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Job Description

Common GovernmentPublic (when completed)

Describe: Basic Job Details

Position

Requested Class

 

Ministry

Energy and Minerals

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

Employee

Employee Name (or Vacant)

Organizational Structure

New

Position ID

Job Focus

Corporate Services
Supervisory Level

00 - No Supervision

Current organizational chart attached?
Division, Branch/Unit

MS, Fin and Admin/Financial Operations and Systems
Supervisor's Current ClassSupervisor's Position ID Supervisor's Position Name (30 characters)

Position Name (200 character maximum)

Senior Analyst

Design: Identify Job Duties and Value

Job Purpose and Organizational Context

Why the job exists:
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Responsibilities

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

Report maintenance and development: 

Provide financial reports to internal and external clients (Financial Services, Oil Sands Division, Gas Royalty Division and the APMC). 

• The incumbent is responsible for the timely running and delivery of these reports. Extracting data from various sources (OASIS,
MRIS, CARS, 1GX Excel) and using Power Query to clean, transform, and reshape it for analysis.
• Management, staff and industry often require Ad-hoc reports. The incumbent would be responsible to manage the research and to
request and find the best possible report to meet the user's needs. If no reports are available, the incumbent would take the request
and develop reports using OASIS, MRIS and CARS2 Tools (Crystal and Query) to extract the appropriate information. The incumbent
will work to design and develop the required reports based on user specification.

Production Support: 

• Ensures system control and table maintenance are timely and accurate. There is significant impact to the clients, users and/or
reporting if the information is not correct.
• Ensures the job schedule is current, that special jobs are appropriate and co-ordinated as there may be significant impact to the
users or clients.
• Deals with the emergency work request environment; implements test plan, completes test scripts, coordinates work with key
stakeholders to ensure priorities are met and work is thorough and completed on time, assesses impact, notifies affected users of the
implementation. In many instances theses changes are extremely important and critical to the integrity of the system and are required
to be completed ASAP.

Training: 

• Identifies user training needs and develops training sessions for various user groups. Plans and conducts demonstrations and
training sessions. Provides training to system users relating to the structure of the system data.

Business Analysis: 

• Assists in providing detailed analysis of business requirements to ensure that manual and automated systems support the business
and financial control needs of the departments. This includes meeting to define requirements and then coordinating the changes into
the release planning process as required.

Planning Strategy and Core Responsibilities: 
• Data Gathering & Preparation: Extracting data from various sources (OASIS, MRIS, CARS, 1GX Excel) and using Power Query to
clean, transform, and reshape it for analysis.
• Data Modeling: Designing and implementing robust data models, defining relationships between datasets, and creating calculated
columns to support reporting.
• Dashboard & Report Creation: Developing interactive, visually appealing dashboards and reports that highlight Key Performance
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Indicators (KPIs) and business trends. 
• Advanced Analytics: Writing complex DAX (Data Analysis Expressions) queries for custom calculations and measures.
• Stakeholder Collaboration: Working with business teams to gather requirements and translating their needs into technical
specifications and actionable insights.
• Maintenance & Optimization: Troubleshooting performance issues, managing data refresh schedules, and ensuring data security.

BRIK and GRIK Implementation: 
• The incumbent will be directly involved in implementing System (CARS) Changes and Updates for BRIK and GRIK.
• Lead and provide guidance to program and finance in the administration of changes and updates required to make CARS ready for
the BRIK and GRIK implementation; Will work directly with the CARS system team in the creation of system test plan and its
execution.
• Lead in creating a process flow diagram (swimlane) for finance processes on BRIK and GRIK transactions;
• This swimlane diagram will identify and organize process steps into horizontal or vertical columns ("lanes") assigned to specific
teams within the department.
• To map roles to tasks to provide clear accountability, identify process constraints, and visualize cross-functional tasks among
finance and program areas.

