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MANAGEMENT JOB DESCRIPTION

MANAGEMENT JOB EVALUATION PLAN

	Working Title
	Name

	     
	     


	Position Number
	Reports to Position No., Class & Level
	Division, Branch/Unit
	Ministry

	     
	     
	     
	     


	Present Class
	Requested Class
	Levels to Deputy Minister (Not including incumbent level)

	     
	     
	     


	Dept ID
	Program Code
	Project Code (if applicable)

	     
	     
	     


	POSITION SUMMARY: Briefly describe the main purpose of the position, and why it exists for the most part (See Management Job Description Writing Guide Page 7). 

	


	SPECIFIC ACCOUNTABILITIES: List the most important end results or outcomes of the position and how they are achieved. Each end result shows what the position is accountable for, within what framework and what the added value is. Normally a position has 4-8 core end results.  For each end result approximately 3-6 activities should be described (See Writing Guide Page 8). 

	


	KNOWLEDGE/EXPERIENCE: Include information on required diplomas and degrees along with identifying the most important knowledge factors, including knowledge about practical procedures, administrative, specialized techniques, etc. Detail specific training if there is an occupational certification/registration requirement for the position. Specify the type of experience required for the position (see Writing Guide Pages 9-10).

	


	LEADERSHIP AND BUSINESS KNOW-HOW: Specify the level of integration, organization and leadership skills required to produce the results expected of the position.  Provide recent examples (See Writing Guide Pages 10-11).

	


	PROBLEM SOLVING: Describe difficult or challenging situations the position is typically expected to solve; the degree of originality of the solutions; and the assistance available (See Writing Guide Pages 11-12).

	


	RELATIONSHIPS/CONTACTS: Identify internal and/or external clients, partners and stakeholders with whom your position communicates and indicate the frequency, purpose and nature of the contact (i.e. how they are affected by recommendations, decision-making and action(s) taken) (See Writing Guide Pages 12-13). 

	Clients
	Frequency
	Nature and Purpose of Contact

	Internal


	
	

	External


	
	


	IMPACT AND MAGNITUDE OF JOB (SCOPE):  Identify how the position directly affects results, and the extent to which stakeholders are affected by those results.  Provide recent examples (See Writing Guide Pages 13-14). 

	


	CHANGES SINCE LAST REVIEW: Identify significant changes, that have impacted the major responsibilities and accountabilities assigned to your position since the last review (See Writing Guide Page 14).

	


	COMPARABLE POSITIONS: List comparable GOA benchmarks (See Writing Guide Pages 14-15).

	


	ORGANIZATION CHART: A current organization chart that includes supervisor, peers and staff MUST be attached.  Include whether employee is permanent, wage, temporary or contract and indicate position numbers (See Writing Guide Page 15).


Signatures

The signatures below indicate that the manager (incumbent) and division director/ADM have read, discussed and agreed that the information accurately reflects the work assigned (See Writing Guide Page 15).

	Incumbent
	
	
	
	
	

	
	Name
	
	Signature
	
	Date

	Manager
	
	
	
	
	

	
	Name
	
	Signature
	
	Date

	Division Director/ADM
	
	
	
	
	

	
	Name
	
	Signature
	
	Date


This information is being collected under the authority of Section 10 of the Public Service Act and will be used to allocate positions within a classification plan and to manage the Alberta government human resources program. If you have any questions about the collection of this information, contact the Job Evaluation Unit, 6th Floor, Peace Hills Trust Tower, 10011 ‑ 109 Street, Edmonton, Alberta  T5J 3S8, phone 780/408-8400 or contact your Ministry Human Resource Office.
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