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Job Description

Common GovernmentPublic (when completed)

Describe: Basic Job Details

Position

Requested Class

 Administrative Support 6  

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

Employee

Employee Name (or Vacant)

Vacant

Organizational Structure

New

Position ID

Job Focus

Operations/Program
Supervisory Level

00 - No Supervision

Current organizational chart attached?
Division, Branch/Unit

PSD, IAPS
Supervisor's Current Class

 Executive Manager 1 

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

Executive Director

Ministry

Public Safety and Emergency Services

Position Name (200 character maximum)

IAPS Executive Support

Design: Identify Job Duties and Value

Job Purpose and Organizational Context

Why the job exists:
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Responsibilities

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

Typical problems solved:

The Executive Support is expected to apply creativity, initiative, and originality to all responsibilities. Exceptional 
judgment and respect for confidentiality of information is critical, as decisions and recommendations made directly 
impact the development and operations of the IAPS. This position is required to develop new administrative processes 
and support administrative policy development for a new provincial corporation. This position is required to solve 
problems of an administrative and policy nature, often related to scheduling, procuring goods/services, or supporting 
staffing processes  ensuring correct information is gathered from all the correct sources, and in a timely manner. The 
position requires in-depth knowledge of the administrative policies and procedures of the branch as well as working 
knowledge of the IAPS. 

Types of guidance available for problem solving:

This position works within the parameters of department policies, processes, and procedures as well as a variety of 
acts, regulations, and standards. It will further be developing new novel policy to support the administration of the 
new provincial corporation. Direction and guidance is provided by the Executive Director, the IAPS Chief, and other 
senior leaders. Sound judgment, discretion and political acumen are critical to the position. Further guidance and 
support is available from managers and directors, and other executive administrators. 

Direct or indirect impacts of decisions:

The Executive Supports responsibilities have an IAPS wide impact where decisions and recommendations will directly 
impact the agency's development and operations  This role is required to proactively identify areas for improvement 
and make recommendations regarding enhancements to administrative and operational support processes. This 
position manages information flow between the branch Executive Director, Chief, key stakeholders  senior government 
representatives and officials. The Executive Support must be able to effectively consult with agency, department, and 
stakeholder representatives, balancing the diverse  and occasionally conflicting priorities of individuals representing a 
variety of projects and programs with department wide needs

Key Relationships

Major stakeholders and purpose of interactions:



GOA12005  Rev. 2025-03 Page 5 of 7

Required Education, Experience and Technical Competencies

Job-specific experience, technical competencies, certification and/or training:

Education Level

High School Diploma
Focus/Major 2nd Major/Minor if applicable Designation

If other, specify:

Three years of related experience; or equivalent as described below
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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

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 
• Works creatively within 
guidelines

Anticipates and adjusts 
behavior to change. 
Remains optimistic, calm, 
and composed in stressful 
situations. Seeks advice and 
support to change 
appropriately. Works 
creatively within guidelines 
competencies.  

Build Collaborative Environments Works in an open honest 
manner with colleagues: 
• Creates sharing 
opportunities 
• Actively shares, accepts 
and listens to others 
• Recognizes conflict, 
respects and discusses 
opinions openly 
• Supports group even to 
learn from mistakes 
• Recognizes differing 
interpretations

Expected to communicate 
clearly and effectively with 
all team members and 
branches/divisions as 
required to achieve a 
common goal. Ability to 
recognize conflict and 
opportunities and 
communicate in a respectful 
manner.

Creative Problem Solving Focuses on continuous 
improvement and 
increasing breadth of 
insight: 
• Asks questions to 
understand a problem 
• Looks for new ways to 
improve results and 
activities 

Understand priorities to 
determine the best 
approach to deal with 
stakeholders, and staff. 
Know when to provide 
the ED with necessary 
information, and make 
recommendations to 
improve efficiency and 
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• Explores different work 
methods and what made 
projects successful; 
shares learning 
• Collects breadth of data 
and perspectives to make 
choices

processes.

Drive for Results Actively sets goals and 
remains open to advice 
on reaching them: 
• Sets goals and 
prioritizes work 
• Identifies and corrects 
areas for improvement 
• Suggests actions; asks 
for advice when lacking 
information or multiple 
priorities 
• Operates within APS 
value system

Expected to focus on what is 
important and timelines 
while successfully managing 
multiple priorities by 
implementing follow-up 
mechanisms to ensure 
timely delivery and quality.

Benchmarks

List 1-2 potential comparable Government of Alberta: Benchmark

021AN08 
021AN02

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.

Employee Name Date yyyy-mm-dd Employee Signature

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

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

ADM SignatureDate yyyy-mm-ddADM Name

 

 

 




