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Job Description

Common GovernmentPublic (when completed)

Describe: Basic Job Details

Position

Requested Class

 

Ministry

Treasury Board and Finance

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

Supervisor's Current Class

  

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

Position Name (200 character maximum)

Director, Tribunal Operations

Design: Identify Job Duties and Value

Job Purpose and Organizational Context

Why the job exists:
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-

Responsibilities

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

Typical problems solved:

Types of guidance available for problem solving:
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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 Designation

If other, specify:

law, business administration/management, administrative law
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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
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Systems Thinking Shapes APS goals with a 
view of entire network: 
• Considers whole system
and links; sets goals for
long-term outcomes and
broad perspectives
• Evaluates short,
medium, and long-term
impacts to inform
progress
• Shapes organization to
meet client needs; helps
others see their role in
this

Drive for Results Aligns different groups to 
achieve goals and realize 
broader outcomes: 
• Defines work mission to
achieve APS goals and
integrate projects
• Provides bold advice to
stakeholders
• Proactively improves
overall performance,
measured through metrics
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Creative Problem Solving Creates the environment 
for innovative problem 
solving: 
• Generates new ways of
thinking; ensures right
questions are being asked
about a problem
• Eliminates barriers to
creativity and innovation
• Encourages a culture of
innovation

Agility Creates an adaptable 
environment: 
• Fosters agility,
proactive and flexible
practices
• Leads and creates
momentum for change
• Champions plan of
action and overcomes
barriers through
proactive anticipation
• Quickly understands
and reacts to
environment, establishing 
flexible culture
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Develop Self and Others Champions development 
and learning in all groups: 
• Actively learns about
the broader organization
• Brings others together
to identify issues and
successes, and takes a
systems thinking
approach
• Champions
development and
leadership building

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.




