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Job Description

Common GovernmentPublic (when completed)

Describe: Basic Job Details

Position

Requested Class

 Program Services 3 

Ministry

Forestry and Parks

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

Employee

Employee Name (or Vacant)

Vacant

Organizational Structure

New

Position ID

Job Focus

Operations/Program
Supervisory Level

00 - No Supervision

Current organizational chart attached?
Division, Branch/Unit

Parks Division, VEBS Branch
Supervisor's Current Class

 Program Services 4 

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

Parks Retail & Res Team Lead

Position Name (200 character maximum)

Parks Retail & Reseservation Planner

Design: Identify Job Duties and Value

Job Purpose and Organizational Context

Why the job exists:



GOA12005  Rev. 2025-03 Page 2 of 9

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:

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

If other, specify:

Equivalencies will be considered with sufficient experience. 
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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

Agility Proactively incorporates 
change into processes: 
• Creates opportunities
for improvement
• Is aware of and adapts
to changing priorities
• Remains objective
under pressure and
supports others to
manage their emotions
• Proactively explains
impact of change on
roles, and integrates
change in existing work
• Readily adapts plans
and practices

The Retail and 
Reservation Program 
operates in a dynamic 
environment that must 
quickly adapt to the 
evolving needs of the 
public, field operations, 
and external vendors. 
Timelines are often short 
and subject to change 
based on emerging 
priorities and critical 
operational 
requirements. The Retail 
and Reservation Planner 
must effectively manage 
change, ensuring that 
staff and system users 
can adapt to new 
processes, updates, and 
functionality. This role 
requires agility, strong 
organizational skills, and 
the ability to remain 
composed under 
pressure. Pressures may 
arise from a variety of 
sources, including urgent 
system issues, vendor 
requests, and emergency 
operational needs such as 
natural disasters (e.g., 
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floods, wildfires) or 
hardware failures. The 
incumbent must respond 
quickly and effectively to 
maintain program 
continuity and service 
quality.

Systems Thinking Takes a long-term view 
towards organization’s 
objectives and how to 
achieve them: 
• Takes holistic long-term 
view of challenges and
opportunities
• Anticipates outcomes
and potential impacts,
seeks stakeholder
perspectives
• Works towards actions
and plans aligned with
APS values
• Works with others to
identify areas for
collaboration

This position requires a 
long-term, strategic 
vision to anticipate future 
challenges and ensure the 
continued success and 
sustainability of the 
Retail and Reservation 
Program. The Retail and 
Reservation Planner plays 
a key role in aligning 
program goals with 
operational realities, 
technological 
advancements, and 
stakeholder 
expectations.The 
incumbent is responsible 
for ensuring that the 
needs and data of all 
stakeholders are 
accurately captured and 
incorporated into 
program planning and 
implementation. Building 
and maintaining buy-in 
across diverse 
stakeholder groups is 
essential to the success 
of program changes and 
enhancements.This role 
requires a strong ability 
to collaborate across 
multiple program areas 
and ministries, including 
Information Technology, 
Service Alberta, Treasury 
Board and Finance, Field 
Operations, and Call 
Centre Services, to 
ensure integrated 
planning, smooth 
implementation, and 
effective long-term 
program outcomes.

Develop Networks Makes working with a 
wide range of parties an 
imperative: 
• Creates impactful

The Retail and 
Reservation Planner is 
responsible for working 
closely with all field staff 
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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

who utilize the 
reservation and retail 
solution, developing 
strong and collaborative 
relationships to ensure 
their operational needs 
are reflected in program 
business rules, policies, 
and procedures.This 
position serves as the 
primary liaison between 
field operations, internal 
stakeholders, and the IT 
vendor, ensuring that all 
enhancement requests, 
system improvements, 
and defect fixes are 
clearly communicated, 
understood, and 
prioritized.The 
incumbent must 
effectively balance the 
needs of multiple 
stakeholder groups — 
including the public, 
headquarters staff, field 
staff, Call Centre staff, 
and vendors — to ensure 
that program goals are 
achieved, service quality 
is maintained, and system 
functionality continues to 
meet user and 
organizational 
requirements.

Drive for Results Works to remove barriers 
to outcomes, sticking to 
principles: 
• Forecasts and
proactively addresses
project challenges
• Removes barriers to
collaboration and
achievement of outcomes
• Upholds principles and
confronts problems
directly
• Considers complex
factors and aligns
solutions with broader
organization mission

Retail & Reservation 
Planners work 
collaboratively with 
multiple staff from other 
branches within the 
division as well as field 
operational staff and area 
managers in order to 
ensure achievement of 
the Parks Division desired 
outcomes.  

Staff must operate with a 
bias for action while 
being disciplined in 
managing projects and 
proactively addressing 
challenges to find 
solutions. For example, 
the reservation solution 
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must continually improve 
the user experience as 
well as the technology 
and stay on trend.  

This position must 
maintain a strong focus 
on achieving outcomes. 
Staff independently   
create clear and thorough 
plans to achieve set goals 
and measure results. Use 
of system data and 
analytics to make 
decisions and 
recommendations is 
required.  

Staff monitor multiple 
activities and projects to 
ensure possible issues or 
delays are identified and 
escalated as early as 
possible. Projects are 
directly tied to 
operational needs and 
divisional outcomes. This 
position requires 
excellent attention to 
detail; strong written, 
verbal and interpersonal 
skills and clear time 
management ability.

Benchmarks

List 1-2 potential comparable Government of Alberta: Benchmark




