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Job Description

Common GovernmentPublic (when completed)

Describe: Basic Job Details

Position

Current Class

 

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

Employee

Employee Name (or Vacant)

Organizational Structure

Update

Position ID

Job Focus

Corporate Services
Supervisory Level

00 - No Supervision

Current organizational chart attached?
Division, Branch/Unit

Ministry Services, Business Services
Supervisor's Current Class

  

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

Ministry

Energy and Minerals

Position Name (200 character maximum)

Planning & Performance Analyst

Design: Identify Job Duties and Value

Date yyyy-mm-dd

2025-07-21

Changes Since Last Reviewed

Responsibilities Added:

- Updated organizational information
- Updated employee signature
- Deputy Minister's Performance Agreement

Responsibilities Removed:

- Shared services support to Affordability & Utilities
- Coordinate bi-annual reviews of Energy and Minerals' alberta.ca content (Transferred to Communications)
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Job Purpose and Organizational Context

Why the job exists:

The Business Services Branch is responsible for Ministry business planning and reporting, supporting the Government 
of Alberta's strategic planning and reporting process, the Deputy Minister's Performance Agreement, enterprise risk 
management, performance measurement and evaluation, operational planning, and all related processes and products. 
The branch supports the ministry's participation in the Committee of Supply and Public Accounts Committee processes. 
The branch also leads the business continuity function for the department. The branch is also responsible for 
coordinating and providing accommodations services, assisting with end-user escalations, and supporting corporate 
operations and initiatives to help department staff carryout the business activities of the ministry. 
  
Position Summary: 
Reporting to the Manager, Business Planning, this position is part of a team of professional staff dedicated to support 
the business planning and reporting processes as identified above. This position establishes relationships with internal 
and external clients to deliver on core responsibilities. This is done by consulting with executive, senior leadership and 
key branch contacts within the ministry and with key contacts in Treasury Board and Finance and other ministries.  
  
The position requires significant collaboration and coordination within the Ministry as well as across government.

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 position is responsible primarily for coordinating the management of issues, projects, briefings and 
reports and may be involved in data collection and analysis, and developing recommendations or ideas for 
further discussion with management. 
  
The Analyst conducts standard data collection and analysis, with precedents to follow for briefing notes 
and reports. Within the context of these assignments, this position must determine the most appropriate 
approach and practice to use to achieve results. Performs analysis, reasons and draws inferences from data 
to assist in developing recommendations.
Types of guidance available for problem solving:

The primary guidance is from the Senior Analysts and the Manager, from past work, and from lead 
ministries and agencies including Treasury Board and Finance.

Direct or indirect impacts of decisions:

Decisions will directly impact the timely management of issues, ensuring that advice developed by 
themselves and other branch staff is not unnecessarily delayed in being delivered to Energy and Minerals 
executive.

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

Business
2nd Major/Minor if applicable

Public Administration
Designation

If other, specify:
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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

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

Planning work requires 
the analyst to be up to 
date on the current 
economic and political 
environment as it relates 
to ministry outcomes. 
The broader context is 
also crucial when 
providing advice to senior 
leadership and when 
completing reporting.

Creative Problem Solving Engages the community 
and resources at hand to 
address issues: 

The analyst will be 
required to facilitate 
sessions of professionals 
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• Engages perspective to
seek root causes
• Finds ways to improve
complex systems
• Employs resources from
other areas to solve
problems
• Engages others and
encourages debate and
idea generation to solve
problems while
addressing risks

from various roles across 
the department to 
develop logic models and 
performance metrics.

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

Planning and reporting 
requires input from 
numerous stakeholders 
within Energy and 
Minerals and across 
government, particularly 
Treasury Board and 
Finance. Building 
relationships with key 
contacts is a key 
component for success in 
this role as these 
contacts  possess 
information and 
knowledge necessary for 
completion of work.

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

Time constraints and 
competing tasks can be 
significant during peak 
periods. This position will 
need to balance various 
requirements while 
meeting deadlines.

Benchmarks

List 1-2 potential comparable Government of Alberta: Benchmark




