
Job Description 

Ministry 

!Environment and Protected Areas

I Describe: Basic Job Details 

Position 
Position ID 

 
Position Name (200 character maximum) 

Legislative Advisor 

Current Class 

I Program Services 4 

Update 

Job Focus Supervisory Level 

I._Po_ l _ic_._y ______________ __,l ._lo_o _- _No_Su_,_p_e _rv_is_io_n __________ __.
Agency (ministry) code Cost Centre Program Code: (enter if required) 

__ ___.l l I ____ __,
Employee
Employee Name (or Vacant) 

Vacant 
Organizational Structure 
Division, Branch/Unit 

ISISD C t Pl . d G PCAG PALS I D Current organizational chart attached?_ , orpora e annmg an overnance, , _ 
Supervisor's Position ID Su ervisor's Position Name 30 characters Supervisor's Current Class 

l_ _,  _____                    ___. ._I                                    P_ r _ o-= g _ra_ m_S _e _rv_ i _ce_ s _ 5 
_________ _.I 

!Design: Identify Job Duties and Value

Changes Since Last Reviewed
Date yyyy-mm-dd

1202 6- 05-12
Responsibilities Added: 

Updated position title and updates due to departmental reorganization.

l

��T
""�lltles Removed 
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Job Purpose and Organizational Context 

Why the job exists: 

The Corporate Planning and Governance (CPG) of Environment and Protected Areas is integral to ensuring Alberta's 

environment and resource management policies work together. 

Within CPG, the Policy Alignment and Legislative Services (PALS) Team provides specialized expertise and leadership 

in the areas of: 

• policy development;

• government decision-making processes; and

• legislative and regulatory planning and review.

Specifically the work of the Team involves: 

• leading and coordinating the preparation of act and regulation amendment packages;

• preparing and reviewing Cabinet Reports and briefing packages;

• tracking and forward planning of policy and legislative items; and

• informing program areas of the department on processes, procedures, and timing related to policy and legislative

amendments and approvals. 

The Legislative Advisor position leads and participates in the development or revision of legislative initiatives related to 

EPA's mandate. When leading assigned legislative review or development projects, the Advisor builds and monitors 

project plans in line with the overarching framework and existing GOA priorities, and works collaboratively with 

subject matter experts in policy and program areas in multiple ministries, as well as the legal services experts in Alberta 

Justice. The Advisor assesses legislative options and provides recommendation on options and processes ( e.g., risks, 

costs, benefits, implementation impacts). Impacts from other ministries' policy or legislation, or other jurisdictions are 

identified along with recommendations for resolution to reduce potential conflicts or gaps. Drafting instructions and 

supporting review and approval documents are also prepared by the Advisor. Advice and guidance on the legislation 

review and approval process, are also provided to streamline these efforts and to lead to timely decisions. 

Responsibilities 

1. Lead ministry legislative initiatives and projects through the timely and effective provision of high quality

strategic legislative support, analysis, advice, recommendations, and issues management.

• Develop, implement and monitor project plans in alignment with the existing legislative framework and

government process to foster thorough, consistent and timely reviews and revisions. 

• Provide leadership to ensure legislative projects adhere to the project plans and proceed as required.

• Monitor the legislative and regulatory plans including tracking documents and determining the timeframes, steps

and scheduling of documents and processes to ensure legislative deadlines are met in a constantly evolving 

political environment through discussions with senior management. 

• Provide and maintain information within tracking tools used by the department for legislative and regulatory

planning and coordination. 

2. Apply legislative expertise in leading and participating in projects to inform the development of sound

legislation.

• Lead and participate on teams and working groups that complete the development or review oflegislative items

developed across the department including but not limited to climate change initiatives. 

• Work with functional areas across government (e.g., policy units in other ministries, regulatory systems, other

agencies) to identify and assess, issues requiring legislative change. 

• Scan and maintain awareness of relevant legislation in other jurisdictions and raise awareness to issues that may

have an impact on the division and its stakeholders. 

• Provide timely, high-quality analysis and advice on legislative options and processes ( e.g., risks, costs, benefits,

implementation impacts). 

• Lead complex discussions surrounding legislative packages including the ability to use resolution strategies where

conflicts or gaps exist to inform go-forward plans. 

• Collaborate with branches across the department to identify gaps in operational guidelines/polices/procedures in
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options in practical terms. 

Behavioral Competencies 

 

Competency 
Level 

Level Definition 
Examples of how this level best 

A B C D E represents the job 

Systems Thinking 0@00 0 Considers inter- Consider possible 
relationships and legislative actions and 
emerging trends to attain contribute to the drafting 
goals: of legislation based on an 
• Seeks insight on understanding of the 
implications of different ministry's strategic policy 
options and legislative goals, the 
• Analyzes long-term framework of laws in 
outcomes, focus on goals Alberta and the approval 
and values process for legislation. 
• Identifies unintended
consequences

Creative Problem Solving 0@00 0 Focuses on continuous Analyze, evaluate and 
improvement and synthesize policy 
increasing breadth of direction and legislative 
insight: options to provide advice 
• Asks questions to when developing draft 
understand a problem legislation for approval. 
• Looks for new ways to Generate debate and 
improve results and ideas on how to solve 
activities problems and bring 
• Explores different work together the right people
methods and what made to solve issues. 
projects successful; 
shares learning 
• Collects breadth of data
and perspectives to make
choices

Build Collaborative Environments 0@00 0 Facilitates open Establish and maintain 
communication and positive working 
leverages team skill: relationships within the 
• Leverages skills and ministry and across 
knowledge of others government to support 
• Genuinely values and the development of sound 
learns from others legislation. 
• Facilitates open and
respectful conflict
resolution
• Recognizes and
appreciates others

Drive for Results 0@00 0 Works to exceed goals Set goals and prioritize 
and partner with others work for self and project 
to achieve objectives: working groups. 
• Plans based on past Proactively address 
experience challenges, seek advice 
• Holds self and others when lacking information 
responsible for results or dealing with multiple 
• Partners with groups to priorities, in order to
achieve outcomes advance legislative 
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!Assign

• Aims to excee

expectations

projects in a time y 

manner. 

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. 

Date yyyy-mm-dd 

Date yyyy-mm-dd 

Employee Name 

Supervisor/ Manager Name 

Director / Executive Director Name Date yyyy-mm-dd 
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Employee Signature 

Supervisor/ Manager Signature 

Director/ Executive Director Signature 
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