
Job Description 

Public (when completed) 

Ministry 

!Municipal Affairs

I Describe: Basic Job Details 

Position 
Position ID 

Requested Class 

I Program S ervices 2 

Common Government 

New 

Position Name 30 characters 

Policy Issues Coordinator 

Job Focus Supervisory Level 

._IPo_ l _ic_._y ______________ ___.l l._oo_- _No_S u_,_p_e _rv_is_io_n __________ ___. 
code Cost Centre Program Code: (enter if required) 

Employee 

__e_ _
Supervisor's Position ID Su ervisor's Position Name 30 characters Su ervisor's Current Class 

!Design: Identify Job Duties and Value

Job Purpose and Organizational Context
Why the job exists: 

Reporting to the Director, Policy Coordination, this position assists planning and development of policies
and programs across the department and performs key functions in policy, legislative, and regulatory work
being undertaken by the Ministry. It has a lead role in providing coordination services to the Policy
Coordination Unit and to Municipal Affairs, particularly in the realm of Ministerial Orders and Orders in
Council. The Policy Issues Coordinator works collaboratively with the Director and Manager to review
policy, legislative, and regulatory packages to ensure documentation is prepared in accordance with
government policy and procedures and for accuracy and completeness.

The Policy Issues Coordinator must operate effectively within a complex framework that includes ministry
practices, legislative protocols, and administrative processes established by various level of government,
including Executive Council, Legislative Counsel's Office, King's Printer, and the Alberta Gazette. They will
be expected to display creative problem solving within the confines of these policies and procedures.

Responsibilities include a wide range of duties including:
- Research and analysis on multiple policy and operational initiatives, providing recommendations on
content, legislative authority and alignment with Ministry priorities.
- Annual review of the Ministerial Order Framework and Delegations of Authority.
- Review, coordination, tracking, and filing and publication of Ministerial Orders and Orders in Council,
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• Plans based on past
experience
• Holds self and others
responsible for results

• Partners with groups to
achieve outcomes

• Aims to exceed
expectations

Systems Thinking 0@00 0 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 0@00 0 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
• Works creatively within

guidelines

Develop Networks 00@00 Leverages relationships to 

build input and 
perspective: 
• Looks broadly to engage
stakeholders
• Open to perspectives
towards long-term goals
• Actively seeks input

into change initiatives
• Maintains stakeholder
relationships
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