumstances. 
• 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

Drive for Results 00@0 0 Takes and delegates The PIC is often under 
responsibility for short timelines to deliver 

outcomes: briefing notes, organize 
• Uses variety of technical input and 
resources to monitor own respond to urgent issues. 
performance standards To achieve deliverables, 
• Acknowledges even this position must be 
indirect responsibility proactive, strategic, and 
• Commits to what is collaborative with 
good for Albertans even if respective teams and 

not immediately accepted program areas. 
• Reaches goals
consistent with APS
direction

!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. 

Date yyyy-mm-dd Employee Name 

 
Supervisor/ Manager Name Date yyyy-mm-dd 

ADM Name Date yyyy-mm-dd 

GOA 12005 Rev. 2025-03 

Employee Signature 

Supervisor/ Manager Signature 

ADM Signature 
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