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Name Working Title 

I Project Assistant -------------�--------------------�

Position Number 

Present Class 

Reports to Position 
No., Class & Level 

 Senior 
Manager 

I Administrative Support 5 (015ASA) 

Cost Centre 

I 

Division, Branch/Unit 

Properties Division 
Property Management Branch/ 
Project Delivery 

Ministry 

Infrastructure 

Requested Class 

I Administrative Support 5 (015ASA) 

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). 

As a member of the project management team for the assigned area, the Project Assistant provides complex 
administrative services essential to the effective and efficient management of the area project portfolio. This position 
provides administrative support, including contract and financial administration services, for all phases of project 
management essential to project delivery. 

The Project Assistant works closely with the project management team and liaises with contractors, consultants, Ministry 
representatives, and other project stakeholders when providing project, contract, and financial administration services, 
resolving associated issues, and responding to enquiries. This position also assists the Project Manager with the 
preparation of budgets and financial reports for the project portfolio, including monitoring, forecasting and analyzing 
expenditures and identifying financial issues associated with delivery of projects and management of the project portfolio. 
Reporting to the Senior Project Manager, the Project Assistant functions within applicable legislation, business plans, 
policies, guidelines, and standards. 

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 framework 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). 

1. Project administration services are provided to support the delivery of projects within the area and the management of
the area project portfolio.

Activities: 

• Initiates and coordinates processes to ensure timely execution of correspondence critical to the management of
projects (e.g., letters of award, invitations, security clearances for contractors I consultants / subcontractors,
interim and final acceptances, total completions, unsuccessful bid letters associated with field tenders, Contract
Approval Summaries, Contract Award Recommendations for approval).

• Retrieves and edits non-technical specification sections from Technical Services and other contract-related
documents from the Project Implementation Management System (PIMS).

• Ensures accuracy of copies and collation of contract specifications prior to field tender distribution to contractors.
• Requests Project IDs from Property Management Corporate Services (PMCS) for tracking project costs in the

Contract Management System (CMS), Building and Land Information Management Systems (BUMS), and
Recommended Action Plan (RAP) project planning program.

• Obtains project plan numbers from the Integrated Contracting and Procurement System (ICAPS) and prepares
paperwork for consultants to obtain access to record drawings when required.

• Provides financial information related to project costs to assist Project Manager and/or Facilities Coordinator to
complete project documentation in RAP.

• Attends tender openings to record, verify, and witness bids received.
• Prepares documentation, including necessary back-up, for review and approval by Project Manager and Area

Director prior to submission to the Departmental Contract Review Committee (CRC).
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CONTACTS: Identify the main contacts the position communicates with and the purpose of the communication (see Writing Guide 
Pages 14-15). 

outstanding issues to ensure execution of services within contract timeframes and rectify invoice or change order I
charge order irregularities 

• clients to liaise with contractors, Project Manager, and/or Facilities Coordinator when issues or concerns arise during
projects and ensure client concerns are directed to the appropriate party.

• representatives of other departments to ensure accuracy of invoices, contracts I agreements, and project
correspondence during execution of projects being managed by the area project management office

• Facilities Managers and Facilities Coordinator to liaise with contractors, consultants, and Project Manager to ensure
accuracy of invoices, contracts/agreements, and project correspondence during the execution of projects

• Area Director to provide project status and forecast updates
• Area Assistant, Facilities Assistants, other Project Managers, and other Project Assistants to exchange information as

to contract procedures or expenditures associated with projects
• Finance and PMCS representatives to resolve discrepancies in payments, invoice processing, etc. to ensure proper

allocation of payments to various projects, ensure proper accounting procedures are being followed, and obtain
IMAGIS Project IDs

• ICAPS representatives to request Plan Numbers for projects, archived files, and information for contractors I
consultants (e.g., blue prints, floor plans) to ensure proper contract specifications are put out to tender

SUPERVISION EXERCISED: List position numbers, class titles, and working titles of positions directly supervised (see Writing 
Guide Page 15). 

CHANGES SINCE LAST CLASSIFICATION REVIEW: Identify significant changes that have impacted the responsibilities 
assigned to your position since the last review (see Writing Guide Pages 15-16). 

ORGANIZATION CHART: An organization chart that includes supervisor, peers and staff. 

This information is being collected under the authority of Section 10 of the Public Service Act and will be used to allocate 
positions within a classification plan and to manage the Alberta government human resources program. ff you have any 
questions about the collection of this information, contact the Job Evaluation Unit, 6th Floor, Peace Hills Trust Tower, 10011 - 109 
Street, Edmonton, Alberta, T5J 3S8, phone 780/408-8400 or contact your Ministry Human Resource Office. 
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