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Job Description

Common GovernmentPublic (when completed)

Describe: Basic Job Details

Position

Current Class

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)

Ministry

Education

Position Name (200 character maximum)

Manager, Resource Development

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:
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Required Education, Experience and Technical Competencies

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

Education Level

Bachelor's Degree (4 year)
Focus/Major

Education
2nd Major/Minor if applicable

Other
Designation

Other
If other, specify:

Equivalent combinations of education and exerience will be considered. 
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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 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

This position provides 
leadership to project 
teams about ways to 
break down problems to 
help others think 
creatively. The position 
also identifies innovative 
ways to support the 
development of teaching 
and learning resources in 
Alberta. 

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

This position will need to 
research, recommend and 
implement a system to 
support the delivery of 
teaching and learning 
resources to support a 
system that can be 
supported, maintained 
and still evolve to meet 
the evolving demands on 
resources to support 
curriculum across the 
province (and beyond for 
those who are delivery 
Alberta's curriculum). 
This position considers 
the whole system when 
evaluating, researching, 
and conducting policy 
analysis, including using 
Gender Based Analysis 
Plus and helping others 
apply this. 

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 Manager will be 
accountable for the 
development of teaching 
and learning resources 
that may be linked to any 
grade(s) and/or 
subject(s) in a way that 
can be utilized by a 
diverse audience 
(students, parents, 
teachers and other 
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educational 
stakeholders). This 
position manages unit and 
project teams including 
delegating tasks, 
monitoring project 
performance, and 
ensuring projects are 
completed on time and in 
alignment with ministry 
mandate priorities.  

Build Collaborative Environments Facilitates open 
communication and 
leverages team skill: 
• Leverages skills and
knowledge of others
• Genuinely values and
learns from others
• Facilitates open and
respectful conflict
resolution
• Recognizes and
appreciates others

This position is a policy 
resource for the entire 
department including 
providing advice to policy 
projects being managed 
by other areas and 
quality assurance. 


