
Pub lic (when completed) 

Min istry 

!children and Fam ily Services

!Describe: Basic Job Details
Position 

Issues Co ord inator 

Requested Class 

I Pr ogram Services 3 

Job Description 

Common Government 

New 
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Agen cy (min istry) code �C_os_t _C_en_tr_e ___ � Program Code : (enter if required)

!
Su erv isor's Position Name 30 characters Superv isor's Current Class 

!Design: Identify Job Duties and Value
Job Purpose and Organizational Context
Whv the iob exists :

The Issues Coordinator supports the Issues Manager and the Assistant Deputy Minister's Office by coordinating key

divisional operations, processes, and materials for the Regulatory Compliance, Quality Assurance and Business

Supports Division within the Ministry of Children and Family Services.

This position provides professional administrative and coordination support to help ensure divisional work is 

planned, tracked, and completed efficiently in support of the Assistant Deputy Minister. The role requires strong 

organizational, time management, and communication skills to align strategic, business, and operational timelines 

across branches, the division, and the ministry. 

The Issues Coordinator supports the preparation and processing of Action Requests, briefings, and correspondence 

in accordance with departmental processes, timelines, and quality standards. This includes reviewing, editing, 

coordinating, and tracking divisional materials before they are forwarded to the Issues Manager and/or Assistant 

GOA12005 Rev. 2025-03 Page 1 of 7 













GOA12005 Rev. 2025-03 Page 7 of 7 




