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!Design: Identify Job Duties and Value

Changes Since Last Reviewed 
Date yyyy-mm-dd 

120 23-08-09 
Responsibilities Added: 

Supporting other branch, department and government priorities, as needed. 

Responsibilities Removed: 
Removed leads and participate in projects and other duplicative items as the functions were covered in 
other responsibilities. 

Job Purpose and Organizational Context 
Why the job exists: 
The Policy Alignment and Legislation team provides specialized expertise and leadership in the areas of: 

· policy development;
· government decision-making processes; and
· legislative and regulatory planning and review.
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Specifically the work of the team involves: 
· leading and coordinating the preparation of act and regulation amendment packages;
• preparing and reviewing Cabinet Report and briefing packages;
• tracking and forward planning of policy and legislative items; and
• informing program areas of the department on processes, procedures, and timing related to policy

and legislative amendments and approvals. 

Reporting to the Manager, Policy Alignment and Legislation, the Senior Legislative Advisor works with a 
team of legislative and policy specialists responsible for ensuring policy and legislation (acts, regulations, 
and codes) are coordinated and-aligned across the ministry. 

The Senior Legislative Advisor plays a pivotal role in ensuring acts, regulations, and other legislative 
instruments administered by Environment and Protected Areas support its mandate and are aligned with 
the government's policy agenda. As a senior member of the team, this position will be responsible for 
managing the development of new or amending legislation and supporting decision documents to establish 
policies related to Alberta's environment and land use, including drafting and managing the process for 
ministerial orders and orders in council for the acts and regulations governing ministry programs. 

The Senior Legislative Advisor acts as an internal consultant managing the ministry's analysis and advice in 
the development of policy and legislative options, requiring the need for influence without direct 
reporting authority. This involves strategic management of the policy development process, including issue 
identification, research and analysis, development of options, implementation, evaluation, and 
preparation of necessary documentation as the policy proceeds to executive management and the cabinet 
decision-making process. The position is responsible for building capacity by providing guidance to the 
team and ministry staff through the legislative and regulatory development process, ensuring that 
strategic policy considerations are clearly articulated, considered and coordinated and reflected in 
legislative drafting. The position has a significant project management role, coordinating resources and 
providing guidance and expertise to staff, ministry representatives and stakeholders during review, 
development, or revision of strategic policies and legislation. 

Responsibilities 

1. Provide senior level project planning and management services to support initiatives and projects
through the timely and effective provision of high quality strategic policy research and legislative
support, analysis, advice, recommendations, and issues management.

• Provide strategic advice and support on a broad range of policy and initiatives led by program areas
throughout the ministry to support more consistent and comprehensive legislative and policy 
analysis and coordination. 

· Conduct regular engagement with program areas, legislative counsel office, Environmental Law
Team, and the Policy Coordination Office regarding policy development, program issues, and legal
issues associated with policy options that may have legislative and/or regulatory implications. 

• Ensure holistic consideration is undertaken prior to recommending a regulatory or legislative policy by
identifying policy implementation options and implications.

• Identify and assess current and emerging trends and issues that have the potential to significantly
influence the ministry's core business areas. This position will anticipate, evaluate, and provide
recommendations on emerging policy issues and highly politically sensitive topics. 

• Undertake relevant research to identify best practices and solutions applied in other jurisdictions,
including liaising with other levels of government within Alberta and Canada to understand their 
approach and application. 

· Lead staff training related to the development of legislation to support policy capacity across the
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trong po itica acumen an a i ity to assess sensitivity an 

take actions to manage or mitigate those risks. 
to speci ic egis ative issues an 

Well-developed oral and presentation skills for conveying information to peers and senior 
management. 

Competency in Microsoft Office software, (e.g. Word, PowerPoint, Excel, Microsoft Project) to 
organize and present information that promotes good decision-making 

Behavioral Competencies 

 

Competency 
Level 

Level Definition 
Examples of how this level best 

A B C D E represents the job 

Systems Thinking 0@000 Considers inter- Understand the ministry's 
relationships and strategic policy and 
emerging trends to attain legislative goals, current 

goals: state and future direction 
• Seeks insight on of the organization, 

implications of different integrate issues with 

options political environment and 
• Analyzes long-term risks when considering 
outcomes, focus on goals possible legislative 

and values actions, and understand 
• Identifies unintended changing circumstances 
consequences and priorities within 

ministry and the GOA. 

Creative Problem Solving 00@00 Engages the community Analyze, evaluate and 

and resources at hand to synthesize policy and 
address issues: legislative options to 
• Engages perspective to provide advice when 

seek root causes developing legislation and 
• Finds ways to improve presenting it for 
complex systems approval. Generate 

• Employs resources from debate and ideas on how 
other areas to solve to solve problems while 

problems addressing risks, and 
• Engages others and bring together the right 

encourages debate and people to solve issues. 
idea generation to solve

problems while

addressing risks

Build Collaborative Environments 0@000 Facilitates open Establish and maintain 

communication and strong collaborative 
leverages team skill: partnerships within 
• Leverages skills and ministry and across 
knowledge of others government to develop 
• Genuinely values and sound legislation. 
learns from others
• Facilitates open and
respectful conflict
resolution
• Recognizes and

appreciates others
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Drive for Results 00@00 Takes and delegates Set goals and prioritize 

responsibility for work for self and working 

outcomes: groups. Proactively 

• Uses variety of address challenges, seek 

resources to monitor own advice when lacking 

performance standards information or dealing 

• Acknowledges even with multiple priorities, 

indirect responsibility in order to deliver on 

• Commits to what is legislative agenda for the 
good for Albertans even if department. 

not immediately accepted

• Reaches goals
consistent with APS
direction

 

!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. 

Employee Name 

Supervisor/ Manager Name 

Director/ Executive Director Name 
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Date yyyy-mm-dd Employee Signature 

Date yyyy-mm-dd Supervisor/ Manager Signature 

Date yyyy-mm-dd Director/ Executive Director Signature 
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