
Job Description 

Public (when completed) 

Ministry 

!Hospital and Surgical Health Services

I Describe: Basic Job Details 
Position 
Position ID 

lsoo5543B 
Requested Class 

I Program Services 3 

Common Government 

New 

Position Name 30 characters 

Writer /Editor 

Job Focus Supervisory Level 

l._o_,_p _e _ra_t _io_n_s _/_Pr_o...,.g'--ra_m ____________ __.l .... lo_o _-_N_o_Su-=p_e_rv_1_·s _io_n ____________ ____, 
,.......---"'�-_,_,_c_ od_ e_, Cost Ce ntre Program Cod e :  (ente r if required) 

              -�                        l�------� 
Employee 
Employee Name (or Vacant) 

Vacant 
Organizational Structure 
Division, Branch/Unit 

._ID_M_O_/_M_i_n _is_te_r_i_a_l C_o_r_r _e__,sp'-o _n_d_ e_n_c_e _U_ n_i_t_ 5_0_0_544_1_3 __ _.I [Z] Current organizational chart attached?

Sup ervisor's Position ID
.-s

_.
u '-e_rv_is_or_'s_P_os_it_io_n _N_am_ e�30_ c_ h_ar_ a_ct _e r�s -----, ,..s

_.
up_e_rv_is_or_'s_C_ur_re_ n_t C_ l _as_s _________

MCU Manager Manager one 2) 

!Design: Identify Job Duties and Value

Job Purpose and Organizational Context 
wnv the iob exists: 

The Ministerial Correspondence Unit (MCU) supports the Minister, Deputy Minister and department in 
communicating the Government of Alberta's health care strategies, policies and programs to Albertans, 
elected officials, professional organizations, and other stakeholders. The Writer/Editor contributes to this 
by editing and preparing ministerial correspondence and other briefing materials. They ensure the 
information in each response is accurate, responsive, consistent with other departmental communications 
( both internal and external), and expressed in a way that will be understandable to the.intended 
audience. The Writer/Editor ensures that ministerial communications are completed within the necessary 
timelines and in the appropriate style. 

This position produces information and communications that have a direct impact on the credibility and 
reputation of the Premier, Minister, Deputy Minister, department, MLAs, and the Government of Alberta 
overall. It contributes to the success of communications between the Premier, Minister, Deputy Minister or 
MLAs and Albertans and key stakeholders, including provincial and national leaders and health care 
professionals. 

Some responses require consolidation of input from multiple program areas within Hospital and Surgical 
Health Services . For example, a correspondent may write to the Minister regarding several issues. The 
Writer /Editor ensures that a standard messaging approach is used for all correspondence and that the 
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Benchmarks 
List 1-2 potential comparable Government of Alberta: 

023PS66 - Communications Advisor (PS3) 
023PS69 - Planning and Performance Measurement Consultant (PS3) 

!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. 
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