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Job Description

Common GovernmentPublic (when completed)

Describe: Basic Job Details

Position

Current Class

 Administration 2 
Requested Class

 Technologies 6 

Ministry

Infrastructure

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

Employee

Employee Name (or Vacant)

Vacant

Organizational Structure

Reclassification

Position ID

Job Focus

Operations/Program
Supervisory Level

01 - Yes Supervisory

Current organizational chart attached?
Division, Branch/Unit

Properties, Asset Management/BSS
Supervisor's Current ClassSupervisor's Position ID Supervisor's Position Name (30 characters)

Manager, Asset Administration

Position Name (200 character maximum)

Senior Inventory Specialist, Team Lead

Design: Identify Job Duties and Value

Date yyyy-mm-dd

2025-11-20

Changes Since Last Reviewed

Responsibilities Added:
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Responsibilities Removed:

Job Purpose and Organizational Context

Why the job exists:

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:

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

Diploma (2 year)
Focus/Major 2nd Major/Minor if applicable Designation

If other, specify:

AssetMgmt | Real Prop Systems/DB Mgmt | Spatial Data | Data Governance | Prop Records | Business Mgmt

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

Develop Self and Others Encourages development 
and integration of 
emerging methods: 
• Shapes group learning
for team development
• Employs emerging
methods towards goals
• Creates a shared
learning environment
• Works with individuals
to develop personal
development plans

Considers how system 
upgrades and new data 
standards affect the 
whole organization. Plans 
for long-term impacts, 
like how changes in asset 
management platforms 
support government-wide 
reporting and 
compliance. Integrates 
risks and broader trends, 
such as new legislation, 
into technical decisions.

Creative Problem Solving Engages the community 
and resources at hand to 
address issues: 
• Engages perspective to
seek root causes
• Finds ways to improve
complex systems
• Employs resources from
other areas to solve
problems
• Engages others and
encourages debate and
idea generation to solve
problems while
addressing risks

Investigates root causes 
of data issues, like 
mismatched records 
between BLIMS and 
FAMIS, and develops 
solutions to keep 
information accurate. 
Improves complex 
workflows by working 
with others to design 
better processes for data 
integration and reporting. 
Uses technical knowledge 
to solve problems that 
don’t have standard 
answers.
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Agility Identifies and manages 
required change and the 
associated risks: 
• Identifies alternative
approaches and supports
others to do the same
• Proactively explains
impact of changes
• Anticipates and
mitigates emotions of
others
• Anticipates obstacles
and stays focused on
goals
• Makes decisions and
takes action in uncertain
situations and creates a
backup plan

Adapts quickly to new 
systems and changing 
compliance 
requirements, such as 
implementing upgrades 
after the Real Property 
Governance Act. 
Anticipates challenges in 
multi-system integration 
and creates backup plans 
to keep operations 
running smoothly. Makes 
decisions and adjusts 
approaches when faced 
with uncertainty or new 
technical demands.

Develop Self and Others Seeks out learning and 
knowledge-sharing 
opportunities: 
•Reflects on performance
and identifies
development
opportunities
• Takes initiative to stay
current
• Shares with the team
even when not asked
• Actively coaches and
mentors direct reports

Shares expertise by 
training staff on new 
system features, data 
entry protocols, and 
reporting tools. Coaches 
team members to build 
technical skills and 
confidence with asset 
management platforms. 
Stays current with 
technology changes and 
encourages ongoing 
learning within the team.

Benchmarks

List 1-2 potential comparable Government of Alberta: Benchmark
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