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Job Description

Common GovernmentPublic (when completed)

Describe: Basic Job Details

Position

Requested Class

 Manager (Zone 2) 

Ministry

Technology and Innovation

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

Employee

Employee Name (or Vacant)

Organizational Structure

New

Position ID

Job Focus

Corporate Services
Supervisory Level

Current organizational chart attached?
Division, Branch/Unit

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

Position Name (200 character maximum)

Manager, Privacy Services

Design: Identify Job Duties and Value

Job Purpose and Organizational Context

Why the job exists:

Reporting to the Director of Privacy Services, this position leads a team of professional staff in the delivery of privacy services to 
supported Government of Alberta departments, agencies, boards and commissions. The position leads, coaches and develops 
staff, and manages issues and challenges related to service delivery and unit resource allocation.  

The Manager works collaboratively with senior leadership in their respective assigned public bodies by providing timely and 
strategic advice, establishing best practices, and implementing privacy management tools and processes to support the delivery of 
services in a way that ensures compliance with the privacy requirements of Alberta's Protection of Privacy Act (POPA) (and 
associated Regulations). 

Responsibilities

Job outcomes (4-6 core results), and for each outcome, 4-6 corresponding activities:
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Problem Solving

Typical problems solved:

The primary business function is to provide exceptional privacy services to supported public bodies. This 
requires assessing and addressing the delivery of services to clients and stakeholders while managing 
multiple priorities simultaneously and meeting tight deadlines. Operational challenges are often complex, 
requiring the ability to balance competing demands and allocate resources effectively, all while ensuring a 
high degree of accuracy, objectivity, and quality service. The unit operates under significant scrutiny, with 
minimal tolerance for errors. POPA requirements frequently compete with other priorities and pressures 
within public bodies, creating challenging situations that demand innovative solutions to achieve 
compliance with the POPA.
Types of guidance available for problem solving:

Direct or indirect impacts of decisions:

This position is accountable for enterprise wide privacy services. Decisions made by the manager could impact the GoA's 
compliance with POPA (and its associated regulations). This, in turn, could have a direct impact on Albertans and/or government 
programs and services. 

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:

Education Level

Bachelor's Degree (4 year)
Focus/Major

Public Administration
2nd Major/Minor if applicable Designation

If other, specify:

Political Science, Law, Arts

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 Integrates broader 
context into planning: 
• Plans for how current
situation is affected by
broader trends
• Integrates issues,
political environment and
risks when considering
possible actions
• Supports organization
vision and goals through
strategy
• Addresses behaviours
that challenge progress

Familiarity with strategic 
government direction and 
key legislation and ability 
to anticipate outcomes 
and develop options for 
consideration. 

Agility Proactively incorporates 
change into processes: 
• Creates opportunities
for improvement
• Is aware of and adapts
to changing priorities
• Remains objective
under pressure and
supports others to
manage their emotions
• Proactively explains
impact of change on
roles, and integrates

Position works in a high 
priority and constantly 
changing environment. 
This position must be 
able to redirect resources 
quickly to meet time 
lines. 
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change in existing work 
• Readily adapts plans
and practices

Develop Networks Makes working with a 
wide range of parties an 
imperative: 
• Creates impactful
relationships with the
right people
• Ensures needs of
varying groups are
represented
• Goes beyond to meet
stakeholder needs
• Ensures all needs are
heard and understood

Strong leadership to build 
and maintain an engaged 
and high performing 
team. 

Drive for Results Works to remove barriers 
to outcomes, sticking to 
principles: 
• Forecasts and
proactively addresses
project challenges
• Removes barriers to
collaboration and
achievement of outcomes
• Upholds principles and
confronts problems
directly
• Considers complex
factors and aligns
solutions with broader
organization mission

Ability to deliver privacy 
services within timelines 
and provide exceptional 
service. 

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.

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


