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Job Description

Describe: Basic Job Details

Position

Position Name 

Branch Action Request Coord.
Requested Class

 Administrative Support 5 

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

Employee

Employee Name (or Vacant)

Vacant

Organizational Structure

Position ID

Job Focus

Corporate Services
Supervisory Level

00 - No Supervision

Division, Branch/Unit

Properties, Asset Management, EDO
Supervisor's Current Class

 Administrative Support 6 

Supervisor's Position ID Supervisor's Position Name 

Ministry

Infrastructure

Design: Identify Job Duties and Value

Job Purpose and Organizational Context

Why the job exists:

Responsibilities
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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:

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

Diploma (2 year)
Focus/Major 2nd Major/Minor if applicable Designation

If other, specify:

• Supplemented by administrative courses or an administrative diploma

Behavioral Competencies

Competency
Level 

A    B    C    D    E
Level Definition

Examples of how this level best 
represents the job

Systems Thinking Observes and understands 
larger impact of role: 
• Sees impact of work on
organization; anticipates
change in own area based

- Ensures efficient
management of action
requests within the Asset
Management Branch.
- Liaises with various
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on activities in other 
areas 
• Considers how own
work impacts others and
vice versa
• Ask questions to
understand broader goals
• Aware of how
organization adds value
for clients and
stakeholders

branches to ensure timely 
processing and alignment. 
- Proactively identifies
inefficiencies and
implements innovative
solutions.

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

- Proactively identifies
inefficiencies in ARTS
processes and
collaborates with the
team to recommend
solutions1.
- Continuously refines
procedures and
introduces new tools to
enhance system
efficiency.
- Participates in team
discussions to identify
process improvements
and shares successful
strategies.

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
support to change
appropriately
• Works creatively within
guidelines

-Identifies inefficiencies
in the ARTS processes and 
collaborates with the
administrative team to
recommend and
implement innovative
solutions.
- Manages tight deadlines
and adjusts workflows to
ensure timely completion
of action requests despite
competing priorities1.
- Ensures accurate and
timely processing of
action requests,
maintaining
professionalism and
composure even when
dealing with last-minute
changes or high-pressure
situations.
- Liaises with the
Assistant Deputy
Minister’s Office (ADMO)
and other stakeholders to
gather input and ensure
alignment with
departmental priorities.
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- Designs and formats
high-quality electronic
and print materials,
adhering to GOA Visual
Identity guidelines while
incorporating creative
elements to support
branch meetings and
presentations


