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Job Description

Common GovernmentPublic (when completed)

Describe: Basic Job Details

Position

Requested Class

 Technologies 4 

Ministry

Justice

Agency (ministry) code

CA14
Cost Centre Program Code: (enter if required)

Employee

Employee Name (or Vacant)

Lori Nicholls

Organizational Structure

New

Position ID

Job Focus

Operations/Program
Supervisory Level

00 - No Supervision

Current organizational chart attached?
Division, Branch/Unit

Financial Serv/Bus Serv/Accommodations
Supervisor's Current Class

 Manager (Zone 2) 

Supervisor's Position ID Supervisor's Position Name (30 characters)

Chipo Dambudzo

Position Name (200 character maximum)

Telecom & Financial Specialist

Design: Identify Job Duties and Value

Job Purpose and Organizational Context

Why the job exists:
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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:

Requires a sound knowledge of applicable legislation and departmental and divisional regulations, policies and 
procedures in order to perform forecasting and monitor expenditures. 

Able to find solutions to problems where no current policy or procedure exist. 

Must be able to quickly learn customized applications such as Infrastructure's BLIMS system, Bernie and the 
Action Request Tracking System. 

Must be proficient in Microsoft Office tools such as Word, Excel, PowerPoint, Visio and Outlook 

Has a basic knowledge of GoA fleet functions including insurance requirements 

Has excellent communications skills and good knowledge of Service Alberta procurement and Infrastructure's 
accommodation, property management and parking policies and procedures 

Must have good time management skills and the ability to analyze, organize and prioritize in order to handle the 
diversity and fast-paced demands of this position 

Must have sufficient technical and operational knowledge of office equipment to troubleshoot, make 
recommendations and provide training to staff 

Has working knowledge of the 1GX 

Working knowledge of Adobe Acrobat Pro  

Comprehensive knowledge of government, Ministry and court policies and procedures 

Working knowledge of the requirements of VoIP agreements and contracts 

Has strong communication, negotiation and conflict management skills

Education Level

Diploma (2 year)
Focus/Major

Business
2nd Major/Minor if applicable

Business
Designation

Other
If other, specify:

Business Administration or equivalent with a combination of relevant experience.

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

Systems Thinking Shapes APS goals with a 
view of entire network: 
• Considers whole system
and links; sets goals for
long-term outcomes and
broad perspectives
• Evaluates short,
medium, and long-term
impacts to inform
progress
• Shapes organization to
meet client needs; helps
others see their role in
this
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Creative Problem Solving Is open to new ideas and 
breaks problems down to 
identify solutions: 
• Breaks down problems
into small parts
• Constructively
questions and challenges
the norm
• Open to other’s
perspectives and aware
of own
• Contributes ideas for
improving processes, and
adapts existing practice
to address problems

Drive for Results Aligns different groups to 
achieve goals and realize 
broader outcomes: 
• Defines work mission to
achieve APS goals and
integrate projects
• Provides bold advice to
stakeholders
• Proactively improves
overall performance,
measured through metrics
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Develop Networks Leverages relationships to 
build input and 
perspective: 
• Looks broadly to engage 
stakeholders
• Open to perspectives
towards long-term goals
• Actively seeks input
into change initiatives
• Maintains stakeholder
relationships

Agility Works in a changing 
environment and takes 
initiative to change: 
• Takes opportunities to
improve work processes
• Anticipates and adjusts
behaviour to change
• Remains optimistic,
calm and composed in
stressful situations
• Seeks advice and
support to change
appropriately
• Works creatively within
guidelines
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Benchmarks

List 1-2 potential comparable Government of Alberta: Benchmark

Position was reclassified a few years ago and classified at Technologies 4. 

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.

Employee Name Date yyyy-mm-dd Employee Signature

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

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

ADM SignatureDate yyyy-mm-ddADM Name


