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Job Description

Common GovernmentPublic (when completed)

Describe: Basic Job Details

Position

Current Class

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

Employee

Employee Name (or Vacant)

Organizational Structure

Update

Position ID

Job Focus

Operations/Program
Supervisory Level

00 - No Supervision

Current organizational chart attached?
Division, Branch/Unit

FNMI/First Nations Education - North
Supervisor's Current Class

 Manager (Zone 2) 

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

Manager, FNE - North 

Ministry

Education

Position Name (200 character maximum)

Program Analyst

Design: Identify Job Duties and Value

Date yyyy-mm-dd

Changes Since Last Reviewed

Responsibilities Added:

Responsibilities Removed:
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Job Purpose and Organizational Context

Why the job exists:

provides a broad range of analysis and 
support services

Responsibilities

Job outcomes (4-6 core results), and for each outcome, 4-6 corresponding activities:
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Problem Solving

Typical problems solved:

This position works in a complex, continually evolving environment and is relied on to integrate diverse types of data, 
identify, analyze, evaluate, and recommend opportunities for improvement or initiation. The analyst is key in providing 
an evidence-informed approach to refining those activities or considering alternative approaches. 

The analyst supports strategic planning and provision of stakeholder-focused services within the branch and sector by 
collecting, analyzing, and reporting  to identify issues and trends, identify options and implication, and inform decisions 
regarding provincial programs, policies, priorities and initiatives. 

This position must understand complex relationships and integrate occasionally conflicting perspectives and priorities of 
internal and external stakeholders. The Analyst is expected to develop and maintain effective working relationships with 
ministry staff and stakeholders to support evidence-based decision making and risk mitigation. 

This position exercises sound judgment when collecting and analyzing information; prioritizing project activities to meet 
deadlines and requirements and coordinating workflows with tight and often concurrent timelines. 
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Types of guidance available for problem solving:

Direct or indirect impacts of decisions:

This position provides analysis and reporting services that contribute to successful daily operations of the branch and 
ministry. This information is crucial to the Minister and the ministry in meeting goals, as well as determining gaps and 
opportunities. 

The Analyst supports strategic planning and provision of stakeholder-focused services within the branch and sector by 
collecting, analyzing, and reporting on information to determine issues and trends, identifying options and their 
implications, and informing decisions regarding provincial programs, policies, priorities and initiatives.

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

Other
2nd Major/Minor if applicable

Education
Designation

If other, specify:

Natives Studies

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
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Develop Networks Works on maintaining 
close relations with all 
stakeholders: 
• Identifies key
stakeholder relationships
• Has contact with range
of interested parties
• Actively incorporates
needs of a broader group
• Influences others
through communication
techniques

Build Collaborative Environments Facilitates open 
communication and 
leverages team skill: 
• Leverages skills and
knowledge of others
• Genuinely values and
learns from others
• Facilitates open and
respectful conflict
resolution
• Recognizes and
appreciates others

Systems Thinking Considers inter-
relationships and 
emerging trends to attain 
goals: 
• Seeks insight on
implications of different
options
• Analyzes long-term
outcomes, focus on goals
and values
• Identifies unintended
consequences

Agility Works in a changing 
environment and takes 
initiative to change: 
• Takes opportunities to
improve work processes
• Anticipates and adjusts
behaviour to change
• Remains optimistic,
calm and composed in
stressful situations
• Seeks advice and
support to change
appropriately
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• Works creatively within
guidelines

Benchmarks

List 1-2 potential comparable Government of Alberta: Benchmark

Research, Planning and Policy Analyst - 023PS68 
Policy and Planning Consultant - 023PS72

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.

Date yyyy-mm-dd

Supervisor / Manager SignatureDate yyyy-mm-ddSupervisor / Manager Name

Employee Name

Director / Executive Director SignatureDate yyyy-mm-ddDirector / Executive Director Name

ADM SignatureDate yyyy-mm-ddADM Name

DM SignatureDate yyyy-mm-ddDM Name

Employee Signature


