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Job Description

Common GovernmentPublic (when completed)

Describe: Basic Job Details

Position

Current Class

Ministry

Municipal Affairs

Agency (ministry) code Cost Centre Program Code: (enter if required)

Employee

Employee Name (or Vacant)

Vacant

Organizational Structure

Update

Position ID

Job Focus

Policy
Supervisory Level

00 - No Supervision

Current organizational chart attached?
Division, Branch/Unit

Municipal Services Division, Policy and Engagement
Supervisor's Position ID Supervisor's Position Name (30 characters)

Manager, Municipal Policy

Position Name (200 character maximum) 

Senior Policy Advisor

Design: Identify Job Duties and Value

Date yyyy-mm-dd

2026-05-25

Changes Since Last Reviewed

Responsibilities Added:

Responsible for leading complex policy projects, acting as project manager, and providing advice on 
cabinet report decision packages on behalf of all divisions in Municipal Affairs.  

Will act as senior project manager on projects including providing advice and reviewing and giving 
feedback on materials to other members of the team.  

Responsibilities Removed:

None
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Job Purpose and Organizational Context

Why the job exists:

Under the general direction of the Manager of Policy and Legislation, this position provides mentorship, 
knowledge/skill transfer, and facilitation to internal and external teams across all divisions in the 
department. The position is the lead on major policy projects, and works with other relevant Government 
of Alberta departments. This involves designing, planning, leading and evaluating major projects related to 
local government governance, planning, elections, housing, tax and assessment, and safety and building 
codes.  

This position provides strategic advice to implement changes necessary to address challenges in the local 
government sphere. This includes strategic policy development, advice, and recommendations in key areas 
with subsequent legislative amendments to the Municipal Government Act, Local Authorities Election Act, 
and other provincial legislation. This position captures and analyzes an extensive suite of information 
related to emerging local issues, and maintains relationships with municipal stakeholders.  

As this position is expected to liaise and collaborate both internally and across the department, this role 
requires strong skills is developing networks and building collaborative environments.  This includes the 
ability to provide helpful and tactful advice and feedback, both within the team and with subject-matter 
experts and leadership in other areas of Municipal Affairs.  

Reporting to the Manager, Municipal Policy, the position is responsible for developing and coordinating 
proactive policy options to address key issues. This position is recognized as a department wide expert, 
and will provide advice and guidance on policy options for teams across the department. It is responsible 
for leading, guiding and mentoring other policy analysts to prepare the department's cabinet decision 
packages.  

The position provides support to the department, division and branch to track and analyze key issues 
affecting the provincial-municipal relationship and monitors the ministry's relationships with key 
stakeholders. Much of the work is carried out within a politically sensitive environment. This requires 
sound judgment, creative thinking, adaptability, and knowledge of federal, provincial, and municipal 
government and political processes.

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:

The policy manager receives guidance from the Director of Policy and Legislation and the Manager of 
Municipal Policy. Additional guidance may be provided by the Director of the Policy Coordination Unit 
within the branch.
Direct or indirect impacts of decisions:

This position has a significant impact on the Ministry as it leads the department's cabinet reports feeding 
directly into Cabinet policy decisions and approvals. Cabinet reports are crafted based on political 
direction from the Premier and Minister as well as from the ground up based on recommendations from 
program areas as appropriate. 

Projects are diverse, dealing with strategically sensitive and complex issues, and are closely related to 
goals and strategies set out in the ministry business plan. Projects often involve or impact other areas of 
the department or other government ministries as well as key stakeholders. 

This position requires a high degree of professionalism and sensitivity as it interfaces with senior positions 
on a frequent basis on confidential matters. This position also liaises directly with representatives of 
municipalities and municipal associations, and, as such, superior skills are required in building and 
maintaining positive working relationships with external stakeholders. 

Key Relationships

Major stakeholders and purpose of interactions:

Executive Directors across the department- Provide advice and recommendations on specific program and 
policy areas.  

ADM/DM- Provide briefings, support and advice as requested on policy recommendations and challenges to 
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attain Minister's mandate and department goals. 

Municipalities and municipal associations- Exchange information, engage in joint projects, respond to 
letters. 

Planning and development industry stakeholders- Exchange information, engage in joint projects, respond 
to letters. 

Other ministries- Exchange information, collaborate in joint projects, provide advice. 

Required Education, Experience and Technical Competencies

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

Extensive applied policy experience in a government setting is required. Experience in developing 
materials for Cabinet decisions within the Government of Alberta is an asset. 

Education Level

Bachelor's Degree (4 year)
Focus/Major 2nd Major/Minor if applicable Designation

If other, specify:

Various university degrees are relevant (Arts, Humanities, Business, Political Science)

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

Drive for Results Takes and delegates 
responsibility for 
outcomes: 
• Uses variety of
resources to monitor own 
performance standards 
• Acknowledges even
indirect responsibility 
• Commits to what is
good for Albertans even if 
not immediately accepted
• Reaches goals
consistent with APS 
direction

-Acts as the project lead, 
for major projects by 
identifying milestones 
and deadlines completing 
deliverables, and 
coordinating, reviewing 
and providing feedback to 
the work of team 
members. 
-Leads the completion of 
cabinet reports at a high 
standard of excellence on 
behalf of the Department 
of Municipal Affairs. 
-Leads cross ministry 
reviews of complex policy 
projects related to the 
Municipal Government 
Act. 
-Provides department 
representation for cross-
ministry working groups, 
as required. 

Build Collaborative Environments Involves a wide group of 
stakeholders when 
working on outcomes: 
• Involves stakeholders
and shares resources 
• Positively resolves
conflict through coaching 

-Proactively reaches out 
to other Municipal Affairs 
program areas and GOA 
departments to 
understand trends and 
issues. 
-Leads project teams of 
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and facilitated discussion 
• Uses enthusiasm to
motivate and guide others
• Acknowledges and
works with diverse 
perspectives for achieving 
outcomes

subject matter experts 
that feed into cabinet 
reports. 
-Builds relationships with 
other teams in the 
department to work 
collaboratively to 
complete major projects 
impacting the Municipal 
Government Act. 

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

-Proposes diverse, 
innovative, and creative 
policy options and 
recommendations. 
-Considers methods to 
meet challenging 
deadlines through team 
work or other creative 
solutions. 
-Explores different ways 
to approach problems 
such as diverse legal and 
legislative levers.

Agility Identifies and manages 
required change and the 
associated risks: 
• Identifies alternative
approaches and supports 
others to do the same 
• Proactively explains
impact of changes 
• Anticipates and
mitigates emotions of 
others 
• Anticipates obstacles
and stays focused on 
goals 
• Makes decisions and
takes action in uncertain 
situations and creates a 
backup plan

-Adapts quickly to 
changes in direction and 
communicates these 
changes to their team 
members and other 
impacted staff. 
-Leads by example to be 
flexible and calm in 
response to changes in 
direction or deadlines. 
-Thinks proactively about 
next steps, in particular 
when plans shift 
suddenly.

Benchmarks

List 1-2 potential comparable Government of Alberta: Benchmark

025PS54- Policy and Legislation Consultant, Human Services 
025PS53- Senior Policy Advisor, Health
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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

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

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

ADM SignatureDate yyyy-mm-ddADM Name

DM SignatureDate yyyy-mm-ddDM Name