Identify Financial Controls:  
Financial internal controls during BRIK and GRIK implementation focus on designing and validating safeguards for new systems or 
processes to ensure financial integrity before these go live. 
• Preventive controls: Ensuring that more than one person is involved in the execution of tasks related to BRIK and GRIK, the initiator
should be different to the approver
• Detective Controls: to aid in helping in the prevention of errors and fraud, by assigning one team to do the regular reconciliation and
confirmation of the balance in the bank statements to ensure accuracy and receipt of the payment

Problem Solving

Typical problems solved:

Types of guidance available for problem solving:

Direct or indirect impacts of decisions:

Direct impacts are to users both internal department program areas and external departments within the 
GoA.
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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

Bachelor's Degree (4 year)
Focus/Major

Business
2nd Major/Minor if applicable

Other
Designation

If other, specify:

Diploma or Degree in Commerce, Accounting or related subject or equivalent, Data Science



GOA12005  Rev. 2025-03 Page 5 of 7

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 Takes a long-term view 
towards organization’s 
objectives and how to 
achieve them: 
• Takes holistic long-term 
view of challenges and
opportunities
• Anticipates outcomes
and potential impacts,
seeks stakeholder
perspectives
• Works towards actions
and plans aligned with
APS values
• Works with others to
identify areas for
collaboration

Example of direct report 
development specific to 
the position are as 
follows: Extracted 
transactional data (SQL), 
production/volume, price 
reporting  (Excel) into 
Power BI; use power 
query to clean 
inconsistent data; merge 
tables to create a single 
file;Calculate and slice 
the data by group(s) to 
find patters; Perform 
correlation analysis; 
Finally build a Power BI 
dashboard with a drill-
down capability. 

When solution is not 
immediately apparent, 
lead efforts to develop a 
plan to resolve the issue. 
This commonly includes 
reviewing relevant 
documentation, relying 
on process knowledge 
and, where a novel issue 
arises, engaging and 
collaborating with other 
stakeholders to come to a 
path to resolution.  
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Creative Problem Solving Works in open teams to 
share ideas and process 
issues: 
• Uses wide range of
techniques to break down
problems
• Allows others to think
creatively and voice ideas 
• Brings the right people
together to solve issues
• Identifies new solutions
for the organization

Work with cross-
functional teams to 
develop solutions to 
system problems that 
affect both internal and 
external clients, being 
sensitive to timeline, 
deliverables and business 
needs.

Agility Identifies and manages 
required change and the 
associated risks: 
• Identifies alternative
approaches and supports
others to do the same
• Proactively explains
impact of changes
• 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

Develop solutions that 
impact multiple parties 
with potentially disparate 
or conflicting needs and 
timelines.  

A contributing team 
member with specific 
responsibilities that have 
real world results for 
system reporting and 
client satisfaction with 
the services provided.

Drive for Results Works to remove barriers 
to outcomes, sticking to 
principles: 
• Forecasts and
proactively addresses
project challenges
• Removes barriers to
collaboration and
achievement of outcomes
• Upholds principles and
confronts problems
directly
• Considers complex
factors and aligns
solutions with broader
organization mission

Simultaneously work on 
projects with 
competing / overlapping 
timelines, sensitive client 
requests and other 
internal projects in both 
structured and 
unstructured (ambigous) 
environments 

Develop and implement 
process improvements to 
improve quality and 
reliability of information 
and simplify overall 
process

Build Collaborative Environments Involves a wide group of 
stakeholders when 
working on outcomes: 
• Involves stakeholders
and shares resources
• Positively resolves
conflict through coaching
and facilitated discussion

Working both for and 
along side multiple team 
members from a wide 
range of stakeholders 
where conflicts related to 
expectations and 
deliverables may arise.
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• Uses enthusiasm to
motivate and guide others
• Acknowledges and
works with diverse
perspectives for achieving 
outcomes

Benchmarks

List 1-2 potential comparable Government of Alberta: Benchmark

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.

Employee Name Date yyyy-mm-dd Employee Signature

Supervisor / Manager SignatureDate yyyy-mm-ddSupervisor / Manager Name

Director / Executive Director SignatureDate yyyy-mm-ddDirector / Executive Director Name

ADM SignatureDate yyyy-mm-ddADM Name

DM SignatureDate yyyy-mm-ddDM Name


