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Job Description

Common GovernmentPublic (when completed)

Describe: Basic Job Details

Position

Position Name (30 characters)

Dir, Examinations & Licensing
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

Traffic Safety Services, Driver, Carrier & Vehicle Svs
Supervisor's Current ClassSupervisor's Position ID Supervisor's Position Name (30 characters)

Ministry

Transportation and Economic Corridors

Design: Identify Job Duties and Value

Job Purpose and Organizational Context

Why the job exists:

Driver, Carrier and Vehicle Services Branch is the licensing body and foundational entry point for 
individuals, drivers, carriers and vehicle programs. The branch takes a client centric approach by 
providing effective client support services that address operational approvals, infrastructure 
protection, and licensing and vehicle standards to ensure the safe and efficient movement of people 
and goods on Alberta roadways. The Examinations unit manages the Provincial Driver Examination 
Program, with a dedicated lens in the provision of commercial road testing through government 
employed driver examiners and a large pool of vendor commercial driver examiners. 

Reporting to the Executive Director, Driver, Carrier, and Vehicle Services, this position helps to 
provide a safe and efficient transportation system to support Alberta's economic, social and 
environmental vitality though the effective operation of key programs. The Director, Examinations 
and Licensing provides leadership for this mandate through the development of driver examination 
and licensing programs, specifically road tests for all classes of commercial and passenger licences 
(Classes 1 through 6) that are delivered throughout the province, with the section providing training, 
licensing, evaluation, and control functions.   

In addition, this position works closely with senior representatives of other areas within the 
department and other ministries (e.g., Service Alberta) as well as industry stakeholders (e.g., 
Alberta Motor Association (AMA), Association of Alberta Registry Agents (AARA), Alberta 
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Association of Driver Examiners (AADE), driver examiners, driver training schools) to ensure the 
efficient and consistent provision of driver's license road tests mandated by legislation, regulation 
and policy. 

Alberta Transportation is committed to providing a safe and efficient transportation system for the 
Province of Alberta.  

Responsibilities

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

Typical problems solved:

The Executive Director assigns major accountabilities and is available for consultation and guidance as 
necessary.  Within these parameters, the Director is delegated authority to determine approaches to 
responsibilities, direct operations and develop solutions for complex issues involving program, stakeholders 
or the public.  Resources available for guidance including applicable legislation, regulations, policies, with the 
Director expected to collaborate with senior ministry and stakeholder representatives to develop frameworks 
and solutions for which there is minimal precedent, including innovative programs and approached to 
program delivery.  
 The business requirements of the branch require the Director and staff to arrive at unique solutions to

complex issues.
 As much of the work involves vehicle specific issues that may require technical knowledge in order to

come to a conclusion surrounding a training item or plam, many of the problems are unique events that
require new approaches to how the problems can be solved.

Types of guidance available for problem solving:

Direct or indirect impacts of decisions:

Key Relationships

Major stakeholders and purpose of interactions:

Executive Directors and staff within division - Daily - Share information; maintain awareness of priorities 
and how they might impact transportation related activities; coordinate responses and identify solutions. 
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Staff in other divisions - Daily - Establish and maintain effective relationships, share information, 
coordinate responses, resolve issues, and engage participation as needed in projects.  Staff are directly 
affected by the position's leadership and advice. 
- Municipal/External Stakeholders - Monthly, creating opportunity for collaboration.  Increasing data
collection and use, improving data sharing and triaging competing external priorities.
Other Jurisdictional representation - monthly IRP, SFC and vehicle related items need to have a cross
border approach.

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 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 Integrates broader 
context into planning: 
• Plans for how current
situation is affected by
broader trends
• Integrates issues,
political environment and
risks when considering
possible actions
• Supports organization
vision and goals through
strategy
• Addresses behaviours
that challenge progress

The Director must be able 
to identify trends in 
decision making, ensures 
that Alberta's 
infrastructure is 
protected and utilized 
effectively 

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

The Director will be 
actively seeking process 
improvements and 
project stability.  
Effective management of 
unique transportation 
events that are 
constantly changing.
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Develop Networks Makes working with a 
wide range of parties an 
imperative: 
• Creates impactful
relationships with the
right people
• Ensures needs of
varying groups are
represented
• Goes beyond to meet
stakeholder needs
• Ensures all needs are
heard and understood

The Director must 
actively address complex 
stakeholder needs and 
issues. Director is tasked 
with identifying impacted 
stakeholders and 
incorporating their 
feedback/needs.

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

Must look and unique 
circumstances and 
evaluate quickly.  
Constant need to 
reevaluate process/policy 
based on current events, 
transportation needs.  
Must utilize data 
collected and other 
available information to 
make details plans

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


