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Job Description

Common GovernmentPublic (when completed)

Describe: Basic Job Details

Current Class

 Administrative Support 5 

Ministry

Jobs, Economy, Trade and Immigration

Organizational Structure

Job Focus

Operations/Program
Supervisory Level

00 - No Supervision

Division, Branch/Unit

SFHW, OHSPD, Investigations Unit
Supervisor's Position Name (30 characters)

Business Manager

Position Name (200 character maximum)

Investigations Assistant
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Job Purpose and Organizational Context

Why the job exists:

The Investigations Assistant provides specialized administrative support functions for Investigations Unit in the 
Occupational Health and Safety (OH&S) Branch.  The role provides direct support to professional/technical staff and 
management working on OHS investigations and prosecutions in the province. The Investigations Assistant is 
responsible for the accurate and timely processing of electronic files (disclosures) relating to fatality and serious 
incidents that are sent to Alberta Justice, Crown Prosecutor's office. The work requires the collection and assembling of 
documents produced or generated in the course of the investigation of the incident or injury including the OHS final 
report (with attachments) and witness statements. The position assists in completing transcribing requests uploading and 
monitoring a shared folder with the contractor. The position tracks, updates, process Fleet requests. Coordinates 
arrangements for travel, requests for training and assists with IT accommodations for staff. The position requires in 
depth knowledge of the administrative processes and procedures pertaining to the Investigations area, as well as 
associated administrative policies, procedures, and systems.  The Investigations Assistant also provides contract 
administration when the Investigations team requires contracted specialists.  The position will provide back-up and 
cover off other branch office Administrative Support and the Business Manager as necessary.

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:



GOA12005  Rev. 2025-03 Page 4 of 8

Direct or indirect impacts of decisions:

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:
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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

Systems Thinking Observes and understands 
larger impact of role: 
• Sees impact of work on
organization; anticipates
change in own area based 
on activities in other
areas
• Considers how own
work impacts others and
vice versa
• Ask questions to
understand broader goals
• Aware of how
organization adds value
for clients and
stakeholders

Understands how work 
contributes  
to the achievement of 
department  
goals.  
Anticipates change in own 
area based on activities 
in other areas.  
Considers how own work 
impacts the work of 
others and team success. 
Observes how the work  
of others impacts own 
work.  
Asks questions to 
understand broader goals 
and objectives. Works 
with others to align  
activities. 
Understands how the 
services, activities and 
actions of the APS  
add value for clients and  
stakeholders. 

Build Collaborative Environments Works in an open honest 
manner with colleagues: 
• Creates sharing
opportunities
• Actively shares, accepts
and listens to others
• Recognizes conflict,
respects and discusses
opinions openly
• Supports group even to

Creates opportunities for 
people to share 
information.  
Contributes positively by 
actively sharing 
information, and listening 
and accepting others' 
points of view in an  
open, honest and non-
defensive way.  
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learn from mistakes 
• Recognizes differing
interpretations

Recognizes when there is 
a conflict and respects 
the other person’s point  
of view. Identifies 
common purpose as well 
as differing perspectives 
and raises them for 
discussion. Respectfully 
expresses opinions during 
decision- making process 
and supports. Identifies 
ways to support and 
encourage group 
members in 
accomplishing their tasks. 
Uses mistakes as learning 
opportunities thereby 
empowering others to 
take risks.  
Understands, considers 
and respects the impact 
that differences may have
before taking action; 
recognizes that own 
interpretation may not be 
correct.

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

Asks questions to get a 
deeper understanding of 
the present issue.  
Looks for ways to improve 
activities and results by 
doing something that  
may be new and different 
in the organization. 
Explores different 
methods in how we  
complete our work, with 
a goal to achieving more 
efficient and effective  
outcomes.  
Regularly reviews and 
debriefs on  
what made projects or 
actions successful. Shares 
learning with others and 
applies learning to other  
projects and actions.  
Collects a breadth of data 
and a variety of 
perspectives to make a  
choice between potential 
solutions and evaluate 
how effective the 
solution will be.  
Uses judgment to develop 
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pros-and- cons lists when 
evaluating alternatives 
considering the 
implications of proposed 
solutions.  

Agility Understands need for 
change and manages own 
emotions: 
• Uses common sense and
past experience to
approach ambiguous
problems
• Prevents emotions from
affecting others
negatively
• Looks for information
on changes
• Open to new ideas and
helping co-workers

Uses common sense and 
past experiences to 
approach ambiguous 
problems and make  
effective decisions.  
Recognizes how own 
emotions affect 
performance. Knows the  
signs that indicate 
feelings and uses them as 
a guide. Ensures  
that own emotions do not 
affect others negatively. 
Asks questions, seeks  
clarification and assesses 
how things will be 
different when change is 
introduced or 
anticipated.  
Sees the need and readily 
steps into co-workers 
tasks to help out when 
needed. Is open to new or 
diverse ideas, and to 
doing things in a new  
way. 




