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Job Description

Common GovernmentPublic (when completed)

Describe: Basic Job Details

Position

Current Class

  
Requested Class

  

Ministry

Advanced Education

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

Employee

Employee Name (or Vacant)

Organizational Structure

Reclassification

Position ID

Job Focus Supervisory Level

Current organizational chart attached?
Division, Branch/Unit

Supervisor's Current Class

 

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

Position Name (200 character maximum)

ATI & Records Coordinator 

Design: Identify Job Duties and Value

Date yyyy-mm-dd

2026-05-06

Changes Since Last Reviewed

Responsibilities Added:

N/A

Responsibilities Removed:

To focus the position on ministry Access to Information Act and records programs, removed responsibilities 
related to ministry information management initiatives including: 

Provide leadership in the development and maintenance of policies, guidelines and procedures related 
to the application of information management, access, and privacy legislation and best practices. 

Ensuring the Department promotes awareness and compliance with the Government of Alberta policies 
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and directives and sustainment of appropriate protection of third party privacy. 

Maintain awareness of GOA information management requirements and best practices to adapt 
department strategies and processes. Identify and consult with Corporate Service Alberta on emerging 
information management trends, technology, and risks. 

As business units develop and undertake new initiatives, the incumbent provides advice on the 
development of strategies or frameworks for these initiatives to ensure compliance and alignment with 
best practices. 

The above removed responsibilities have increasingly required a ministry wide leadership role in the past 
have frequently been taken on by the Director and Executive Director of the branch.

Job Purpose and Organizational Context

Why the job exists:

Responsibilities

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

Typical problems solved:
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Types of guidance available for problem solving:

Direct or indirect impacts of decisions:
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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

Arts
Designation

If other, specify:

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

Build Collaborative Environments Collaborates across 
functional areas and 
proactively addresses 
conflict: 
• Encourages broad 
thinking on projects, and 
works to eliminate 
barriers to progress 
• Facilitates 
communication and 
collaboration 
• Anticipates and reduces 
conflict at the outset 
• Credits others and gets 
talent recognized 
• Promotes collaboration 
and commitment

Drive for Results Works to exceed goals 
and partner with others 
to achieve objectives: 
• Plans based on past 
experience 
• Holds self and others 
responsible for results 
• Partners with groups to 
achieve outcomes 
• Aims to exceed 
expectations

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 
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support to change 
appropriately 
• Works creatively within
guidelines

Creative Problem Solving Engages the community 
and resources at hand to 
address issues: 
• Engages perspective to
seek root causes
• Finds ways to improve
complex systems
• Employs resources from
other areas to solve
problems
• Engages others and
encourages debate and
idea generation to solve
problems while
addressing risks

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.

Date yyyy-mm-dd

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

Employee Name

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

ADM SignatureDate yyyy-mm-ddADM Name

Employee Signature


