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!Describe: Basic Job Details

Position 
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___________ ___, 

Policy Adv i sor

Job Description 

Common Government 

.... c_ur _re _nt_C_la_s_s ________________ _, ,....R _eg�u_es_ te_ d_C_la_s_s _______________ _, 

.... I P_r _o-=g'-ra _m_S_e_rv _ i _c _e _s _3 ____________ ___.I ..... I P_r _o--=g'-ra_m_S_e_rv_1_·c_e _s _3 ____________ __. 
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,.........._�-----, ,__162
_
6

_
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_
8 __ __, ,.._ ______ ___,

Employee 
Employee Name ( o r  Vac ant) 

Organizational Structure 
Divisi on, Br anch/Un it 

!Admin i strat iv e  Law Program s/ SafeRoad s Alberta I 
[Z] Current organizational chart attached?

Sup e rviso r's Posit i on ID �S�up _ e _rv_ is_o r'_s_P_os_ it _i o _n _N _am_ e_(�30_ c_h _ a r_ a _cte_ r�s) __ � �S�up�e _rv_is_o r _'s_C _ u _rre_n _t C_l_as_s _________ � 
....._lso_0_3_61_0 _9 ___ __,I '--lse_n _io_r _ P _o _lic-=-y _A _d _v1_·so_r _____ ___.l '--1 P _ro_,g"-r _am_Se_rv_1 _· c _es_ 4 _______ __.I

!Design: Identify Job Duties and Value

Job Purpose and Organizational Context
Why the job exists:

SafeRoads Alberta simplifies the process for Albertans challenging Immediate Roadside Sanctions (IRS)
under the Traffic Safety Act, promoting fairness and efficiency in public safety. By addressing impaired
driving outside the criminal courts, SafeRoads focuses on fast-tracking justice, reducing strain on resources,
and improving road safety.

The SafeRoads Alberta Branch directly supports the resolution of administrative penalties issued for impaired
driving related contraventions of the Traffic Safety Act. The Branch provides Albertans with access to a
simple, fast, fair and efficient means of resolving impaired driving disputes. SafeRoads Alberta's mandate is
to conclude any review of an administrative penalty within 30 days of its issuance. All reviews are conducted
using an independent resolution model and in accordance with relevant legislation and best practices of
administrative law.

Working with the Senior Policy Advisor, SafeRoads Alberta, this position develops policy recommendations in
the assigned area of responsibility. The Policy Advisor project manages and provides expertise required to
ensure quality policy advice is delivered in a timely manner to the supervisor, management, Branch, Ministry
staff, the Minister and Cabinet, while keeping the supervisor fully informed and obtaining necessary
approvals. Proactive and strategic policy development is required to support the Ministry's requirement of
ongoing enhancement and changes to the Provincial Administrative Penalties Act (PAPA) and its regulations,
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Agility 0@000 Works in a changing Adapts to changing 
environment and takes priorities, adjusts projects 
initiative to change: and deliverables to take 
• Takes opportunities to advantage of
improve work processes opportunities, explains the 
• Anticipates and adjusts

impact of changes to 
behaviour to change
• Remains optimistic, projects to management 

calm and composed in and supervisor. 

stressful situations
• Seeks advice and

support to change

appropriately

• Works creatively within

guidelines

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 

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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