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Job Description

Common GovernmentPublic (when completed)

Describe: Basic Job Details

Position

Position Name (30 characters)

Branch Coordinator
Requested Class

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

Employee

Employee Name (or Vacant)

Organizational Structure

New

Position ID

Job Focus Supervisory Level

Current organizational chart attached?
Division, Branch/Unit

Supervisor's Current ClassSupervisor's Position ID Supervisor's Position Name (30 characters)

Ministry

Education

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:
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Problem Solving

Typical problems solved:

Types of guidance available for problem solving:

Direct or indirect impacts of decisions:
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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

Diploma (2 year)
Focus/Major

Business
2nd Major/Minor if applicable

Law
Designation

If other, specify:

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

Seeks clarity. Identifies 
analytic techniques and 
sources of knowledge to 
break apart complex 
problems. Understand 
role within the context of 
the organization and the 
teaching profession as the 
professional regulator. 



• Works towards actions
and plans aligned with
APS values
• Works with others to
identify areas for
collaboration

Agility Proactively incorporates 
change into processes: 
• Creates opportunities
for improvement
• Is aware of and adapts
to changing priorities
• Remains objective
under pressure and
supports others to
manage their emotions
• Proactively explains
impact of change on
roles, and integrates
change in existing work
• Readily adapts plans
and practices

Seeks out new 
opportunities. Identifies 
alternative approaches or 
courses of action in 
unclear and complex 
situations. Supports 
others to identify, assess, 
and use alternative 
approaches. Prioritizes 
competing workload 
pressures in an effective 
manner. 

Drive for Results Takes and delegates 
responsibility for 
outcomes: 
• Uses variety of
resources to monitor own
performance standards
• Acknowledges even
indirect responsibility
• Commits to what is
good for Albertans even if 
not immediately accepted
• Reaches goals
consistent with APS
direction

Plan for results. Sets 
goals and prioritizes work 
to accomplish goals and 
priorities in order to 
deliver outcomes 
consistent with 
Commission objectives 
and directives. Follows 
through on duties and 
tasks and reports progress 
and challenges. Seeks 
support and direction 
when appropriate. 

Build Collaborative Environments Facilitates open 
communication and 
leverages team skill: 
• Leverages skills and
knowledge of others
• Genuinely values and
learns from others
• Facilitates open and
respectful conflict
resolution
• Recognizes and
appreciates others

Ability to interact 
positively. Builds 
relationships and works 
effectively with others. 
Promotes collaboration 
and positive 
relationships, even in 
challenging 
circumstances, within 
and across groups. Is 
committed to reaching 
desired results. 




