
Job Description 

Public (when completed) 

Ministry 

!Energy and Minerals

I Describe: Basic Job Details

Position 

Position ID 

Common Government 

New 

Position Name 30 characters 

Senior Business Analyst 

Supervisory Level 
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I Design: Identify Job Duties and Value

Job Purpose and Organizational Context 

Whv the iob exists: 
Reporting to the Team Lead - Analysis & Controls, this position is responsible for the delivery of timely, 
accurate and complete assurance that the Gas Royalty transactions are valid, properly classified and 
authorized, reported and recorded at the proper time; properly summarized (monthly invoice verification) 
in compliance with the Mines and Minerals Act, N atural Gas Royalty Regulations and Gas Royalty 
Guidelines. 

Responsibilities 

Job outcomes /4-6 core results), and for each outcome, 4-6 corresoondina activities: 

1. Establish, maintain, and enhance internal and external stakeholder relationships.

Activities:
• Deliver superior client services by responding to all internal and external questions and requests in a

timely manner.
• Engage and maintain effective and collaborative relationships with internal and external stakeholders,
through providing consultation and support for issues identification and resolution.
• Provide guidance to department staff and stakeholders on the interpretation of applicable Acts and

Regulations, Policies and Procedures, royalty processes and administration, towards resolution of royalty
issues, concerns, misunderstanding, and ad-hoc requests. !'! 
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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

Drive for Results 0@000 Works to exceed goals - awareness that actions
and partner with others taken by the team have 
to achieve objectives: impacts on other groups 
• Plans based on past within the organization 
experience
• Holds self and others
responsible for results
• Partners with groups to
achieve outcomes
• Aims to exceed
expectations

Agility 0@000 Works in a changing - anticipates alternative
environment and takes approaches and outcomes
initiative to change: and prepares for them
• 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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