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I Divisional Coordination and Issues Manager

Position Number 

Present Class 

I Manager2

Dept ID 

I I 

Division, Branch/Unit 

Health Workforce 

Requested Class 

I Manager 2

Program Code 

I 
Project Code (if applicable) 

Ministry 

Health 

Levels to Deputy Minister (Not 
including incumbent level) 

12 

POSITION SUMMARY: Briefly describe the main purpose of the position, and why it exists for the most part (See Management Job 
Description Writing Guide �-

The Divisional Coordination and Issues Manager reports directly to the Assistant Deputy Minister (ADM) of Health 

Workforce, and works closely with senior Division staff and the Chief of Staff to the Deputy Minister to accomplish core 

Division and Ministry goals. As an integral member of the Divisional leadership team, this position anticipates and 

identifies strategically relevant issues and ensures the Division is positioned to manage and respond appropriately to 

them. 

The Divisional Coordination and Issues Manager provides advice, assistance and support to the ADM in the ongoing 

strategic and operational management of the Division. This position ensures the flow of information between the 

ADM's office, the Division, the department, external stakeholders, and the offices of the Deputy Minister and Minister. 

This position is also expected to build and maintain relationships throughout government and industry to maintain and 

improve knowledge networks for the ADM. 

Excellent communication, coordination and interpersonal skills are required to support the office of the Assistant 

Deputy Minister, and coordinate the corporate deliverables of the Division. The ability to collaborate with stakeholders, 

assess and prioritize issues, research and coordinate supporting information and facilitate appropriate action will 

contribute to the success of the Ministry. In addition, this position will work collaboratively with partner Ministries in 

achieving our shared goals. 

Responsibilities include coordinating major initiatives and projects, delegating responsibilities and project components 

to senior Division staff and contributing to policy development, formulation and review. This position also provides 

research, analysis, and planning support allowing decision makers to make informed and knowledgeable decisions. 

SPECIFIC ACCOUNTABILITIES: List the most important end results or outcomes of the position and how they are achieved. Each 
end result shows what the position is accountable for, within what framework and what the added value is. Normally a position has 4-8 
core end results. For each end result approximately 3-6 activities should be described (See Writing Guide�-

1. Strategic Oversight: Issues and Relationship Management - Manages and oversees a comprehensive system to
respond to urgent, ongoing and emergent issues, requests, briefings and special projects to facilitate the smooth
operation of the Division:
• Establishes and maintains effective relationships and communication linkages with the Minister's office, Deputy

Minister's office, ADM offices and staff, as well as key stakeholders, and Ministry partners; to ensure the ADM is
aware of emerging and critical issues and has appropriate input and briefings to make decisions.

• W arks to build and maintain relationships with professional contacts within government and industry to improve
knowledge networks for the ADM and the Ministry.

• Works closely with cross-divisional Coordination and Issues Managers to maintain operational and strategic
awareness.

Classification: Protected A 












