
Working Title 

I Furniture Coordinator 

Position 
Number 

NEW 

Present Class 

Reports to 
Position No., 
Class & Level 

Manager 
 

I Technologies 6 (127TNA)
Cost Centre 

I 

NON-MANAGEMENT JOB DESCRIPTION 

POINT RA TING EVALUATION PLAN 

Name 

I Vacant

Division, Branch/Unit 

Properties Division, Property Management Branch/ 
Property Management Programs & Integration (PMPI) 
Furniture Team 

Requested Class 

I Technologies 6 (127TNA)

Ministry 

Infrastructure 

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). 

Property Management's Furniture Team is responsible for the corporate management of Government of Alberta (GoA) 
furniture assets, Province-wide. The Furniture Coordinator position serves as the subject matter expert and project lead 
for furniture requirements associated with major Tenant Improvement/Accommodation projects and for the Small projects 
submitted by client ministries, boards, and agencies through the Work Order Request Tracking System (WORTS) 
Furniture. This position provides planning, design, and project management services for these projects, as well as similar 
services for furniture projects initiated by the Legislative Portfolio, which includes the Legislature Building, McDougall 
Centre, Government House, and the Lieutenant Governor's Residence. 

The Furniture Coordinator has a critical role in analyzing program requirements to identify specific furniture requirements. 
The Furniture Coordinator is relied on to develop cost effective and innovative solutions for clients that are consistent with 
guidelines for the corporate management of furniture throughout the Province. This includes acquisition of new furniture, 
provision of recycled furniture, and reconfigurations, modifications, redeployments, and moves of existing furniture or 
combinations of same. This requires collaborating with client ministries and project teams, developing budgets, planning 
and developing contract specifications, evaluating proposals and recommending award, reviewing bill of materials and 
furniture layouts, administering contracts and standing offer agreements, and the supervision and overseeing of activities 
of service providers involved in the design, planning, and/or installation of furniture to ensure deliverables are monitored 
for compliance and quality assurance. This position also monitors expenditures, and reviews invoices prior to 
recommending approval of payments to vendors and contractors. 

In addition, the Furniture Coordinator develops and issues requests for proposals to interior design firms for furniture 
services for the Judicial Furniture Program. This includes awarding and managing design contracts and the sourcing, 
procuring and implementing of Judiciary furniture requirements. 

As the lead for furniture projects, the Furniture Coordinator liaises extensively with project teams, client ministry staff, 
Technical Services Branch (Interior Design Team), design consultants, Service Alberta Procurement Services staff, 
building managers, tenant service providers, furniture vendors, and installation companies. Reporting to the Manager, 
Furniture Team, this position functions within applicable legislation, regulations, policies, directives, and guidelines. 

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. Furniture projects associated with tenant improvement/accommodation projects, small projects through WORTS and
requirements for the Legislative Portfolio are planned and managed in accordance with applicable space, furniture,
and procurement standards and guidelines, for the corporate management of GoA furniture assets.
Activities:
• Consults with appropriate representatives (e.g., Client Ministry Representatives, Project Managers, Facilities

Managers and Coordinators, Accommodations Planners) at project initiation or upon receiving submission to
gather information and identify furniture requirements, including proposed layouts based on position and functional
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Agreement on Internal Trade, Trade 
Investment and Labour Mobility Agreement between BC and Alberta, Service Alberta Standing Offer Agreements for 
furniture purchases, Service Alberta Surplus Sales guidelines relating to furniture, Occupational Health and Safety Act, 
Employment Standards Code, Government Organization Act, Sale of Goods Act, municipal by-laws




