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Job Description

Common GovernmentPublic (when completed)

Describe: Basic Job Details

Position

Current Class

Ministry

Service Alberta and Red Tape Reduction

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

Employee

Employee Name (or Vacant)

Organizational Structure

Update

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, Access Policy

Design: Identify Job Duties and Value

Date yyyy-mm-dd

Changes Since Last Reviewed

Responsibilities Added:
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Responsibilities Removed:

Responsibilities that fall under the the Protection of Privacy Act.  Specifically, any responsibilities for 
researching, consulting, developing and maintaining policy instruments with regards to the collection, use, 
or disclose of personal information and the protection of personal information held by public bodies. 

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:
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Types of guidance available for problem solving:

Internal: 

- Subject matter experts, mentorship program, supervisors, peers, in-person and on-line training.

External: 

- Subject matter experts/contacts in other jurisdictions, published literature, formal access related groups, in-person
and on-line training.

Direct or indirect impacts of decisions:

This position is directly accountable for: 

- Coordinating the development, maintenance, and advancement of access to information policy instruments.

- Facilitating an integrated approach to managing the GoA's data and information impacted by rapidly changing
technology, legislation, and public opinion regarding access to information.

- Communicating strategic direction to stakeholders, including, but not limited to:

Information Management professionals;

Access to Information professionals;

Chief Information Officers; and

Legal Services.

- Interpreting legal opinions and policy instruments is also a critical part of this position.

- Working in a collaborative manner with the director and department representatives, applicable ABCs, for the
development, maintenance, and advancement of policy instruments.

- Consulting, recommending, and advising senior leadership on topics related to information access, and ATI access
requests.

- Contributing, defining, and achieving strategic business goals of the department.

Key Relationships

Major stakeholders and purpose of interactions:

This position has regular and ongoing contact with: 

- department data and access to information staff, Manager and Director, to identify opportunities to enhance/
develop policy instruments, provide consultation, advice and recommendations, support the development of planning
documents, and exchange information; and

- representatives external to the GoA (e.g., other Canadian jurisdictions) to leverage progress, collaborate on projects,
and exchange information.

Required Education, Experience and Technical Competencies

Education Level

Bachelor's Degree (4 year)
Focus/Major

Other
2nd Major/Minor if applicable

Other
Designation

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

This position requires: 

-Extensive knowledge of:

the legislation (Acts and Regulations), programs, policies, practices, and precedents governing information access; 
Government Organization Act, Access to Information Act, the repealed Freedom of Information and Protection Act, 
Financial Administration Act, Public Service Act, Government Accountability Act, and the Records Management 
Regulation. 

knowledge of current and emerging issues within access to information context; and 

communications planning, web communications, writing, and editing. 

-Knowledge of:

performance management; 

federal access acts;  

project management methodologies, including planning, resources management, risk analysis, program controls, 
process monitoring, and reporting;  

engagement processes, techniques, and practices; and 

research methodology and analysis.  

• approaches and methods for stakeholder engagement and consultation

- Experience in:

effectively managing human and financial resources; 

team building skills with commitment to create, support, and sustain an environment to enable staff to achieve 
results and build organizational capacity for the future; and  

effective facilitation, negotiation, influencing, and conflict resolution skills. 

- Education:
related degree/certification (Information Access and Protection of Privacy, Library and Information Studies,

Information Management, Business Administration, Communications, Political Science, Arts and Humanities, Policy, 
Law); 

 three-five years progressively responsible experience in policy analysis, information access or other related field; 
   demonstrated experience in leading strategic initiatives, directing complex projects or programs, regulation/
standards development and management; and  

 minimum of two years of supervisory experience is required.

If other, specify:

Please see education item below.

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
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Systems Thinking Integrates broader 
context into planning: 
• Plans for how current
situation is affected by
broader trends
• Integrates issues,
political environment and
risks when considering
possible actions
• Supports organization
vision and goals through
strategy
• Addresses behaviours
that challenge progress

This position requires 
extensive knowledge of 
access to information  
trends and practices, both 
within the GoA and other 
jurisdictions.  

 Identifying trends, 
understanding how they 
may or may not work within 
certain contexts, and 
establishing plans to 
develop policy around this 
understanding is critical.  

 This position is also 
responsible for working with 
a variety of stakeholders to 
gather information for the 
development of policy 
instruments.   

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

This position frequently 
makes recommendations for 
changes to legislation and 
policy instruments to assist 
in modernizing business 
processes. 

 Changes to direction and 
priorities occur frequently. 
This position must be able to 
redirect resources quickly to 
meet time lines.

Build Collaborative Environments Involves a wide group of 
stakeholders when 
working on outcomes: 
• Involves stakeholders
and shares resources
• Positively resolves
conflict through coaching
and facilitated discussion
• Uses enthusiasm to
motivate and guide others
• Acknowledges and
works with diverse
perspectives for achieving 
outcomes

This position requires 
extensive knowledge of 
various stakeholder groups 
within and outside of the 
organization, and how best 
to leverage their expertise.  

 This position is also 
responsible for enabling 
team members to build and 
develop networks for the 
purpose of collaboration 
and information gathering.   

 Alternate views exist on 
how best to approach access 
to information policy 
instruments and program 
enhancement. This position 
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must gather this feedback, 
assess feasibility, and 
enhance/develop applicable 
policy instruments while 
building and maintaining 
positive working 
relationships.

Develop Networks Makes working with a 
wide range of parties an 
imperative: 
• Creates impactful
relationships with the
right people
• Ensures needs of
varying groups are
represented
• Goes beyond to meet
stakeholder needs
• Ensures all needs are
heard and understood

Developing policy 
instruments requires 
collaboration with a variety 
of stakeholders that bring a 
wealth of knowledge and 
experience to the table.  

Stakeholders typically exist 
within the branch and 
division, but may also 
include individuals from 
other disciplines such as 
cybersecurity, information 
technology, Legal Services, 
etc. 

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.

Date yyyy-mm-dd

Supervisor / Manager SignatureDate yyyy-mm-ddSupervisor / Manager Name

Employee Name

Director / Executive Director SignatureDate yyyy-mm-ddDirector / Executive Director Name

ADM SignatureDate yyyy-mm-ddADM Name

DM SignatureDate yyyy-mm-ddDM Name

Employee Signature


