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Workingntle 

I Administrative Coordinator 

Position Number 

Present Class 

Reports to Position 
No., Class & Level 

Executive 
Director 

Dept ID Program Code 

Name 

Division, Branch/Unit 

Open Government, Information Access 
and Protection 

Requested Class 

Project Code (if applicable) 

Ministry 

Service Alberta 

PURPOSE: Give a brief summary of the job, covering the main responsibilities, the .framework within Which the job has t9 operate and 
•·the main contribution to the organizatJ9n (see Section 2.3).

This position is the Assistant to the Executive Director {ED) and provides a wide variety of complex administrative support
to the branch. Responsibilities include: reviewing and drafting material for the ED's office {briefing notes, action requests,
reports, memos, letters, etc.); coordinating divisional reports/initiatives on behalf of the ED, which requires interacting with
divisional staff, Departmental senior management and project team members; ensuring flow of
information/correspondence between the office of the ED and other areas both within, and external to the division; and
preparing the consolidated divisional budget and financial reports for ED approval. Also, strong organizational skills are
required for coordination of administrative requirements for the Branch, organizing appointments, travel arrangements,
meetinas, settina priorities and ensurina deadlines are met and establishina and maintainina the divisions filina svstem.

RESPONSIBILITI.ES AN.D ACTIVITIES:1'he purpose of thejob can be broken down 1.n differentrespof'lsibilities and end results. Each
end result shows what the job is accountable for, within what framework and what the added value is. l"-Jormally a job has 4-8 core end
results. For each end result, approximately 3 major activitiess.hould be described•(see Sections 2.1 and.�l�

1. Administrative and office management services are provided to ensure the ED's office operates in an effective
and efficient manner.

- Identifies administrative issues with potential to impact the office, developing and recommending solutions and action to
address issues.
- Ensures highly confidential and politically sensitive materials and information flowing through the office are managed
effectively, anticipating and resolving issues or proposing solutions prior to bringing them to the attention of the ED.
- Makes decisions and initiates activities regarding day-to-day administrative operations and workflow requirements
- Uses judgement and knowledge of Branch issues, priorities and relationships to manage the ED's calendar or refer
requests for meetings to appropriate Branch representatives.
- Coordinates and arranges meetings and appointments, ensuring appropriate background information and materials are
available.
- Prepares and distributes agendas and materials for Branch management meetings, participating in the meetings and
following up on administrative assignments.
- Utilizes an internal tracking process to assign tasks to staff on behalf of the ED and follows up to promote timely
responses and completion.
- Review, assess, and track correspondence directed to and from the ED, monitors Branch correspondence and
information flow; indentifies emerging or significant issues for the ED's attention; and/or obtains briefing material from
appropriate sources.
- Forwards correspondence to appropriate area of the Branch for information, draft reply, and/or comments; tracks status
of replies and actions.
- Composes and formats correspondence and responses for the ED's signature on own initiative or according to general
instructions; composes replies to routine enquiries and drafts administrative correspondence.
- Receive and review HR documents {Staffing requests, job descriptions, reclassification requests) to ensure they are
completed appropriately, obtain appropriate approvals and forward to ADM's office for review and approval and
furtherance as required.
- Maintains filing and bring forward systems.
- Coordinates travel and accommodation arrangements for the ED.
- Prepares and assembles materials for presentations and other sessions, ensuring relevant information is effectively
compiled and orqanized
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