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Job Description

Common GovernmentPublic (when completed)

Describe: Basic Job Details

Position

Requested Class

 Manager (Zone 2) 

Ministry

Mental Health and Addiction

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

01 - Yes Supervisory

Current organizational chart attached?
Division, Branch/Unit

Policy and Programs Division
Supervisor's Current Class

 Senior Manager (Zone 2) 

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

Director,Navigation and Intake

Position Name (200 character maximum)

Associate Director, Navigation and Intake

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:

Guidance is available from direction provided by the Statutory Director and ministry plans, priorities and 
legislation. Problem-solving is also informed by consultation with  partners, peers and department staff, 
professional knowledge and experience, and sound analysis and critical thinking. The Associate Director 
uses a holistic and collaborative problem-solving approach that is focused on uncovering root issues and 
identifying solutions. Decisions made at executive ministry and government levels are influenced by this 
position. 

The Associate Director collaborates with other leaders across the ministry, the Commission, other ministries 
and external stakeholders to consider broad policy questions and impacts.

Direct or indirect impacts of decisions:
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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:

Education Level

Bachelor's Degree (4 year)
Focus/Major

Other
2nd Major/Minor if applicable

Public Administration
Designation

If other, specify:

Mental health (ie. Social work, Psychology) or Health Sciences (ie. Kinesiology, Occupational Therapy)
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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

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

The Associate Director 
must engage partners and 
stakeholders  to address 
issues.  While some 
guidance is provided in 
legislation and 
regulation, as a new 
program, the Associate 
Director will  also 
recommend solutions to 
problems that are new or 
unknown drawing upon 
prior experience and 
feedback from partners/ 
stakeholders.  

Seeking opportunities for 
for continuous 
improvement to achieve 
operational efficiencies is 
also expected of the role.

Systems Thinking Takes a long-term view 
towards organization’s 
objectives and how to 
achieve them: 
• Takes holistic long-term 
view of challenges and
opportunities
• Anticipates outcomes
and potential impacts,
seeks stakeholder
perspectives
• Works towards actions
and plans aligned with
APS values
• Works with others to
identify areas for
collaboration

The Associate Director 
must have a broad 
understanding of policy 
objectives to align OSD's 
processes with the 
government's overarching 
program objectives and 
know when to engage 
partners and stakeholders 
in the development of 
operational policies/
processes by anticipating 
the potential implications 
on those other parties. 

Drive for Results Takes and delegates 
responsibility for 
outcomes: 
• Uses variety of
resources to monitor own
performance standards
• Acknowledges even
indirect responsibility
• Commits to what is
good for Albertans even if

The Associate Director is 
responsible for the 
management of a team of 
staff and as such, must 
be an agile leader in 
ensuring OSD operations 
are timely and effective. 
This is achieved by 
maximizing resources to 
achieve expected results. 
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not immediately accepted
• Reaches goals
consistent with APS 
direction

The Associate Director 
will monitor and report 
on key performance 
indicators (KPIs) for the 
CI program as it relates 
to the OSD.

Build Collaborative Environments Collaborates across 
functional areas and 
proactively addresses 
conflict: 
• Encourages broad
thinking on projects, and
works to eliminate
barriers to progress
• Facilitates
communication and
collaboration
• Anticipates and reduces
conflict at the outset
• Credits others and gets
talent recognized
• Promotes collaboration
and commitment

The Associate Director is 
expected to collaborate 
with partners in the 
delivery of the CI 
program, this includes 
leading and contributing 
to the conditions that 
allow people to work 
collaboratively such as 
anticipating and reducing 
conflict, crediting others, 
and encouraging creative 
problem solving.

Benchmarks

List 1-2 potential comparable Government of Alberta: Benchmark

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

DM SignatureDate yyyy-mm-ddDM Name


