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Job Description

Common GovernmentPublic (when completed)

Describe: Basic Job Details

Position

Requested Class

 Administrative Support 5 

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

Employee Name (or Vacant)

Organizational Structure

New

Position ID

Job Focus

Operations/Program
Supervisory Level

00 - No Supervision

Current organizational chart attached?
Division, Branch/Unit

Traffic Safety Services, DCVS/Carrier & Vehicle Prog
Supervisor's Current ClassSupervisor's Position ID Supervisor's Position Name (30 characters)

Ministry

Transportation and Economic Corridors

Position Name (200 character maximum)

Licensing Analyst

Design: Identify Job Duties and Value

Job Purpose and Organizational Context

Why the job exists:

Driver, Carrier and Vehicle Services is the licensing body and foundational entry point for individuals, drivers, 
carriers and vehicle programs. The branch takes a client centric approach by providing effective client 
support services that address operational approvals, infrastructure protection, and licensing and vehicle 
standards to ensure the safe and efficient movement of people and goods on Alberta roadways.  

The Carrier and Vehicle Programs Section is responsible for issuing licences, certificates, and approvals for a 
number of regulated industries and professions; including commercial carriers, inspection facilities, inspection 
technicians, and provincial railways. Accountable for the implementation of various National Safety Code 
standards and the department's vehicle standards authority in the operation and development of vehicle 
safety programs, standards, and safety regulations. The section takes an active role in provincial, national, 
and international committees dealing with vehicle safety, special transportation requirements and vehicle 
issues.  
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The Licensing Analyst is the first point of contact and liaison with the public, other departments and levels of 
government, agencies, and associations. Responsible for operating the main switchboard for the Traffic 
Safety Services Division (TSS) and transferring or responding to public inquiries regarding Alberta 
Transportation and Economic Corridors (TEC) program and services. Where necessary the individual must 
make appropriate referrals to other departments or agencies that may assist clients on matters outside the 
scope of the Department. The position is also responsible for the administrative activities of the Vehicle 
Inspection Program, issuance of railway operator approval certificates, issuance of inspection technician and 
inspection facility licences, vehicle status updates, eFacility user account maintenance, inspection entry/
correction, and decal maintenance and sales. The Licensing Analyst is required to keep up to date with 
current legislation, policies, and procedures as they relate to TSS programs and services, thereby 
maintaining a high level of quality service.

Responsibilities

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

Typical problems solved:

Types of guidance available for problem solving:

Direct or indirect impacts of decisions:

Decisions made can have a direct impact on the transportation industry, insurance industry, vehicle owners, 
TEC and other GOA departments; affecting Alberta's economy and highway safety.
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Key Relationships

Major stakeholders and purpose of interactions:

Required Education, Experience and Technical Competencies

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

Education Level

High School Diploma
Focus/Major 2nd Major/Minor if applicable Designation

If other, specify:

Four years of related experience.

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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Systems Thinking Considers inter-
relationships and 
emerging trends to attain 
goals: 
• Seeks insight on
implications of different
options
• Analyzes long-term
outcomes, focus on goals
and values
• Identifies unintended
consequences

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

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


