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Reference: Non-Management Job Description Writing Guide (see more resources on the CHR website). 

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 an IRMC Manager, this position holds examiner authority as per Section 793 of 
the Insurance Act (Act), and has a direct role in administering the Act, supporting and 
participating in the supervision of the business of insurance in Alberta, and ensuring all laws 
related to the conduct of the business of insurance are obeyed and enforced. This role is 
responsible for managing and conducting regulatory and compliance activities necessary to 
ensure legislative compliance with respect to insurer Market Conduct and the fair treatment of 
insurance consumers, and other matters, such as licensing, revenue reporting, appeal panel 
selection, umpire selections, insurance contract wording submissions, and certified examiner 
(CE) appointments. 

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 major activities should be described. (See Writing Guide Pages 9-10.) 

The Compliance Analyst: 

• Reviews and responds to telephone and written inquiries from GOA, consumers,
representatives, and insurance entities, such as:

o General telephone and email box:
• Uses effective problem solving and interpretive skills to provide guidance and

advice to stakeholders.
• Determines level of response needed and determines best person to handle the

inquiry.
• Either handles inquiry or assigns to another member of IRMC.
• Documents activities in information system according to the relevant procedure

documents.
o Ensures access to information for Albertans, industry representatives and legal counsel

with respect to insurance registry information.
o Liaises with ministry staff and staff in other ministries, such as: Transportation and

Economic Corridors, Service Alberta, Municipal Affairs and Kings Printer, to co-ordinate
and resolve issues and provide insurance information and insurance data or statistics.
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CONTACTS: The main contacts of this position and the purpose of those contacts. (See Writing Guide Pages 14-15.) 

Automobile Insurance Rate Board I As required I Premium filings, Insurance history, ongoing communication 

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

Not Applicable 

CHANGES SINCE LAST CLASSIFICATION REVIEW: This section is not required to be completed if the job description is being 
written for the conversion to PREP. It shpuld be completed for any subsequent classification requests under PREP. 
(See Writing Guide Pages 15-16.) 

Updated position description to reflect current duties and business requirements given the automation of several 
key processes. 

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