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PURPOSE: Give a brief summary of the job, covering the main responsibilities, the framework within which the job has to operate and 
the main contribution to the organization (see Non-Management Job Description Writing Guide Pages 7-8). 

Reporting to the Manager of Strategic Accommodations, the Junior Strategic Accommodation Advisor and Capital Planner 
(JSAACP) performs technical, analytical, consultative and supportive work for the Emergency Management, 
Accommodations and Security Services (EMASS) unit. This position is also the primary ministry contact for facility
related services. 

The JSAACP is responsible for providing furniture layout options and schematic drawings for small and large 
accommodation projects and furniture work order requests. The position is responsible for providing drawings and 
submitting requests to the Furniture Work Order Request Tracking Systems as well as managing an inventory of recycled 
furniture from projects and reconfigurations. 

The JSAACP supports the Senior Planners on small and large tenant improvement projects and acts as a liaison between 
the Ministry, Alberta Infrastructure and building operators for tenant services. The position provides input and develops 
facilities administration policies, guidelines and procedures for the Ministry and is the primary facility coordinator for the 
Deputy Minister Office (s). The position also submits requests for ministry anchor buildings into the Work Order Request 
Tracking System. 

The JSAACP is responsible for maintaining an accurate inventory of ministry-occupied space and associated PDF and 
AutoCAD drawings to support strategic accommodation plans for the ministry. The position provides support to the 
Senior Planners on small and large accommodation projects. 

RESPONSIBILITIES AND ACTIVITIES: The purpose of the job can be broken down in different responsibilities and end results. 
Each end result shows what the job is accountable for, within what framewor1< and what the added value is. Normally a job has 4-8 core 
end results. For each end result, approximately 3-6 activities should be described (see Writing Guide Pages 9-10). 

Furniture Coordination 

Consults with Senior Planners and Infrastructure representatives to identify furniture requirements, develop layout options 
and provide recommendations for recycled or re-purposed furniture to support the effective use of ministry-occupied space 
in accordance with GoA standards and guidelines. Works independently on simple or in support to the Senior Planners on 
complex items related to the following: 

• Establish the legitimacy and urgency of furniture requests in the context of ministry corporate initiatives and
approved program directions identified within the ministry's business plan.

• Initiate implementation of necessary furniture requests in accordance with approved budget processes and
government standards established by Infrastructure.

• Identify scope and specify furniture needs including location requirements, staffing information, security needs,
architectural, electrical, Heating, Ventilation, Air Conditioning (HVAC), mechanical and other special physical
requirements.

• Negotiate regarding proposed furniture accommodation solutions, assess potential impacts of furniture options on
erv r , and consult with Minist mana ement and external stakeholders. 
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