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Job Description

Common GovernmentPublic (when completed)

Describe: Basic Job Details

Position

Current Class

 Program Services 3 

Ministry

Children and Family Services

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

Employee

Employee Name (or Vacant)

Organizational Structure

Update

Position ID

Job Focus

Operations/Program
Supervisory Level

Current organizational chart attached?
Division, Branch/Unit

RQB, PIEP, PAI Unit
Supervisor's Current ClassSupervisor's Position ID Supervisor's Position Name (30 characters)

Position Name (200 character maximum)

CI Data and Advancement Analyst

Design: Identify Job Duties and Value

Date yyyy-mm-dd

Changes Since Last Reviewed

Responsibilities Added:

Responsibilities Removed:
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Job Purpose and Organizational Context

Why the job exists:

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:

Direct or indirect impacts of decisions:

Key Relationships

Major stakeholders and purpose of interactions:

Required Education, Experience and Technical Competencies

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

A related degree along with two years' experience in conducting analysis, data reporting and applied research 
(qualitative or quantitative) is required. A master's degree along with quality assurance and social-based program 
evaluation experience will be considered an asset.  
The position also requires the following knowledge, skills and abilities:  

Knowledge of research methodologies, tools, statistics and techniques. 
Proficiency in using SQL for manipulating data in various relational databases.  
Knowledge of data reporting services and visualization tools e.g., SSRS, Power BI and SAS VA. 
Understanding of project management principles, methodologies, processes and leading practices. 
Strong interpersonal skills to interact and deal effectively with all levels of the ministry, partners and external 

stakeholders. 
Strong verbal and written communication skills, particularly in areas of providing and exchanging potentially sensitive 

information. 

Education Level

Bachelor's Degree (4 year)
Focus/Major

Science
2nd Major/Minor if applicable

Business
Designation

If other, specify:

Information Science, Data Science
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Strong liaison and facilitation skills to build relationships and negotiate collaboration/cooperation with partners. 
Awareness of issues for Indigenous Peoples and the challenges faced by their communities. 
Ability to work independently as well as contribute effectively in a team environment. 
Knowledge of graphic design, print production and plain language techniques. 
Knowledge of Government and Ministry Policies, processes and practices in relation to Child Intervention.

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

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
• Explores different work
methods and what made
projects successful;
shares learning
• Collects breadth of data
and perspectives to make
choices

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

Systems Thinking 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
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