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Job Description

Common GovernmentPublic (when completed)

Describe: Basic Job Details

Position

Current Class

Ministry

Municipal Affairs

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

Employee

Employee Name (or Vacant)

Vacant

Organizational Structure

Update

Position ID

Job Focus

Operations/Program
Supervisory Level

Current organizational chart attached?
Division, Branch/Unit

MAG, GEPT, TPAA
Supervisor's Current Class

 Senior Manager (Zone 2) 

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

Position Name (200 character maximum)

Manager, Grants in Place of Taxes Program

Design: Identify Job Duties and Value

Date yyyy-mm-dd

Changes Since Last Reviewed

Responsibilities Added:

No changes. Updating to new template.

Responsibilities Removed:

No changes. Updating to new template. 
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Job Purpose and Organizational Context

Why the job exists:

Responsibilities

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

Typical problems solved:
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Types of guidance available for problem solving:

Direct or indirect impacts of decisions:

Key Relationships

Major stakeholders and purpose of interactions:
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Required Education, Experience and Technical Competencies

Job-specific experience, technical competencies, certification and/or training:

Education Level

Bachelor's Degree (4 year)
Focus/Major

Public Administration
2nd Major/Minor if applicable

Business
Designation

Other
If other, specify:

Recognized Property Assessment accreditation (AAA, AACI, etc..) and a Chartered Professional Accountant 
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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

Build Collaborative Environments Collaborates across 
functional areas and 
proactively addresses 
conflict: 
• Encourages broad
thinking on projects, and
works to eliminate
barriers to progress
• Facilitates
communication and
collaboration
• Anticipates and reduces
conflict at the outset
• Credits others and gets
talent recognized
• Promotes collaboration
and commitment

Works collaboratively 
with other ministries to 
promote best practices in 
leasing, raise awareness 
of the Province's GIPOT 
responsibilities and 
advocate for their 
inclusion in leasing 
provisions. 

Facilitates collaboration 
across a diverse 
operational team with 
staff whose roles and 
interests differ greatly.

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

Leverages knowledge and 
commitment from staff 
with diverse roles and 
skill sets to deliver the 
GIPOT program on time 
and within budget.

Agility Works in a changing 
environment and takes 

Ability to adapt to 
changing IT environment 



GOA12005  Rev. 2025-03 Page 8 of 9

initiative to change: 
• Takes opportunities to
improve work processes
• Anticipates and adjusts
behaviour to change
• Remains optimistic,
calm and composed in
stressful situations
• Seeks advice and
support to change
appropriately
• Works creatively within
guidelines

and shifting government 
priorities regarding 
program delivery, 
eligibility and funding 
amounts. 

Can communicate shifts 
in direction to team in a 
manner that is clear and 
promotes understanding 
of the change.

Develop Self and Others Plans according to career 
goals and regular 
development: 
• Aligns personal goals
with career goals
• Leverages strengths;
attempts stretch goals
• Provides feedback and
openly discusses team
performance
• Values team diversity,
and supports personal
development

Promotes new learning 
opportunities amongst 
team, encourages staff to 
seek out opportunities 
and develop job-related 
knowledge. 

Fosters advancement for 
staff within the 
organization. 

Exhibits curiosity and a 
desire to learn and grow 
in the management role.

Systems Thinking Considers inter-
relationships and 
emerging trends to attain 
goals: 
• Seeks insight on
implications of different
options
• Analyzes long-term
outcomes, focus on goals
and values
• Identifies unintended
consequences

Ability to see the links 
between different team 
functions, across the 
branch and how the 
team's work relates to 
Ministry and government 
priorities.
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