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NON-MANAGEMENT JOB DESCRIPTION 

POINT RATING EVALUATION PLAN 

Working Title 
I Area Information Coordinator

Name 

Position Number 
Reports to Position 
No., Class & Level Division, Branch/Unit 

Forestry Division/ 
Ministry 

Forest Area 
Manager 

Wildfire Management Branch/ 
Forest Area Agriculture and Forestry 

Present Class Requested Class 
I I 

Dept ID Program Code Project Code (if applicable) 

PURPOSE: Give a brief summary of the job, covering the main responsibilities, the framework within which the job has to operate and 
the main contribution to the organization (see Non-Management Job Description Writing Guide Pages 7-8). 

Reporting to the Forest Area Manager, the Area Information Coordinator represents the Government of Alberta and is responsible for 
creating strategies, planning, designing, and facilitating outreach and education programs for the Forest Area. In Wildfire Management 
programs focused on fire prevention, reducing the human-caused wildfires, increasing knowledge of FireSmart initiatives, promoting 
mitigation and preparedness activities for communities and in Wildfire Operations, support public and stakeholder communications with 
updates on wildfires and other emergencies, while also promoting and supporting environmental stewardship in a coordinated approach 
to address public and stakeholder needs in their respective area to support Forest Management and Forest Health programs in the 
Forest Area. 

During emergency and crisis events, communication to the public, stakeholders and response partners is one of the most significant 
actions that contribute to protecting Albertans and their communities. The Area Information Coordinator's primary focus is to not only 
respond and manage crisis communications during emergencies, but also create communication strategies and plans to promote and 
increase the awareness of emergency response preparedness and mitigation activities to prepare the public and communities in Alberta 
before emergency events occur. 

The position will develop program content to meet client needs based on evaluations and needs assessments, and acting as a 
consultant to department staff, public, municipalities, industry, and the media in crisis and emergency management, including all aspects 
of the wildfire program and Forest Health programs. Responsibilities will include: supervision of wage employees and volunteers, 
planning and accountability for program budget, and providing leadership in emergency and crisis communications to Forest Area 
Manaaers, communitv leaders, stakeholders, and first response partners. 

RESPONSIBILITIES AND ACTIVITIES: The purpose of the job can be broken down in different responsibilities and end results. 
Each end result shows what the job is accountable for, within what framework and what the added value is. Normally a job has 4-8 core 
end results. For each end result, approximately 3-6 activities should be described (see Writing Guide Pages 9-10). 

1. Strategic planning and communications • Develop and deliver Division-wide initiatives that include wildfire, forest management,
mountain pine beetle and forest health issues, youth programs, social media, school curriculum planning and delivery while
influencing behaviour change in Albertans around emergency preparedness and mitigation. This includes:
• Providing strategic direction to senior staff on effective and efficient communication strategies for emergency response,

preparedness and mitigation.
• Representing the department across the province to educate the public and key stakeholders on various topics; while

continuing to build relationships in communities to support emergency response activities within an environmental stewardship
context.

• Through complex plans like community-based social marketing, they must create plans and strategies to guide their
implementation to address behaviour change for intricate social issues.

• After implementing these plans, the Area Information Coordinator is responsible for monitoring and performance management,
making modifications as required.

2. Provide emergency and crisis communications leadership and direction on incidents and within communities under crisis.
• This position provides advice and direction to senior managers in communications on scene of emergencies or within the

department.
• Immediate crisis communication management, coordination within the department, stakeholders and partners occurs in rapid

but structured manner only due to the pre-planning, training and strategies set in place ahead of emergencies.
• On incidents the position reports to the Incident Commander, which is a role often filed by a senior manager, the position will

be required to manage and form complex relationships with the public, media, municipalities and other first responders within a
dvnamic stress filled environment.
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CONTACTS: Identify the main contacts the position communicates with and the purpose of the communication (See Writing Guide 
Pages 14-15). 

• Media Outlets - Develops a professional working relationship with media outlets and reporters throughout Alberta. These
relationships are cultivated to ensure messaging is replicated in a clear, consistent and factually correct manner in published pieces.

SUPERVISION EXERCISED: List position numbers, class titles, and working titles of positions directly supervised (see Writing 
Guide Page 15) 

This position will be responsible for formally supervising wage employees and volunteers. The position will provide oversight and 
leadership to community leaders and stakeholders working on resident and non-resident programs with the department. 

CHANGES SINCE LAST CLASSIFICATION REVIEW: Identify significant changes that have impacted the responsibilities 
assigned to your position since the last review (see Writing Guide Pages 15-16). 

ORGANIZATION CHART: An organization chart that includes supervisor, peers and staff MUST be attached (see Writing Guide 
Page 17). 

Wildfire 

Operations 
Officer 

Forest Area 

Manager {SMl} 

Wildfire 

Prevention 
Officer 

Wildfire 

Management 
Spec1al1st 

Area Information 
Coordinator {PS3} 

Wage 

Information 
Offlcer(s) (PSl) 

This information is being collected under the authority of Section 1 0 of the Public Service Act and will be used to allocate 
positions within a classification plan and to manage the Alberta government human resources program. If you have any 
questions about the collection of this information, contact the Job Evaluation Unit, 6"' Floor, Peace Hills Trust Tower, 
10011- 109 Street, Edmonton, Alberta, T5J 3S8, phone 780/408-8400 or contact your Ministry Human Resource Office. 

Signatures 

The signatures below indicate that the incumbent, manager and division director/ ADM have read, discussed and agreed that the 
information accurately reflects the work assigned (see Writing Guide Page 16) 

Incumbent 

Manager 

Division Director/ADM 
Name Signature Date 
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