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Job Description

Common GovernmentPublic (when completed)

Describe: Basic Job Details

Position

Position Name (30 characters)

Analyst, Planning and Business
Requested Class

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

01 - Yes Supervisory

Current organizational chart attached?
Division, Branch/Unit

CJS, Business and Resolution Services
Supervisor's Current Class

 Manager (Zone 1) 

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

Manager, Planning & Business

Ministry

Justice

Design: Identify Job Duties and Value

Job Purpose and Organizational Context

Why the job exists:
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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:

Direct or indirect impacts of decisions:

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, business, social sciences, or other post-secondary education with 2+ years of experience.

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 Takes a long-term view 
towards organization’s 
objectives and how to 
achieve them: 
• Takes holistic long-term 
view of challenges and
opportunities
• Anticipates outcomes
and potential impacts,
seeks stakeholder
perspectives
• Works towards actions
and plans aligned with
APS values
• Works with others to
identify areas for
collaboration

The position requires a 
strong understanding of 
how divisional initiatives 
fit into the broader 
context of departmental 
initiatives, ministry 
priorities, political 
context, and economic 
realities.

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

The incumbent is 
responsible for delivering 
planning and reporting 
products under tight 
timelines and shifting 
priorities. The position 
requires the ability to 
anticipate potential 
challenges in workload, 



GOA12005  Rev. 2022-11 Page 6 of 7

mitigates emotions of 
others 
• Anticipates obstacles
and stays focused on
goals
• Makes decisions and
takes action in uncertain
situations and creates a
backup plan

as well as potential 
impacts of changes in 
course.

Develop Networks Works on maintaining 
close relations with all 
stakeholders: 
• Identifies key
stakeholder relationships
• Has contact with range
of interested parties
• Actively incorporates
needs of a broader group
• Influences others
through communication
techniques

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

The position is 
responsible for ensuring 
the high quality of work 
that impacts the entire 
division, completed 
within prescribed 
timelines. 

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

The incumbent is 
responsible for providing 
input to several reporting 
and planning processes, 
as well as leading 
divisional strategic and 
operational planning. The 
incumbent is encouraged 
to identify continuous 
improvements to these 
processes and products, 
as well as to resolve 
challenges that arise in 
these processes.




