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Job Description

Common GovernmentPublic (when completed)

Describe: Basic Job Details

Position

Requested Class

Ministry

Education and Childcare

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

Employee

Employee Name (or Vacant)

Organizational Structure

New

Position ID

Job Focus Supervisory Level

Current organizational chart attached?
Division, Branch/Unit

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

Position Name (200 character maximum)

Manager, Procurement, Grants and Contract

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:

Types of guidance available for problem solving:

- GoA and ECC Procurement and Contract Policy; Grant policies
- Procurement Accountability Framework (PAF); Treasury Board directives (including Sole Sourcing)
- GoA Procurement Resource Centre
- Trade Agreements (e.g., CFTA); Alberta Purchasing Connections
- ECC Contracts and Grants Review Committee; Contract Specialists, ECC and divisional working groups/
task teams
- CCD leadership
Direct or indirect impacts of decisions:

Business Impacts: 
- funding provided to owners/operators that increases the number and quality of childcare spaces
available to Albertans.
- public funds provided for childcare infrastructure are appropriately disbursed, monitored and overseen.

Program and Service Impacts: 
- Approach and outcomes of procurement and granting activities
- Grant/contract negotiation and award decisions; funding/budget allocations within delegated authority
- Continuous improvement of procurement practices; risk management and compliance
- HR/supervisory decisions impacting team performance and service quality
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Key Relationships

Major stakeholders and purpose of interactions:

Required Education, Experience and Technical Competencies

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

o 
o 
o 
o 
o 

Education Level

Bachelor's Degree (4 year)
Focus/Major

Other
2nd Major/Minor if applicable Designation

If other, specify:

Business Management, Procurement, Contract/Asset Management or related field; equivalency considered

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

Systems Thinking Observes and understands 
larger impact of role: 
• Sees impact of work on
organization; anticipates
change in own area based 
on activities in other
areas
• Considers how own
work impacts others and
vice versa
• Ask questions to
understand broader goals
• Aware of how
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organization adds value 
for clients and 
stakeholders

Agility Proactively incorporates 
change into processes: 
• Creates opportunities
for improvement
• Is aware of and adapts
to changing priorities
• Remains objective
under pressure and
supports others to
manage their emotions
• Proactively explains
impact of change on
roles, and integrates
change in existing work
• Readily adapts plans
and practices

Drive for Results Works to exceed goals 
and partner with others 
to achieve objectives: 
• Plans based on past
experience
• Holds self and others
responsible for results
• Partners with groups to
achieve outcomes
• Aims to exceed
expectations

Creative Problem Solving Engages the community 
and resources at hand to 
address issues: 
• Engages perspective to
seek root causes
• Finds ways to improve
complex systems
• Employs resources from
other areas to solve
problems
• Engages others and
encourages debate and
idea generation to solve
problems while
addressing risks

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
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• Supports group even to
learn from mistakes
• Recognizes differing
interpretations


