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Job Description

Common GovernmentPublic (when completed)

Describe: Basic Job Details

Position

Current Class

 Executive Support 2  
Requested Class

 Executive Support 3  

Ministry

Communications and Public Engagement

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

Employee

Employee Name (or Vacant)

Organizational Structure

Reclassification

Position ID

Job Focus

Corporate Services
Supervisory Level

01 - Yes Supervisory

Current organizational chart attached?
Division, Branch/Unit

CPE/DMO and Executive Office
Supervisor's Current ClassSupervisor's Position ID Supervisor's Position Name (30 characters)

ED, Executive Operations 

Position Name (200 character maximum)

Team Lead, Administrative Services

Design: Identify Job Duties and Value

Date yyyy-mm-dd

2023-06-14

Changes Since Last Reviewed

Responsibilities Added:

Coordinates complex departmental and/or divisional administrative projects where precedents may not exist 

Develops and implements a financial reporting system 

Supervises other administrative support staff 

Budgets preparing, monitoring and forecasting 

Briefs the executive on administrative issues that may impact the Ministry 

Identifies administrative issues with potential to impact the operation of the Executive's Office; recommends solutions 

Advises the Executive of general administrative operation of the division and/or Ministry 
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Develops and leads a Community of Practice for administrative staff within the Ministry  

Responsibilities Removed:

Job Purpose and Organizational Context

Why the job exists:

Reporting to the Executive Director, Executive Operations, the Team Lead, Administrative Services is 
accountable for providing strategic leadership and coordination of administrative functions across the 
department to ensure consistency, efficiency, and alignment with ministry priorities. This includes leading 
complex administrative projects, supervising executive and administrative support staff, and setting 
standards for processes used by unit-level administrative teams. To be effective, the position must 
develop and implement streamlined systems, create and oversee financial and budgetary processes, and 
provide timely advice to executives. 

Responsibilities

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

Typical problems solved:
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Types of guidance available for problem solving:

Direct or indirect impacts of decisions:

Key Relationships

Major stakeholders and purpose of interactions:
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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:

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

Build Collaborative Environments Facilitates open 
communication and 
leverages team skill: 

This position interacts 
with a variety of 
stakeholders, including 
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• Leverages skills and 
knowledge of others 
• Genuinely values and 
learns from others 
• Facilitates open and 
respectful conflict 
resolution 
• Recognizes and 
appreciates others

senior leadership. This 
position is expected to 
establish and maintain 
positive working 
relationships and act in a 
professional manner.

Agility Identifies and manages 
required change and the 
associated risks: 
• Identifies alternative 
approaches and supports 
others to do the same 
• Proactively explains 
impact of changes 
• Anticipates and 
mitigates emotions of 
others 
• Anticipates obstacles 
and stays focused on 
goals 
• Makes decisions and 
takes action in uncertain 
situations and creates a 
backup plan

This position is expected 
to operate efficiently 
within a fast-paced 
environment with 
multiple conflicting and/
or changing priorities. 
Coordinating calendars 
and facilitating the flow 
of timely information 
requires focus and 
adaptability to work 
effectively within 
evolving constraints. 

Develop Networks Works on maintaining 
close relations with all 
stakeholders: 
• Identifies key 
stakeholder relationships 
• Has contact with range 
of interested parties 
• Actively incorporates 
needs of a broader group 
• Influences others 
through communication 
techniques

This role involves the 
coordination of 
information and 
scheduling across a 
variety of stakeholders 
and relies on a effective 
network of contacts to 
successfully support the 
DMO.

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

This role works 
collaboratively with other 
administrative support 
staff in CPE to support 
consistency, quality and 
proactively address the 
administrative needs of 
the DMO

Benchmarks

List 1-2 potential comparable Government of Alberta: Benchmark

Coordinator Senior Administration - 313ES01 




